
ANNEXURE: FACULTY MANUAL REVIEW / 
UPDATES & CIRCULATION 

1. General Information 

Field Details 
Academic Session  
Review / Update Date  
Conducted By  
Approved By (Principal)  

2. Trigger for Manual Review 

Parameter Details 
New Circular / Policy Received  
Source of Circular  
Date of Circular  
Sections of Manual Affected  
Immediate Action Required ☐ Yes ☐ No 

3. SOP Changes / Updates Made 

S. No. Section of Manual Previous SOP Revised SOP Effective Date Approved By 
      
      
      
      
      
      
      
      
      
      

4. Manual Version Control 

Version No. Date Released Changes Made Circulated To Status 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 
    ☐ Active ☐ Archived 



5. Digital Circulation Record 

Staff Name Designation Manual Shared (Y/N) Mode (Email/ERP/WhatsApp) Date 
  ☐ Yes ☐ No   
  ☐ Yes ☐ No   
  ☐ Yes ☐ No   
  ☐ Yes ☐ No   

6. E-Sign / Acknowledgment Record 

Staff Name Designation Acknowledgment Received Date Signature / E-Sign 
  ☐ Yes ☐ No   
  ☐ Yes ☐ No   
  ☐ Yes ☐ No   
  ☐ Yes ☐ No   

7. Training / Briefing on Updated SOPs 

Topic Conducted (Y/N) Date Trainer Attendance 
 ☐ Yes ☐ No    
 ☐ Yes ☐ No    
 ☐ Yes ☐ No    
 ☐ Yes ☐ No    
 ☐ Yes ☐ No    
 ☐ Yes ☐ No    

8. Compliance Checklist 
Parameter Status 

Circulars Reviewed ☐ Yes ☐ No 
Manual Updated ☐ Yes ☐ No 
SOP Changes Incorporated ☐ Yes ☐ No 
Manual Circulated ☐ Yes ☐ No 
Acknowledgments Collected ☐ Yes ☐ No 

9. Issue Log & Resolution 
Issue Action Taken Responsible Person Status 

    
    
    
    

10. Challenges Faced 
1.​  
2.​  

11. Suggestions / Improvements 
1.​  



2.​  

12. Final Remarks 
 

 

13. Signatures 
Role Name & Signature Date 

Academic Coordinator   
HR/Admin   
Compliance Officer   
Principal   
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