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DEPARTMENT SCHOOL OF PHARMACY
CIRCULAR

No: AJU/SOHAS/246/25

Date 14.07.2025

It is hereby notified to all the faculty members of School of Pharmacy that a
Session Good Documentation Training on writing of reports will be conducted on
23 July 2025 from 9:30 am onwards by Dr. Jyotirmaya Sahoo. All the faculty
members and lab assistants are mandatory to attend the session.
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GOOD DOCUMENTATION TRAINING ON WRITING OF REPORTS

Date of Event 23.07.2025

Name of the Event Good Documentation Training on Writing of Reports

Type of the Event Professional development / Administrative training

Conducted by School of Pharmacy

No. Of Participants 28

OBJECTIVE:

The objective of this programme is to train faculty members to precise, standardised, and
legal documentation techniques. It aims to guarantee the fulfilment of academic and legal
standards in administration, research, and guidance.

DETAILS:

School of Pharmacy, ARKA Jain University conducted a comprehensive faculty training
session on Good Documentation Training on Writing of Reports. Expert for this training
session was Prof (Dr.) Jyotirmaya Sahoo, Dean, School of Pharmacy. The training was held
on 23rd July at Block B, Sushruta Hall, and began promptly at 9:30 AM. The session was
organized with the intention of strengthening the understanding and implementation of

proper documentation protocols among faculty members. As ARKA Jain University is a
NAAC-accredited and reputed academic institution, maintaining precise and well-
organized records is essential — not only for internal quality assurance but also to meet
external requirements laid down by statutory bodies such as the Pharmacy Council of
India (PCI) and for future inspections by the Quality Council of India (QCI). During the
session, the importance of structured report writing and adherence to regulatory
documentation standards was emphasized. The Dean highlighted that proper
documentation is a reflection of institutional transparency and academic integrity, and is
critical for regulatory audits, accreditation, and overall institutional development.
Faculty members participated actively, shared their experiences, and clarified their
doubts regarding academic, research, and administrative documentation. At the end of
the session, Mr. Sumanta Sen, Associate Professor thank Dr. Sahoo for enriching session
and acknowledged the staff for their participation in the training.

TAKEAWAY (OUTCOMES):

e Improved understanding of good documentation and reporting practices.

e Better preparedness for PCI, NAAC, and QCI inspections.

e Enhanced skills in structured and compliant report writing.
Standardization of academic and administrative records.
Reinforced commitment to institutional quality and transparency.
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* PROF. (DR.) JYOTIRMAYA SAHOO
* Dean

* School of Pharmacy

« 23" July 2025

* Venue Block B_ SUSHRUTA

* Time: 9:30am
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PHOTOS OF THE EVENT
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Mohanpur, Jharkhand, India

R4v2+8xq, Mohanpur, Jharkhand 832108, India
Lat 22.842807° Long 86.102037°
23/07/2025 02:37 PM GMT +05:30
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Fig. 2- Faculty listening to the event carefully.
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Mohanpur, Jharkhand, India

R4v2+8xq, Mohanpur, Jharkhand 832108, India
Lat 22.842858° Long 86.102044°

23/07/2025 02:38 PM GMT +05:30

Fig. 4- Enjoying the session with small tea break.
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