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PROCEDURE
TITLE

CONTROL OF MAINTAINED INTERNAL DOCUMENTED INFORMATION

This process starts from the identification of the need for creation/revision of
SCOPE document, control and issuance at points of use, up to recall of obsolete or deletion of
internal documents.

To manage and control the creation, revision, distribution and deletion of internal

LR documents and recall of obsolete copies.
PROCESS DESCRIPTION
INPUT PROCESS OUTPUT
DOCUMENT CONTROL CONTROLLED DOCUMENTED
SROGES REQUEST (DCR} CONTROL OF INFORMATION
OWNERS MAINTAINED INTERNAL »  COPY HOLDERS
DOCUMENTED

DESCRIPTIVE STATEMENT:

The process owner submits a duly accomplished Document Control Request Form together with the draft
of the document to be changed to the Regional Document Controller who reviews the request and the
draft of the document, layouts accordingly and return to process owner for review and approval by the
designated signatories. Upon approval, document controller subject the document to control, which
includes updating the Master List, stamping of control status, recalling obsolete copies and distributing
control copies.

Ste
p
No.

1 | PROCESS Identify the need for e Accomplish the e Document
OWNER document Document Control Control Request
creation/revision/deletion Request (DCR) Form (DCR) Form
(Internal Document)
and have it signed by
authorized signatories.

Responsible

Personnel PROCESS/ACTIVITY Details References

e For approved deletion of
document, forward the
DCR to the Regional
Document Controller,
and proceed to Step 3.

2 | PROCESS Draft the new Document or | e Draft the Document e DCR Form
OWNER proposed revision following the prescribed
format and forward to o New

Regional Document Document/Revise
Controller (RDC) d Document
together with the
approved DCR and the
e-copy of the Document.
A
3 | REGIONAL Record the DCR Control e Review the DCR and if ¢ DCR Form
DOCUMENT Number and layout the found okay, assign DCR
CONTROLLER Document Control No. and record ¢ DCR Log Sheet
(RDC) in the DCR Log Sheet.
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Responsible
Personnel

PROCESS/ACTIVITY

Details

References

Note: For reference
document (e.g. Policies,
Memorandum, manual,
brochure), proceed to Step
5.

e For deletion, proceed to
Step 5.

e For creation or
change/revision, review
the document and
layout in appropriate
form indicating the
document controls such
as: Document Code;
Revision Number;
Effectivity Date;
Authorized Signatories;
and other Document
Control indicators
(Header/Footer).

e Print the Document and
forward to the
designated signatories.

e Soft copy of the
Document

e Document

DESIGNATED
SIGNATORIES

Approve the document

e Review the document
and if found okay,
sign the document,
otherwise, return to
RDC for appropriate
action.

e Return signed document
to RDC.

e Document

REGIONAL
DOCUMENT
CONTROLLER
(RDC)

Update the Master List of
Internal Documents

e Update the
corresponding Master
List of Internal
Document to include the
approved
changed/created
document.

e Sign the updated Master
List and secure

e Master List of
Internal
Documents
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Responsible

PROCESS/ACTIVITY Details References
Personnel

signature of concerned
Deputy QMR or QMR.

6 REGIONAL Control the master copy of | ¢ Stamp “MASTER COPY” | eMaster copy
DOCUMENT the updated documents at the back of the
CONTROLLER updated documents and
(RDC) affix initial.

Note: Reference
documents distributed
through and by Regional
Records Unit or other
concerned  Office (e.g.
Policies, Memorandum,
manual, brochure) are not
subject to stamping for
identification of control
status.

e Scan the master copies
of the updated
documents.

e Distribute the scanned
master copies of the
updated documents to
the Deputy Document
Controllers.

7 | REGIONAL Retain the Obsolete Master | e Retrieve the previous e Obsolete master

DOCUMENT Copy (obsolete) master copy copy

CONTROLLER of the updated

(RDC) document and stamp

“OBSOLETE COPY” on

the lower left corner

and affix initial.

e Registry of

e Record the obsolete Obsolete
document in the Documents
Registry of Obsolete
Documents

8 | DEPUTY Recall the obsolete e Upon receipt of the e Recall List
DOCUMENT controlled copies of the scanned master copies
CONTROLLER document, if any of the updated e Obsolete copies
(DDC) documents, retrieve the
previous Distribution
List, if any, and prepare
the Recall List.
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Responsible
Personnel

PROCESS/ACTIVITY

Details

References

e Tag the scanned

obsolete master copy by
renaming the file,
OBSxxfilename. Where
xx stands for the
revision no and filename
is the default filename
as distributed by the
RDC.

Recall the obsolete
controlled copies, if any,
and record the
document retrieval with
indicated date of recall
in the Recall List.

Mark the retrieved
obsolete controlled
copies with page-wide
“X” and re-use.

DEPUTY
DOCUMENT
CONTROLLER
(DDC)

Reproduce the document
and stamp “Controlled

Copy”

Prepare the Distribution
List.

Reproduce the
document based on the
distribution list.

Stamp the reproduced
copies “CONTROLLED
COPY” and affix initial
on the lower left corner,
as follows:

e For bound documents,
on the top sheet, only;

e For non-bound
documents, on each

page.

e Master copy of
approved
document

e Controlled copies
of the document

e Distribution List

10

DEPUTY
DOCUMENT
CONTROLLER

(bDQ)

Distribute the Document

Distribute the document
based on the
Distribution List.

e Document

e Distribution List
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Ste .
p R; B e PROCESS/ACTIVITY Details References
No. ersonnel
e Record the distribution

of the document in the
Distribution List.

11 | RDCand DDCs Retain Records e Retain records in e Control of
accordance with the Retained
Control of Retained Documented
Documented Information
Information procedure Procedure
and the Master List of
Records. e Master List of

Records
Prepared By : Reviewed By Approved By
W15k O3
ARY ANN R. TRASPE LAILYN A. ORTIZ, CESE REYNALDO M. BUNGUBDNG, CESO IV
QMS Secretariat Assistant Regional Director j
Head/TWG Quality Management
Representative
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Division/Unit:

MASTER LIST OF INTERNAL DOCUMENTS

REVISION

D NT CODE DOCUMENT TITLE
AL 00 01 02 03 04 05

(PROCEDURE)
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Regional Document Controller Division Chief / Deputy QMR

Reviewed by:

I&X;{YA N TRASPE LAILYN A%ll, CESE REYNALDO\M. BUNGU G, CESO IV

Quality Management Secretariat Regional Quality Management TaD Managemen
Representative
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DISTRIBUTION LIST FORM
Name of Division/Unit:
Date of Distribution:
DOCUMENT | DOCUMENT REVISION COPY HOLDERS [Indicate Office/Process Owner (P0O)]
CODE TITLE /EDITION Office/PO | Signature Office/PO | Signature | Office/PO | Signature Office/PO | Signature
Forms
1
2
3
4
5

Prepared by: Noted by:

Regional Document Controller Division Chief / Deputy QMR
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e

10.01.17

T % %
Né/\{,l;Y ANN TRASPE LAILYN A. O Z, CESE REYNALDO M, NGUB , CESO IV

Quality Management Secretariat Regional Quality Management Management
Representative

X

\
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RECALL FORM

Document RECALLED / WITHDRAWN [Indicate Office /Process Owner (PO)]
DOLOMENT DOCUMENT TITLE FEVISION (Document Controller to sign upon receipt of document from copy holder)

CODE /EDITION
Office /PO | Date | Office/PO | Date | Office /PO | Date | Office/PO [ Date |Ofﬁce/PO| Date

Prepared by: Noted by:

Regional Document Controller Division Chief / Deputy QMR

Reviewed by:

N{kﬁY ANN TRASPE LAILYN A.%Z, CESE REYNALDO M. G NG, CESO IV
Quality Management Secretariat Regional Quality Management ?{Managemery
Representative
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DOCUMENT CONTROL
REQUEST (DCR) FORM
(Internal Document)

Document Code
FM-SP-R12-03A-04

_Rev.No. | Eff.Date

00 10.01.17 10f1

DATE OF REQUEST

REQUEST FOR
Please tick v* appropriate checkbox.

[ ] creaTiON

[] cHANGE

[ ] pELETION

TITLE OF DOCUMENT

DOCUMENT CODE

PROPOSED CHANGE

REVISION NO.

FROM/CURRENT:

TO:

EFFECTIVITY DATE

REASON FOR THE REQUEST

{State Purpose of the New Document or Reason for Change or Deletion)

Note: For creation (new document), signatories are as identified in the Document Responsibility Matrix. For change and
creation, signatories are the same with the signatories in the original document being requested for revision/deletion.

Prepared By: Reviewed By: Approved By:
Name: Name: Name:

Date: Date: Date:

Position Title: Position Title: Position Title:
Date Received by the RDC DCR Control No.

Prepared By

ARY ANN E TRASPE

Reviewed By

s

‘e
LAILYN A%Z, CESE

Approved By

REYNALDO

QMS Secretariat/TWG

Assistant Regional Director
Quality Management Representative

ional Director
Tap Manageme
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DCR LOGSHEET
Type Revision No.
No Date l()CR C_(z:gf;)?;_' Date of - Titleof | Document evision To Effectivity | Reason for
Received yyyy Request Dcecument Code Date Request
I/E) . ) From/
Creation | Change | Deletion To
Current

repared by: |

Regional Document Controller Division Chief / Deputy QMR
Prepared by: ' | Reviewed by:
it Rk
ARY ANN TRASPE LAILYN A.\GRTIZ, CESE REYNALDO NGUBUNG, CESO IV
Quality Management Secretariat Regional Quality Management /Tof) Managemy
Representative

N




