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To:

PROCESS FLOW UV COIYTROLLI1YG OF DOCUMEIITS

Chief, Curriculum Implementation Division
Chief, School Governance and Operations Division
All Division Personnel

1. In compliance to the requirements for the ISO 9001:2015 certification, this Office
informs all concerned personnel of the Process Flow in Controlling of Documents.

2. This is to ensure that all documents pertaining to Quality Management System
(QMS) are documented and updated accordingly, and that any revisions and/or
amendments will be reviewed and approved prior to issuance and use.

3. Attached are the approved documented procedure in the control of documents
(Enclosure no. 1) and the summary of the unique codes that are to be used by the
document controllers for document identification in each section (Enclosure 2).

4. For immediate dissemination, guidance and compliance.
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PROCEDURETITLE

PURPOSE

COIVTROL OF DOCUMEIITS

: To ensure that all documents pertaining to Quality
Management System (QMS) are documented and updated
accordingly, and that any revisions and/or amendments will be
reviewed and approved prior to issuance and use.

RESPONSIBILITY AND
AUTHORITT

The Process Owner is responsible in updating, revising or
changing the documentation whenever deemed necessary.
It ls the Document Control Officer's duty to maintain and allocate
the approved controlled documents to copyholders.

For successful and effective implementation of this
procedurg, the Schoois Divis.ion Sutrrcrintendent is tasked to do
so.

II{PUT/S REQUIRTD

OUTPUT/S REQUIRTD

1. All documented information from al1 sections
2. Memorandum from the Division and from external parties

(ex. Deped-Regional Office and other agencies)

1. Document Change Notice (DCN)
2. Master List of Documents
3. Document Control Logbook
4. Amendment List
5, Controlled doeumented informatjon
6. List of document codes

ASSOCIATED RISKS 1. Confusion of document codes and by-passing in the
reproduction of documented information

2. Tracking of documents is not easy due to manual
entries
3. Corruption of electronic files

STEPS TO ADDRESS THE ASSOCIATED RISKS:

1. Initiate a memorandum re: control of documents
2. Prepare a documented procedure and list document

codes as attachment of the memorandum for guidance
3. The Document Controllers should back up their

records through excel file for easy tracking of
documents
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RISOURCES IITETDED

LEGAL BASES

4. Coordinate to the ICT section to set back up and anti-
virus systems on electronic files

: Logbooks, Ballpen, Stamp pad, Inks, Bondpaper, Laptop,
Funds, Three-hole Binder, Specialty Paper

: Division Memorandum No. 67, s. 2020, International
Standard, ISO 9OO1 Fifth Edition 20 15- 19- 15

PROCTDURE DETAILSI :

NEW DOCUMENT

1. Preparation of New Documeot

1.1 Process owner prepares necessary documentaiions
1.2 Process owner creates draft for review

2. Documentation Review

2.1 The document will then be reviewed by the section head
2.1.1.L If satisfactory, the section head signs
2.1.1.2 If not, the document is returned to the process owner

3. Documentatlon Revlew by Documents Control OIItcer {DCOI

3.1 Review the prepared documents
3.2 Eva]uate all the essential documentation requirements:

3.2.1 Document Code
3.2.2 Effectivity Date
3.2.3 Page Numbers

3.3 lf satisfactory, documentation is submitted to SDS for approval/review
purposes

3.4 If no! documentation is retumed to process owner/section head
4. The document control officer encodes the approved document
5. The process owner receives the controlled copy

MODIFICATION OT DOCUMENT

1. M odlflcatlon of Document

1.1 Process owner prepares necessary documentations and/or modifications such
as revision, addition and omission
Process owner creates draft for review
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2. Documentetlon Revlew

2.1 Section head reviews proposed revisions/changes

2.1.1 If satisfactory, Document Change Nolice is
control officer

2.1.2 If not, the proposed documentation/revision
owner

secured from document

is returned to the process

3. Documentation Review by Doeuments Coatrol Offieer (DCO)

5.1 Review proposed documents
5.2 Record Document Change Notice in documents control logbook
5.3 Evaluate all the essential documentaLion requirements:

5.3.1 Revision Date
5.3.2 Revision Number
5.3.3 Amendment List

5.4 If satisfactory, documentation is submitted to SDS for approval/review
purposes

5.5 Ifnot, documentation is returned to process owner/section head

6. Ftnal Review by Schools Divlslon Superlnterdert

6.1 Review documents prior to implementaLion
6.1.1 If approved, the document is returned to the DCO for recording. Then,

the process owner receives the controlled copy of the document
6.1.2 If not, the document control officer retums documents to process owner

6.2 Document-implementation

DISTRIBUTIOIT OF OBSOLETE DOCUMENTS

1. Dlstributlon aad Recollection of Obaolete Documents

1,1 Documents with corresponding number of copy holders are reproduced by
DCO

1.2 Document control officer ma,kes sure that all documents for distribution are
comprehensible and recognizable through the established coding system

1.3 Document control ofhcer stamps documents as follows:
1.3.1 Original documents are stamped "Master Cop/
1.3.2 Controlled documents are stamped "Controlled Copy
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1.3.3 Uncontrolled documents aJe stamped "Uncontolled Cop/ (see
Explanatory Notes)

1.4 Distribute documents to copyholders

RECOLLECTIOIT OF OBSOLETE DOCUMEIVTS

1,5 Document control officer recollects all obsolete documents from acknowledged
copyholders

1.5.1 Retrieved old revision copies are stamped 'Obsolete'

7.5-2 Obsolete master copies are archived by document control officer for a
period of not less than 3 years before disposing

1-5.3 Document control officer updates the documents control master list

Documents E:<ternally Ger.eratcd

1.5.4 Externally generated documents are properly controlled and marked
'Controlled Cop/ for distribution

1.5.5 At least once a year, the document control officer reviews extemally
generated documents for updating purposes

1.5.6 Access may be via visit to or correspondence with regulatory bodies and
media such as radio or television, newspaper, intcrnct surfing and
bookstores

1..5.7 Secure updated copies of identified laws and legislation from
authorities, including, but not limited to, CSC, GSIS, COA, etc.

1.5.8 Identification of relevant regulatory requirement suitable to the product
is made by the SDS

7.6 A list of applicable regulatory requirements is provided, and the documents
control master list is always updated

2, Electroulcally Generated Documents

1.5.9 Files a-re protected from unauthorized editiag. Access and share are coded
as'Read Only,'and passwords are provided for classified files to authorized
users only

1 .5. 10 trlectronic files have back-up systems on sire, and are protected by an anti-
virus software

1.5. 1 1 Distribution is in compliance with approved distribution list

Q Areito St, M.rdic, Tasub CIlf,

,q \l.ndl.:.$r.ddtdtxpul,.tr(t

L Tdephde (0EE) 545 - 03(H

nB Telefrxi (0aD 39s - 3l?2



DOCUMEITTED PTTOCEDURT
DOCUMENT CONTROL TEA I

REPt,rLrc o!T sr ?l1r!rPPrxrs

@spsrtme t of @trurdtion
R.croN X - Norrsrrn MrND^NAo

DIVISION OF TANGUB CITY

Code: DOT-DCT-4.4
Revision No: OO

Effectivity Date: March 09, 2O2O
Page: 5 of 7

Revlsed Files

Revised files are italicized, and underlined to identify the changed/added word
and/or phrase

Customer Propefil List

Inventory of record owned by the customers are kept and controlled by
responsible offices

The customer property list is collected by the document control officer every
end of the year for documentation and updating purposes

Note: Copie$ requested ffom any extemal parties are marked/stamped 'Uncontrolled Qopy,"
and are not included in updates and recalls specified in this procedure
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Prepares necessary

Documents

Reviews Proposed

Documents

Review the document

codes, effectivity date

and page numbe

End
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AECTION/OFFICE/UITIT
DOCT'MENTED I1YFORMATION CODE

DTYISIO OF TAXGUB
CITY

Scope DOT-SCO-4.3
Quality Policy DOT-QUP-6.2.1A

.A.ccountlag

Pestle DOT.ACC-4.1A
SWOT DOT-ACC-4.18
Quality Obiectives DOT-ACC-6.2.1
Relevant Interested Parties' Needs and Expectatir DOT-ACC-4.2
Documented Procedure DOT ACC-4.4
Risk / Opportunity Assessment DOT-ACC-6.1
Action Plan on Risk/Opportunity Assessment DOT.ACC.6.1A
Action Plan on Ouality Obiectives DOT-ACC-6.i8
Monitoring Plan DOT-ACC-8.1-01
Operational Plan DOT-ACC-8.1-02

Admlalstrative

Pestle DOT.ADM.4.1A
SWOT DOT-ADM-4.1B
Ouality Obiectives DOT-ADM-6.2.1
Relevant lnteresled Parties' Needs and Expectati( DOT-ADM-4.2
Documented Procedure (lssuance of 1902| DOT-ADM.4.4
Documented Procedure (Aut}enticalion) DOT-ADM-4.4-O 1

Risk/Opportunity Assessment DOT-ADM-6.1
Action Plan on Risk / Opportunitv Assessment DOT-ADM-6.1A
Action Plan on Oualitv Obiectives DOT.ADM-6.1B
Monitoring Plan DOT-ADM-8.1-01
Customers Feedback DOT-ADM-8.5.5E
Inventory DOT-ADM-7.1.3

Budget

Pestle DOT-BUD.4.1A
SWOT DOT-BUD-4.iB
Qualitv Ob'iectives DOT-BUD-6.2.1
Relevant lnterested Par"cies' Needs and Expectatir DOT.BUD.4.2
Documented Procedure DOT.BUD-4.4
Risk / Opportunitv Assessment DOT-8UD.6.1
Action Plan on Risk/Opportunity Assessment DOT-BUD-6.1A
Action Plan on Quality Objectives DOT-RUD-6.18
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Cash

Pestle DOT-CAS-4.1A
SWOT DOT-CAS-4.1B
Quality Obiectives DOT.CAS-6.2,1
Relevant Interested Parties' Needs and Expectati( DOT.CAS-4.2
Documented Procedure DOT-CAS-4.4
Risk/ Opportunity Assessment DOT.CAS.6.1
Action Plan on Risk/ Opportunity Assessment DOT.CAS.6.1A
Action Plan on Quality Objectives DOT-CAS-6.1B

District Instructioual
Supenrlsion

Pestle DOT-DIC.4.1A
SWOT DOT-DIC-4.1B
Quality Objectives DOT-DrC-6.2.1
Relevant Interested Parties' Needs and Expectatir DOT-DrC-4.2
Documented Procedure DOT-DIC-4.4
Risk/ Opportunitv Assessment DOT-DrC-6.1
Action Plan on Risk/Opportunity Assessment DOT-DIC-6.1A
Action Plan on Oualitv Obiectives DOT.DIC.6.1B
Monitoring Plan DOT-DIC-8. 1-O 1

Physical Facilities

Pestle DOT-EFS-4.1A
SWOT DOT-EFS-4.18
Oualitv Obiectives DOT-EFS-6_2.1
Relevant Interested Parties' Needs and Expectatir DOT-EFS.4.2
Documented Procedure DOT.EFS-4.4
Risk / Opportunitv Assessment DOT-EFS-6.1
Action Plan on Risk/Opportunitv Assessment DOT-EFS-6.1A
Action Plan on Ouality Obiectives DOT-EFS-6.18
Maintenalce Plal DOT-EFS-8.1
Monitoring Plan DOT-EFS-8. 1-O 1

Inventory DOT-EFS-7.1.3

Ilumaa Resou:ce
Devclopment Section

Pestle DOT.HRD-4.1.A.
SWOT DOT-HRD-4.18
Quality Objectives DOT.HRD.6,2.i
Relevant Interested Parties' Needs and Exoectati< DOT-HRD-4.2
Documented Procedure DOT-HRD-4.4
Risk / Opportunity Assessment DOT-HRD.6.1
Action Plan on Risk/Opportunitv Assessment DOT.HRD-6-1A
Action Plan on Oualitv Obiectives DOT-HRD-6.1B
Monitorins Plan DOT-HRD-8.1-01
Inventory DOT-HRD-7.1.3

Ilformatioa and
Communication

Technologz

Pestle DOT-ICT-4.1A
SWOT DOT-ICT-4.18
Oualitv Obiectives DOT-rCT-6.2. i
Relevant Interested Parties' Needs and Expectatir DOT-ICT-4.2
Documented Proced ure (DCP Monitorincl DOT-ICT.4.4
Documented Procedure (Email Requestl DOT-tCT-4.4-O 1

Documented Procedure (Preventive Maintenance DOT-rCT-4.4-02
Risk/ Opportunitv Assessment DOT-ICT.6.1
Action Plan on Risk/Opportunitv Assessment DOT-ICT-6.14
Action Plan on Quality Objectives DOT-ICT-6.1B
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Information and
Commualcation

Technologr

PreYentive Maintenance Plan DOT-ICT-S.1
Preventive Maintenance Checklist DOT-]CT.8.1A
Deped Email Request Form DOT.ICT.4.4
Monitorine Plan DOT-ICT-8. 1-O 1

DCP Monitorine Plan DOT-rCT-8. 1-03
lnventory DOT-ICT-7.1.3

Instructlonal
Management

Pestle DOT-IMS-4.1A
SWOT DOT-IMS.4.1B
Oualitv Obiectives DOT-tMS-6.2.1
Relevant Interested Parties Needs and Expectati( DOT-1MS-4.2
Documented Procedure DOT-IMS.4.4
Risk / Opportunitv Assessment DOT-IMS-6.1
Action Plan on Risk/Opportuniw Assessment DOT-IMS.6.1A
Action Plan on Ouality Obiectives DOT-IMS-6.18
Preventive Maintenance Plan DOT-IMS-8.1
Monitoring Plan DOT-IMS-8.1-01

Lcarning Resource
Marragcment

Pestle DOT-LRS-4.14
SWOT DOT-LRS.4.1B
Oualitv Obiectives DOT-LRS-6.2.1
Relevant Interested Parties' Needs and Expectatir DOT-LRS-4,2
Documented Procedure DOT-LRS-4.4
Risk / Oooortunitv Assessment DOT-LRS.6.1
Action Plan on Risk/Opportunity Assessment DOT-LRS-6.14
Action Plan on Oualitv Obiectives DOT.LRS.6.1B
Monitorine Plan DOT-LRS-8. 1-O 1

Inventory DOT-LRS-7. 1.3

Pensoanel

Pestle DOT-PER.4.1A
swoT DOT-PER.4,1B
Oualitv Obiectives DOT-PER-6.2.1
Relevant Interested Parties' Needs and Expectati( DOT-PER.4.2
Documented Procedure DOT.PER-4.4
Risk / Opportunitv Assessment DOT-PER-6.1
Action Ptan on Risk/Oppor-tuniW Assessment DOT-PER.5.1A
Action Plan on Quality Obiectives DOT.PER-6.18
Monitoring Plan DOT-PER-8.1-01
lnventorv DOT-PER-7.1.3

Plannlng

Pestle DOT-PRS,4.1A
SWOT DOT-PRS-4,18
Qualitv Objectives DOT-PRS-6.2.1
Relevant lnterested Parties' Needs and Expectati( DOT-PRS-4.2
Documented Procedure DOT-PRS-4.4
Risk / Opportunity Assessment DOT-PRS-6.1
Action Plan on Risk/Opportuniw Assessment DOT-PRS.6.1A
Action Plan on Oualitv Obiectives DOT-PRS-6.18
Monitorins Plan DOT-PRS-8. 1-O 1

Operational Plan DOT-PRS-8. 1-02
Prcperty and Supply Pestle DOT-SUP-4.1A

SWOT DOT-SUP-4.1E}
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Property aod Supply

Ouality Obiectives DOT-SUP-6.2.1
Relevant Interested Parties' Needs and Expectatir DOT-SUP-4.2
Documented Procedure DOT-SUP-4.4
Risk / Opportunity Assessment DOT-SUP-6.1
Action Plan on Risk / Opportunity Assessment DOT-SUP-6.1A
Action Plan on Ouality Obiectrves DOT.SUP.6.1B
Monitoring Plan DOT-SUP-8. 1-O 1

Annual Procurement Plan (APPI DOT-SUP-S.1-02
lnventory DOT-SUP-7.1.3

Records

Pestle DOT.REC.4.1A
SWOT DOT-REC-4-18
Quality Obiectives DOT-REC-6.2.1
Relevant Interested Parties' Needs and Expectati( DOT-REC.4.2
Documented Procedure DOT-REC.4.4
Risk/ Opportunity Assessment DOT.REC.6.1
Action Plan on Risk/Opportuniw Assessment DOT.REC.6-1A
Action Plan on Oualitv Obiectives DOT-REC-6.1B
Monitorins Plan DOT-REC-8.1-01
Inventory DOT-REC-7.1.3

Research

Pestle DOT-RES-4.14
SWOT DOT-RES-4,i8
Quality Objectives D0T-RtrS-6.2.1
Relevant Interested Parties Needs and ExDectatir DOT-RES.4.2
Documented Procedure DOT-RES.4.4
Risk/ Opportunity Assessment DOT-RES-6.i
Action Plan on Risk/Opportunity Assessment DOT-RES-6.14
Action Plan on Ouality Obiectives DOT-RES-6.18
Preventive Plan DOT-RES.8.1
lnYentory DOT-RES-7.1.3

School Health

Pestle DOT.SHS-4- 1A
SWOT DOT-SHS-4.1B
Oualitv Obiectives DOT-SHS-6.2.1
Relevant lnterested Parties' Needs and ExDectati( DOT-SHS.4.2
Documented Procedure DOT-SHS-4.4
Risk / Ooportunity Assessment DOT-SHS-6.I
Action Plan on Risk/Opportunity Assessment DOT.SH5-6.1A
Action Plan on Ouality Obiectives DOT-SHS-6.18
Preventive Maintenance Plan DOT-SHS-8,1
Monitorine Plan DOT-SHS-8.1-O 1

Calibration Plan DOT-SHS-8.1-02
Calibration Evidence DOT-SHS-7.1 .5.2
lnventory DOT-SHS-7.1.3

School Maaagement
trflonltorhg and

Evaluation

Pestle DOT.SME.4.1A
SWOT DOT-SME-4.18
Oua]itv Obiectives DOT-SME-6.2.1
Relevant lnterested Parties' Needs and Expectati( DOT.SME.4.2
Documented Procedure DOT-SME-4.4
Risk/ Opportunity Assessment DOT-SME-6.1
Action Plan on Risk/Opportunity Assessment DOT-SME-6.1A
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School M.n2gotoetrt

Modtodng and Eealultton
Action Plan on Ouality Obiectrves DOT-SMtr-6.1B
Annual Implementation Plan {AiP) DOT-SME-8.1-01

SP'ORTS

Pestle DOT-SPO-4.1A
SWOT DOT-SPO-4.18
Quality Objectives DOT-SPO-6.2.1
Pelcrront Thtcra.tFrl Partiac' Nea.l< anrl E'vnenra+ir DOT-SPO-4.2
Documented Procedure DOT-SPO-4.4
Risk/ Opportunitv Assessment DOT-SPO-6.1
Action PlaI on Risk/ Opportunity Assessment DOT.SPO-6.14
Action Pla-n on Oualitv Obiectrves DOT-SPO-6.18
Monitoring Plan DOT-SPO-8.1-O 1

Customers feedback DOT-SPO-8.5.5E
Inventory DOT-SPO-7.1 .3

Ofllce of the Schools
Dtvlslon

Superiatendent (OSD8|-
Coasolldated Reports

Pestle DOT-SDS.4.1A
SWOT DOT-SDS.4.1B
Qua.lity Obiectives DOT-SDS-6-2_ 1

Relevant Interested Parties' Needs and Expectati( DOT-SDS-4.2
Documented Procedure DOT-SDS-4.4
Risk / Opportunity Assessment DOT-SDS-6.1
Action Plan on Risk/ Opportunity Assessment DOT-SDS-6.1A
Action Plan on Oualitv Obiectives DOT.SDS.6.1B
Monitoring Plan DOT-SDS-8.1-01
Operational Plan DOT-SDS-8.1-O2

Docum'eD.t Control Documented Procedu re(Control of Docs) DOT-DCT-4.4
Summary of Document Codes DOT.DCT.4.4A

Risk Management Team
Risk/ Opportunity Matrk Indicator DOT-RMT-6.1C

Risk Management Team Report DOT.RMT.6.1D
Oppottunity Uatra.geraetlt

TeaE Opportunity Management Team Report DOT.OMT.6,1E

Iaternal Audit

Audit Pian DO't-tAU-9.2.2
Internal Audit Programme DOT-IAU-9.2.2A
Documented Procedure DOT-IAU-4,4
Intema,l Audit Report DOT-IAU-9.2.i
Non -conformance Report DOT-IAU-9.2.1-O 1
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