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CREATION / REVISION OF DOCUMENTS
Document Title Document Code
Latest Revision No. Proposed Revision No.
Nature of Change:
Proposed Effectivity Date: Prepared by (originator) :
Document Controller Reviews: | Remarks Reviewed by RO/FO
1. Completeness-
2. Format-
Remarks Reviewed by CO
1. Completeness-
2. Format-
REVIEW AND APPROVAL OF DOCUMENTS
Remarks: Reviewed by

15T LEVEL: PROCESS OWNER/
DIVISION CHIEF

2 EVEL: QMS LEADER

3th EVEL: Officer-In-Charge/
ADMINISTRATOR

REGISTRATION AND DISTRIBUTION OF DOCUMENTS

LIST OF COPY HOLDERS
(IDENTIFIED BY THE
DOCUMENT ORIGINATOR)

OFFICE CONCERNED

NAME

MODE AND DATE OF
DISTRIBUTION
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RECEIVING OF DOCUMENTS

RETRIEVAL OF OBSOLETE
COPY

OFFICE CONCERNED

NAME

DATE AND
SIGNATURE

DATE AND SIGNATURE

SUBMISSION OF SOFT COPY TO DOCUMENT CONTROLLER

SUBMITTED BY OFFICE
CONCERNED

RECEIVED BY

DATE

SIGNATURE




