




MAJOT STEPS IN THE REGISTRATION OF PROCEDURES 

1. All department conducts SWOT Analysis and the identification of needs and expectation of
interested party (Signed copy shall be maintained by the Unit);

 The Unit maintains a signed copy – original
 VPAA (Main campus) or Campus Director - Photocopy only to be used for the summary

of SWOT and Needs Expectations
2. The department conducts risk assessment and opportunities action plan (Signed copy shall be

maintained by the Unit)
 Unit Maintain a signed copy – original 
 VP AA (Main campus) or Campus Director - Photocopy only to be used for the summary

of Risk Assessment and Opportunities Action Plan
3. SWOT Analysis, Needs and Expectation of interested parties, Opportunities Action Plan, Risk

Assessment registry shall be summarized by the Campus Director (for campus) and VPAA (for
main campus)

 VPAA and Campus Director - Maintain a signed copy – original
 ISO Facilitator - Photocopy only to be used for the summary of SWOT, Needs, Risk

Assessment and Opportunities Action Plan
4. The following shall be summarized by the ISO facilitator (the reference for this activity is from

the photocopy of the summarized 4 outputs from VPAA and Campus Directors):
 SWOT Analysis
 Needs and Expectation of Interested Party
 Risk Assessment Registry
 Opportunities Action Plan

5. All department drafts the procedure reflecting the result of the risk assessment and their
process

6. The DCC shall assign document number of the procedures
7. The DCC Updates the “Masterlist of Documents”
8. The Unit DCC shall update the “List of Records” and assign form numbers to the forms

 Unit DCC - Maintain a signed copy – original
 Central DCC - Photocopy only to the Central DCC for the accomplishment of Master

Record Control Register
9. The Central DCC shall update the Master Record Control Register.
10. The Unit DCC shall conduct QA of the procedures based on the following:

 Checking of Format (Flow charting, paper size, font style and etc)
 Checking of form with form number (Internal only) for external scanned copy of the

forms
 Checking of List of Records

11. All department shall conduct document review request and registration of the procedure
(Interfacing review of the procedure)

12. All department shall submit revised soft copy of the procedures to the Central Documents
Controller, contents of the soft copy shall be the following:

 Soft Copy of the revised procedure based on the document review and interfacing
 Internal forms with form number
 Scanned copy of the external forms
 List of records (including internal and external form)

13. The Central DCC shall final print the procedure and get the final approval of the Department
Head, ISO Facilitator and President

14. The Central DCC shall register the procedures and place a “MASTER COPY” stamp to the
procedure.

15. The Central DCC shall photocopy the MASTER Copy and place a CONTROLLED COPY stamp in the
photocopy

16. The Central DCC shall monitor the distribution of the controlled copy of the procedure by
requiring the receiving department to sign the “Document Distribution, Retrieval and Disposal
Form”

17. The Central DCC shall produce 2 sets of CONTROLLED procedure to be distributed on a campus
 1 set of procedure – all procedures
 1 set of procedure – copy of unit available for the campus

18. Central DCC shall require the Campus DCC to sign the “Document Distribution, Retrieval and
Disposal Form” to reflect received CONTROLLED procedure

19. Campus DCC shall distribute the controlled of the Delivery Unit and require the Delivery Unit to
sign the “Document Distribution, Retrieval and Disposal Form”

20. The Lead Auditor shall facilitate the Internal audit
21. The ISO Facilitator shall facilitate the Management review meeting



22. The Lead Auditor shall conduct the special internal audit 
23. The consultants shall conduct the Systems Audit 
24. 3rd party Stage 1 audit documentation audit (Internal audit, DCC and Management review) 
25. 3rd party Stage 2 audit certification audit (Organizational audit) 

 
TAKE NOTE OF THE FOLLOWING COMMENTS TOWARDS FINALIZATION OF THE REPORTS 
 

 Flowcharting of the procedure are not yet fixed 

 No cover page 

 No Performance Indicator 

 No enumerated attachments 

 Hand writings are evident in the procedure 

 No letter on “Off page Connector” 

 No document Number 

 No revision Number 

 Some procedures are printed on a Short size paper. Follow the prescribed 

bond paper size (legal) 

 No attached forms 

 No document Review request and registration form 

 

 

 

 


