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QUALITY 
RECORD 

CODE 
DOCUMENT TITLE CUSTODIAN LOCATION 

FILING SYSTEM RETENTION PERIOD TOTAL / 
Reason of 
Retention 

DISPOSITION 
FOLDER SCHEME ACTIVE STORAGE 

QR-ADM-
HRM-01 

List of Vacant 
Positions 

 
HRM Staff 

HRM Open 
Shelf 2 

Folder Control 
Number 1 1 2 

 
Sell 

QR-ADM-
HRM-02 

Job Vacancy 
Announcement 

HRM Staff 
Storeroom 
1 Cabinet 4 

Folder Control 
Number 1 1 2 

 
Sell 

QR-ADM-
HRM-03 

Minutes of Selection 
Board Meeting 

HRM Staff 
HRM Open 

Shelf 3 

Folder Control 
Number Permanent Permanent Permanent 

 
N/A 

QR-ADM-
HRM-04 

List of Requirement for 
Appoinment 

HRM Staff 
HRM Open 

Shelf 1 

Folder Control 
Number 1 1 2 

 
Sell 

QR-ADM-
HRM-05 

Report of Appoinment 
Issued 

HRM Staff HRM Open 
Shelf 2 

 

Folder Control 
Number Permanent Permanent Permanent 

 
N/A 

ausr
PMISD Reference Material
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DISPOSITION 
FOLDER SCHEME ACTIVE STORAGE 

QR-ADM-
HRM-06 

Actual duties and 
Responsibilities 

HRM Staff HRM Open 
Shelf 2 

 

Folder Control 
Number 1 1 2 

 
Sell 

QR-ADM-
HRM-07 

Performance 
Evaluation 

 
HRM Staff HRM Open 

Shelf 4  

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
HRM-08 

Individual 201 File 

 
HRM Staff 

Store 
Cabinet 1,2 

& 3 

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-01 

Minutes of the Meeting 
 

HRM Staff Cabinet 1 
 

Folder 
 

Control 
Number 

Permanent Permanent Permanent 
 

N/A 

QR-ADM-
SDC-02 

Attendance for the 
monthly Technical 
Session 

 
HRM Staff Cabinet 1 

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

ausr
PMISD Reference Material
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DISPOSITION 
FOLDER SCHEME ACTIVE STORAGE 

QR-ADM-
SDC-03 

Staff Development 
Plan 

 
HRM Staff Cabinet 1 

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-04 

Logbook of Employees 
with Travel Abroad 

 
HRM Staff Cabinet 1 

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-05 

201 Files for Training 
contains approved Special 
Order of employees to 
attend training/seminars 

 
HRM Staff 

Storage 
Room 2 

Open Shelf 

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-06 

Checklist of requirements 
for nomination/participation 
to travel broad 

 
HRM Staff Open 

Cabinet 

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-07 

SDC-F1 (Trainees’ 
Performance 
Appraisal) 

 
HRM Staff Open Shelf 

 

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

ausr
PMISD Reference Material
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DISPOSITION 
FOLDER SCHEME ACTIVE STORAGE 

QR-ADM-
SDC-08 

SDC-F2 (Report of 
Training) 

 
HRM Staff HRM Open 

Shelf 1 

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-09 

SDC-F3 (Training 
Program Impact 
Assessment form) 

 
HRM Staff HRM Open 

Shelf 1  

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-10 

SDC-F4 (Indivual 
Competency 
Assessment) 

 
HRM Staff 

HRM Open 
Shelf 1  

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-11 

SDC-F5 (Evaluation 
Sheet on the Trainer) 

 
HRM Staff 

HRM Open 
Shelf 1  

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
SDC-12 

SDC-F6 (Evaluation 
on the Training) 

 
HRM Staff 

HRM Open 
Shelf 1  

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

ausr
PMISD Reference Material
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DISPOSITION 
FOLDER SCHEME ACTIVE STORAGE 

QR-ADM-
SDC-13 

SDC-F& (SDC 
Monitoring Sheet) 

 
HRM Staff 

HRM Open 
Shelf 1  

 
Folder 

 
Control 
Number 

1 1 2 

 
Sell 

QR-ADM-
PPMS-01 

Purchase Request 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 1 1 2 

Sell 

QR-ADM-
PPMS-02 

Request for Quotation 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 1 1 2 

Sell 

QR-ADM-
PPMS-03 

Abstract of Canvass 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

QR-ADM-
PPMS-04 

Purchase Order 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 4 1 5 

Sell 

ausr
PMISD Reference Material
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DISPOSITION 
FOLDER SCHEME ACTIVE STORAGE 

QR-ADM-
PPMS-05 

Work Order 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

QR-ADM-
PPMS-06 

Purchase Order 
Monitoring Logbook 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 1 1 2 

Sell 

QR-ADM-
PPMS-07 

Purchase Request 
Monitoring Sheet 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 1 1 2 

Sell 

QR-ADM-
PPMS-08 

Invoice 
Receipt/Delivery 
Receipt 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 5 1 6 

Sell 

QR-ADM-
PPMS-09 

Inspection And 
Acceptance Report 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

ausr
PMISD Reference Material
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DISPOSITION 
FOLDER SCHEME ACTIVE STORAGE 

QR-ADM-
PPMS-10 

Acknowlegde Receipt 
of Equipment 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 1 1 2 

Sell 

QR-ADM-
PPMS-11 

Inventory Custodian 
slip 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 1 1 2 

Sell 

QR-ADM-
PPMS-12 

Equipment Ledger 
Card 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

QR-ADM-
PPMS-13 

Equipment/Semi-
Expandable Index 
Card 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

QR-ADM-
PPMS-14 

Waste Material Report 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

ausr
PMISD Reference Material
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DISPOSITION 
FOLDER SCHEME ACTIVE STORAGE 

QR-ADM-
PPMS-15 

List of ITDI Accredited 
Suppliers 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

QR-ADM-
PPMS-16 

Suppliers Performance 
Rating sheet 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

QR-ADM-
PPMS-17 

Notification Letter to 
Applicant Supplier 

PPMS 
STAFF Printer 

Table PPS 

Folder Control 
Number 2 1 3 

Sell 

QR-DC-02 
Accomplished DC-F2, 
Issue/Withdrawal 
Form 

 
R. Deluta Shelves @ 

ADM-OC 

 
Folder 

 
Control 
Number 

2 1 3 yrs 

 
Recycle 

 

ausr
PMISD Reference Material
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1.0 Objective: 
 

The purpose of this procedure is to prevent unauthorized printing or editing of documents and 
record in electronic media. 

 
2.0  Scope: 
   

This procedure covers all activities of ITDI related to control of documents and records in 
electronic media. 

 
3.0 Definition of Terms: 
 

Controlled Documents in electronic format -  soft copy of QMS document. 
 

Records in electronic format - quality records identified to be kept in electronic format. 
 
4.0 Documented Information: 
 

ISO 9001:2015 Standard  
Master List of Maintained Electronic Documented Information 
Master List of Externally Sourced Documented Information 
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Identify records and 
documents in electronic 

format 

Assign passwords for 
documents and records 

 
5.0  Procedure 
 

FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 

  
 
 

 
 

 
 

Process Owner 
 
 
 
 
 
 
 
 

Document 
Custodian 

 

 Process Owners shall identify the records 
that are to be kept in electronic format. 

 Records in electronic format shall be kept in 
process owner’s computer. 

 These records shall be included in the 
Masterlist of Quality Records. 

 The location of records in electronic format 
shall be indicated in the Master list of Quality 
Records. 

 All QMS documents (Quality Manual, 
Procedures Manual, Work Instructions, 
Forms Manual and Masterlists shall be kept 
only in the Document Custodian’s Computer. 

 

 
 
 
 
 

 

Process Owner 
 

 Process owner shall assign password for all 
records kept in electronic media.  

 Only the process owner shall have access to 
password of electronic records. 

 The document custodian shall assign a 
password for all QMS documents. 

 Only the concerned process owner and or 
division head and or Quality Management 
Representative shall have access to 
password assigned by Document Custodian. 

 Passworded uncontrolled documents shall 
be shared through the local area network at 
a read only security setting.  

 

 

 

Process Owners 
 

 

Start 

Review effectiveness of 
passwords and procedure 

annually 

End 







STANDARDS AND TESTING DIVISION 
TERMS AND CONDITIONS 

 
1. SERVICES. The Standards and Testing Division (STD) shall provide biological, chemical, physical, mechanical and 

performance testing services in accordance with these Terms and Conditions and executed Technical Service Request 
(TSR). 

2. CONFIDENTIALITY. The STD will employ all reasonable actions to maintain confidential all information regarding the 
customers, both information obtained and/or created during testing. The customer will be notified immediately whenever any 
information is subpoenaed by a regulatory or legal body. 

3. TECHNICAL SERVICE REQUEST. The Technical Service Request (GP 4.4-01-F03) must be completed and be submitted 
together with the samples. No persons other than the customer whose signature appears in the form or authorized 
representative are authorized to act regarding changes to the entries in the form. The details contained in the TSR (GP 4.4-

01-F03) which cannot be changed anymore once the form is signed by both parties are the customer’s name, address, 
sample, and the sample descriptions.  

4. TERMS OF PAYMENT. Full payment shall be made upon submission of samples. The STD may receive samples but 

analysis will commence only when full payment has been made. Published fees are fixed and subject to change with 
publication in the government’s Official Gazette.  Payments shall be made only in cash, manager’s, or cashier’s check 
payable to “Industrial Technology Development Institute” or “DOST-ITDI” and in Philippine peso.  All payments shall be 

made to the Cashier and always request for an Official Receipt.  Students (undergraduate and graduate) shall be entitled to 
20% discount only for research purposes upon presentation of valid identification and relevant documents of the 
aforementioned activity. Senior citizens and persons with disabilities (PWD) are also entitled to discount, provided that the 

purpose of testing is for personal use only. Name of the person given discount shall be the name reflected in the TSR and 
the Test Report. 

5. ACCEPTANCE OF SAMPLES. The STD does not accept radioactive, biohazardous materials, samples for criminal 

investigations, and clinical samples (e.g. blood).  It is the responsibility of the customer to report all information related to 
the sample including but not limited to safety data sheet (SDS) or substances and materials added such as chlorine, oxidizing 
agents, acid, etc. The STD reserves the right to reject samples due to invalidity, hazard, and non-compliance to the terms 

and conditions stated herein. 
6. TURN-AROUND TIME. Turn-around times are estimates and are offered for information only and may vary depending on 

quantity of samples on queue, availability of analysts, etc. The STD is not responsible for adhering to turn-around times. 

Any loss suffered by customer or any third party due to delay in reporting test results is not the responsibility of STD. 
However, the STD shall inform the customer before the due date reflected in the TSR (GP 4.4-01-F03) whenever there will 
be a delay in the reporting of results. 

7. CANCELLATION OF REQUEST. Cancellation of the requested service shall be entertained only when the TSR (GP 4.4-
01-F03) has not been paid yet. Payment of refunds is not allowed. 

8. EXTENSION OF DUE DATES. Extension of due dates may be requested by the STD for reasons such as non-conduct of 

tests due to power failure, laboratory accidents, shortage of chemicals or culture media, breakdown of equipment, and other 
incidents which are beyond the STD’s control. If such incidents occur, the STD is responsible to inform the customer 
immediately and not later than 1 week after the said incident. Extension of due dates requested by the STD shall be free of 

charge and the customer gets priority in rescheduling. In cases where a refund is requested instead of an extension, this 
arrangement is not allowed. The customer may opt to charge the paid fees to the next testing services to be availed at the 
STD. Retests requested by the customer for test requests already completed shall not be free of charge. 

9. REPORTING OF RESULTS. The STD will use all reasonable efforts to keep analytical results in strict confidence. All results 
are to be released only to the person who submitted the sample(s) or its authorized representative (as reflected in the 
“Authority to Claim” shown below or a verified authorization letter) upon claiming in person. Test Reports may also be 

released through email messaging or through courier when a duly approved request for it had been made during sample 
validation. In some cases, a preliminary report of analysis may be released but it should be identified as such. Further, relay 
of results through phone call (telephone or cellular phone) or text message using cellular phone is strictly prohibited. Copies 

of results will be kept only for a period of six (6) years and customers may request for a photocopy at their expense and 
after which Test Reports kept by the STD will be destroyed.  As per policy, the STD personnel are not allowed to give 
opinions and interpretations on test results, either written on the Test Report or oral discussion with the customer.  

10. RE-ISSUANCE, CERTIFIED TRUE COPY and/or BREAKDOWN OF TEST REPORTS. Re-issuance or certified true copy 
of Test Reports entails a minimal cost of P100.00 per page. A separate TSR (GP 4.4-01-F03) will be validated for this 
request. Re-issuance or certified true copy of Test Reports can only be granted for valid reasons. The customer is allowed 

to breakdown the Test Report for the many samples submitted under one TSR Number, if requested during sample 
validation. Otherwise, a minimal cost of P100.00 per page per Test Report shall likewise be charged. Breakdown of Test 
Report for a sample with many test parameters is not allowed. 

11. RETENTION OF SAMPLES. The STD only retains samples for a minimum of seven (7) working days and maximum of six 
(6) months, depending on the type of samples, after the issuance of Test Report. The STD encourages customers to claim 
their sample(s) upon the release of Test Reports. 

12. WARRANTIES AND RESPONSIBILITIES. Analyses are carried out in the best conditions available to STD in accordance 
with standard methodologies. The STD prohibits publication of statements, assessments or extracts of Test Reports. Test 
Reports are not to be used for advertising purposes and reproduction is valid only when in full and with ITDI dry seal bearing 

the original signature of the authorized signatories. 
13. COMPLAINTS. Complaint, questions or disputes that may arise by reason of the testing services rendered will be 

entertained if it is in writing addressed to the Division Chief. It shall be acted upon according to STD policy on the resolution 

of complaints. 
14. GOVERNING LAW/JURISDICTION/LITIGATION. The customer shall pay for all costs associated in any way related to any 

legal proceedings, including arbitration and mediation, or concerning compliance to any subpoena or other official request 

for documents, for testimony in a court of law, or any other purpose relating to work performed by STD. The construction, 
validity and performance of these Terms and Conditions and any contract formed in accordance with and incorporated in 
these Terms and Conditions shall be governed by the laws of the Republic of the Philippines and Philippine Courts shall 

have exclusive jurisdiction. 
 

AUTHORITY TO CLAIM TEST REPORT 
 

THIS SERVES AS AN AUTHORIZATION FOR ________________________________________, TO CLAIM TEST REPORT 

(NAME OF AUTHORIZED PERSON) 
OF TESTING JOB ENTERED AND INDICATED IN THIS TECHNICAL SERVICE REQUEST. 
 

              ____________________________________________              _______________________________________ 
SIGNATURE OF AUTHORIZED PERSON                                         SIGNATURE OF TSR CONFORME 

 

GP 4.4-01-F03 
Rev 5, 14 Sep 2021 
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