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1.0 Purpose

This document aims to standardize the process of management and control of quality documents in the organization, and to ensure that appropriate versions are identified and made available at point of use.

2.0 Scope

This procedure applies to all documents required by the TESDA Quality Management System (QMS) as indicated in the Document Master List. 
This procedure covers creation, identification, amendment, review, approval, coding, maintenance and distribution of documents.
3.0 Definition of Terms
	Document
	Refers to the Quality Management System’s (QMS) Quality Manual (QM), Quality Procedure (QP), Standard Operating Procedure (SOP), Reference Material (RM) and prescribed QP/SOP forms indicated in the Document Master List.
TESDA issuances such as Orders, Circulars, and Memorandum are not covered by this procedure.


	Master Copy
	Original document indicated by green “MASTER COPY” stamped at the upper rightmost part of the cover page and maintained by the Central Office Document Controller (CODC).



	Controlled Copy
Uncontrolled Copy
Obsolete Copy

Document Review and

Approval Request

(DRAR)


	1) Hard Copy - reproduced from the master copy representing the latest issued document indicated by black “MASTER COPY” at the cover page. The controlled copy bears the recipient’s office acronym with designated number code located at the lower rightmost part of the cover page. 
2. Soft Copy - Uploaded PDF master copy at the TESDA Website and Records Management Information System (RMIS), representing the latest issued document with a disclaimer that all downloaded and printed copies from the TESDA Website and RMIS are considered unofficial.
Reproduced copy of the controlled document and downloaded and printed copy from the TESDA Website and RMIS.
Copy of superseded documents indicated by red “Obsolete Copy” stamp.

Quality form used to document the review and approval 
of the creation and revision of a QMS document and the proper distribution of the approved document.

   

	Originator/Process Owner

	The Office which initiated the document creation/revision represented by the Operating Unit Head/Committee Head.


	Central Office Document Controller (CODC)
Regional/Provincial/District Office Document Controller


	Refers to the personnel/s in the Central Office (CO) given the responsibility to oversee the implementation of the Control of Documents Procedure and acts as the Central Repository of QMS documents in the CO.
Refers to the personnel/s in the RO/PO/DO given the responsibility to ensure that the Control of Documents Procedure are properly observed. They shall also act as the Central Repository of QMS documents in the RO/PO/DO.



	Quality Management
Representative (QMR)
	Refers to the National QMR, Regional QMRs and Provincial QMRs.


	
	


4.0 Responsibilities

	Quality Manager (QM)
Quality Management Representative (QMR)
	Approves the QMS documents.

Endorses the approval of the QMS documents.
Ensures that the established documented procedures are consistent with the requirements of ISO 9001: 2008 Standard and are effectively implemented.


	National Quality Management Committee (NQMC)

	Reviews documented procedures and ensures their effective implementation.

	Documents and Records Control Committee (DRCC)
Central Office
Document Controller

(CODC)

	Ensures that the QMS documents are properly identified/coded, available at all designated locations, current for use, legible and readily retrievable.
Responsible for the preparation and implementation of this procedure.



5.0 Procedure Flow

	Key Players
	Key Steps
	Interfaces

	Originator/Process Owner

	[image: image2.emf]
	DRAR 
Draft Distribution List

See Details 6.1

	CODC
	
	DRAR

See Details 6.1.1.1 and 6.1.1.2


	NQMC
	
	DRAR

See Details 6.2.1

	Originator/Process Owner
	

	See Details 6.2.1


	QMR
	
	See Details 6.2.1


	QM

	
	DRAR

Document Revision History

See Details 6.2.1

	CODC

	
	Document Master List
See Details 6.3.1 to 6.3.3


	DRCC/
CODC

	
	Distribution/Retrieval List
RMIS,TESDA Website

See Details 6.4, 6.4.1 and 6.4.2



6.0 Procedure Details
6.1 Creation and Revision of Documents

The word "DRAFT" is printed using watermark at the center of each page of the created/revised document. Draft documents are not official and should not be used for work purposes. For economical and environmental purposes, the draft may be printed on used paper.  
The originator/process owner submits the DRAR and draft document for review  by the CODC in terms of the requirements of this procedure.
6.1.1 Requirement for Document Control

6.1.1.1. Fonts, Font Sizes, Paper and Margins to be used for the Quality Manuals, Procedures and Work Instructions

6.1.1.1.1 Section/Sub-Title:  Bookman Old Style 11, Bold

6.1.1.1.2 Body Text:  Arial 12, Normal

6.1.1.1.3 Paper Size: A4

6.1.1.1.4 Margins:  Top-2”, all other sides, 1”

6.1.1.1.5 Form codes:  Arial 10
6.1.1.2. Essential Elements of Procedure

6.1.1.2.1 Purpose
6.1.1.2.2 Scope
6.1.1.2.3 Definition of Terms
6.1.1.2.4 Responsibility
6.1.1.2.5 Procedure Flow
6.1.1.2.6 Procedure Details
6.1.1.2.7 References

6.1.1.2.8 Forms
The CODC indicates the DRAR Number and submits the same with the draft document to the NQMC for review and subsequent approval.

6.2 Review, Endorsement and Approval of New/Revised Documents
6.2.1    The Process Owner presents the draft document and a  distribution list to NQMC for review.

6.2.2   Once the draft document is reviewed and approved by the NQMC, it is forwarded to the Originator/Process Owner for finalization. The Originator/Process Owner submits the final document, DRAR and the distribution list to the QMR who endorses the same to the Quality Manager for approval. The approved final copy, DRAR and distribution list shall be forwarded to the CODC. 
6.2.3  For the revision/amendment of documents, only the revised/amended page/s are re-issued and uploaded to RMIS. The revised/amended page/s shall be identified by the revision number and issue date of approval and recorded in the Document Revision History (TESDA-QP-01-F04). The superseded page/s in the affected controlled document in circulation shall be disposed by the RODC while the superseded page/s of the Master Copy shall be archived by the CODC in accordance to the Control of Records Procedure (TESDA-QP-02). 
6.3 Registration and Coding of Documents

6.3.1 Upon receipt of the APPROVED FINAL COPY, the CODC assigns a unique identification number, according to the following classification:

a. Quality Manual

 -  TESDA-QM

b. Quality Procedure
 -  TESDA -QP-xx
	e.g.
	Description

	TESDA-QP-01
	xx refers to the series numbers starting with 01


c. Standard Operating Procedure   
-  TESDA-SOP-YYY-xx
	e.g.
	Description

	TESDA-SOP-CACO-01
	 YYY refers to the originating operating unit




d. Form



-  TESDA-SOP/QP-xx-Fnn
	e.g.
	Description

	TESDA-QP-01-F01


	 xx  represents the procedure number while nn represents the form number starting with 01.




e. Reference Material

-  TESDA-RM-xx


 e.g      TESDA-RM-01
6.3.2 The CODC refers to Table 1 for the Description of the Official Document Stamps and enters the details of the document in the Document Master List.  
TABLE 1:
Description of Official Document Stamps
	Specimen
	Name
	Description

	


	Master Copy
	Blue TESDA Logo and Green Master Copy stamped at the upper rightmost part of the cover page

 cover page



	
	Controlled Copy
	Reproduced  MASTER COPY   

	
	Obsolete 

Copy
	Blue TESDA Logo and Red   Obsolete Copy

stamped at  the middle part of the  cover page




6.3.3 For controlled copies, the CODC assigns a code bearing the  recipient’s office acronym.
	e.g.
	Description

	ODG - 01  
	ODG refers to the Office of the Director General




6.4 Distribution and Maintenance of Controlled Documents 
6.4.1 A controlled copy (reproduced from the MASTER COPY) is distributed to appropriate Operating Units in the Central, Regional, Provincial and District Offices. The CODC also ensures that the recipients sign on the “Received by” and “Date Received” columns of the Distribution/Retrieval List to acknowledge the receipt of the controlled document. Copies of the Distribution/Retrieval List shall be provided by the CODC to the RODC.
6.4.2 The CODC facilitates the uploading and updating of the copy of the document through the TESDA Website and RMIS.  
6.4.3 OBSOLETE CONTROLLED DOCUMENTS are retrieved by the CODC and RODC stamped with  “OBSOLETE COPY” in red ink
                                and disposed in accordance to the Control of Records  Procedure,    (TESDA-QP-02)
6.4.4 Superseded MASTER DOCUMENTS shall be stamped by the CODC with “OBSOLETE COPY” in red ink and shall be archived in accordance to the Control of Records Procedure, (TESDA-QP-02).
7.0 References  
1. PNS ISO 9001:2008  -  Quality Management Systems Requirements
2. TESDA-QP-02  - Control of Records Procedure 
8.0 Forms
1. TESDA QP-01-F01     -  Document Review and Approval Request (DRAR)
2. TESDA-QP-01-F02     -  Distribution/Retrieval List 

3. TESDA-QP-01-F03     -  Document Master List
4. TESDA-QP-01-F04
     - Document Revision History 
	  TESDA-QP-01-F01

	
TESDA
	DOCUMENT REVIEW AND APPROVAL REQUEST (DRAR)
	DRAR No. 


	Document Title:
	

	Document Type:
	 FORMCHECKBOX 
Manual       FORMCHECKBOX 
Procedure      FORMCHECKBOX 
Work Instruction     

 FORMCHECKBOX 
Standard    FORMCHECKBOX 
Drawing          FORMCHECKBOX 
Other (specify)_____________

	Revision No:
	
	Document Code:
	

	Requested By: 
_______________________

Signature over Printed Name

	Date:

	Reason for Request:
	 FORMCHECKBOX 
New      FORMCHECKBOX 
Revision       FORMCHECKBOX 
Other (specify)___________

	Details: 


	Affected Document(s) (that may need revision)

	Endorsed By: (Quality Mgt. Representative)
	Date:
	Comments:

	_______________________
Signature over Printed Name

	
	

	Approved By: (Quality Manager)

	Date:
	Comments:

	_______________________

Signature over Printed Name


	
	

	
	TESDA-QP-01-F02

	
	
	DISTRIBUTION/RETRIEVAL LIST
	

	
	Document No:________ Title: ___________Revision No: _________
	

	
	
	

	Doc. Code
	Office
	Date Issued
	Issued 

By
	Received 

By
	Date

Received
	Date 
Retrieved
	Retrieved by

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	
TESDA-QP-01-F03

	
	          DOCUMENT MASTER LIST

	Document No.
	Document Title
	Rev. No.
	Date Approved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


                                                                                                                                TESDA-QP-01-F04
	

Document Revision History 
Document Title: ____________
Document No.: ____________


	Revision No.
	Page

No.
	Description of Revision
	Originator/

Process Owner
	Date of Approval
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Distribution, Maintenance and Retrieval of Copies
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Documents based on the Document Control 


Requirements








   Review of Documents








Endorsement of Reviewed Documents for Approval





Finalization of the Approved Documents









