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DOCUMENT REVIEW FORM 

Unit/Department:  Year:  
No. Document 

No. 
Document Title Reviewed 

by 
Date  Update 

 
Remarks 

1.       
 

No Change 
Revise 
Discontinue 

 

2.       No Change 
Revise 
Discontinue 

 

3.       No Change 
Revise 
Discontinue 

 

4.       No Change 
Revise 
Discontinue 

 

5.       No Change 
Revise 
Discontinue 

 

6.       No Change 
Revise 
Discontinue 

 

7.       No Change 
Revise 
Discontinue 

 

8.       No Change 
Revise 
Discontinue 

 

9.       No Change 
Revise 
Discontinue 

 

10.       No Change 
Revise 
Discontinue 

 

11.       No Change 
Revise 
Discontinue 

 

12.       No Change 
Revise 
Discontinue 

 

 
 
Prepared by: 
 
______________________________ 
Document and Records Controller  
Date: _______________ 
 

 

 

 



 

 

Vision:  A global green university providing progressive leadership in agriculture, science & technology, 
education and allied fields for societal transformation. 

Mission:  To produce graduates equipped with advanced knowledge and lifelong learning skills with ethical 
standards through high quality instruction, innovative research, and impactful community 
engagements. 
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Process Map – Document Review 

Person 
Responsible 

Process Records 
Generated 

 
 
 
 
 
 
 
 
UDRC 
 
 
 
UDRC 
 
 
 
 
Process Owner & 
Co-process 
Owners 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Process Owner 
 
 
 
 
UDRC 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
DRF 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DRF 
 
 
 
DRP 

 

For  
revision? 

YES 

Internal 

Document 

Summarize all Internal 

Documents per Process Owner 

Communicate with- and Issues 

DRF to Process Owner  

Review and evaluate the document, 

ensuring its continuing 

applicability and adequacy, and 

determine its disposition 

Submit DRF specifying “Revise” to 

UDRC 

For  
cancellation? 

NO 

YES 
A 

NO 
B 

Issues DRP & Internal Document 

Template to Process Owner 

START 

C 



Process Map – Document Review 

Person 
Responsible 

Process Records 
Generated 

 
 
 
 
 
Process Owner 
 
 
 
UDRC 
 
 
 
 
dDRC of QMO 
 
 
 
Process Owner 
 
 
 
UMRC 

  
 
 
 
Draft of Internal 
Document 
 
 
 
Draft of Internal 
Document 
 
 
 
 
 
 
 
 
 
 
DRP with 
Resolution No., 
Series No., & 
Effectivity Date 
 
 
 
 
 
 
 
Approved Internal 
Documented 
Information, 
DRP,  

NO 

C 

Prepares draft of Internal 

Document 

Review if draft meets the template 

requirements 

Include Proposed revision in the 

Management Review (MR) 

Present revision during the MR  

Provide final approval during the 

MR 

Approved 
? 

YES 

Cascade Approved Documented 

Information 

END D 



Process Map – Document Review 

Person 
Responsible 

Process Records 
Generated 

 
 
 
 
 
Process Owner 
 
 
 
dDRC of QMO 
 
 
 
 
Process Owner 
 
 
 
UMRC 
 
 
 
 
 
 
 
 
 
 
UDRC and Process 
Owner 
 
 
 
 
 
 
 
 
 
Process Owner 
 
 
 
UDRC 
 
 
 
 

  
 
 
 
DRF 
 
 
 
 
 
 
 
 
 
 
 
 
DRP with 
Resolution No., 
Series No., 
Effectivity Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DRF 

 

B 

Submit DRF specifying “No 

Change” to UDRC 

Continue implementation of the 

Internal Document 

A 

Submit DRF specifying 

“Discontinuance” to UDRC 

Include Proposed Discontinuance 

in the Management Review (MR) 

Justify Proposal to cancel or 

discontinue document 

Provide final approval during the 

MR 

Approved 
? 

YES 

Implement Approved UMRC 

Resolution 

NO 

D 


