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O: Ms. Asteria A. Sevilla

E: Designation as Document Officer

You are hereby designated as Document Officer relative to VSU’s pursuit for ISO Certification.
As such, your responsibilities shall include among others, the following:

1.
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Oversees the implementation of the established document control procedures by the
document controllers.

Maintains a copy of all original WTM documents, manuals and references.

Initiates revisions based on management review, audits or proposals from end-users.

Keeps track of revisions through revision history.

Issues latest documents/forms to all sites and ensures retrieval/replacement of obsolete
documents.

Please be guided accordingly.
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Vision: The premier university of science and technology in the Visayas.
Mission: Provide excellent instruction, conduct relevant research and foster community engagement that
produce highly competent graduates necessary for the development of the country.




