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Office of the Pregident

2/F Administration Building
Visca, Baybay City, Leyte, PHILIPPINES
Telefax: +63 53 563 7067

STATE UNIVERSITY Email: op@vsu.edu.ph

Website: www.vsu.edu.ph

6 October 2016

MEMORANDUM NO. 55
Series of 2016

T O: Ms. Felicisima Israel

R E: Designation as Document Controller (HRMO)

You are hereby designated as Document Controller for the Human Resource Management
Office (HRMO) relative to VSU’s pursuit for ISO Certification. As such, your responsibilities shall
include among others, the following:

Plans, schedules and spearheads revisions of documents and forms.

Gathers new and relevant information/development on WTM-related technologies.
Prepares a documentation budget for inclusion to annual OPEX.

Ensures that only the latest documents are available to users.

Prevents access of documents to unauthorized personnel.

Monitors access of records.

Proposes changes to documents based on the field observations, audits, or checks.
Assists the Document Officer during documents review and document revisions.
Maintains all pertinent VSU Manuals, documents, records and forms.
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Please be guided accordingly.

EDGARPO E. TULIN

President

cc: QAC
Records
File

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.




