Management
System

1SO 9001:2015

\
{
i
A ‘
e |

| TUVRheinland

OFFICE OF THE PRESIDENT
I S AY A 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

f www.tuv.com
' 1D 9108658749

18 January 2023

MEMORANDUM NO. _-°
Series of 2023

1. Ms. Pearl P. Vistal - DFST
R E Designation as Deputy Document and Records Controller

By virtue of the authority vested in me by the VSU Board of Regents, you are hereby
designated as Deputy Document and Records Controller (dDRC) of your respective
office/unit effective January 3, 2023 until December 31, 2023 or until such time that a new
dDRC shall have been appointed. As such you are to exercise the following functions:

1. Perform the functions of the Document and Records Controller (DRC) within the unit
you are assigned by: a) issuing, maintaining, retrieving and controlling controlled
documents; b) assigning of document numbers and other coding controls for
document in coordination with the DRC; c) coordinate with and inform relevant
personnel on any changes; and d) ensuring the implementation of the control of
records.

2. Ensure that there is good coordination between you, the University Document and
Records Controller and the alternate dDRC in all concerns related to document and
records control.

3. Prepares all financial and personnel documents (e.g reimbursement, liquidation, cash

advance, DTR printing, vouchers, payroll, travel documents, etc.)

Perform messengerial work.

Maintains cleanliness and orderliness in the office and reception area.

Disseminates department and university-initiated meetings and seminars.

Receives and relays IP messages and telephone calls for faculty and staff.

Maintains a systematic filing system of office records.

Assist the faculty in the printing of IMS.

10 Receives and records incoming and outgoing documents for the department.

11. Performs other functions as assigned by the department head.
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Please be guided accordingly.

EDGARDO E. TULIN

President

cc: ODQA
‘Records
File
A o 1 ; 5 ; Page 1 of 1
Vision: A globally competitive university for science, technology, and environmental conservation.
Mission: Development of a highly competitive human resource, cutting-edge scientific knowledge FM-00P-01
and innovative technologies for sustainable communities and environment. ¥ B-gX pone

No.23=5



