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DIVISIOU MEMORAITDUM
po. 5J , s.2021

DTVISIOfi ACTIVITITS IN PRTPARArIO1Y FOR THT 2(}21 ISO
SI'RITEILLI\ITCE AITD RECERTIFICATIOIT AUDITS

To: Assistant Schools Division Superintendent/
Quality Management Representative {eMR}
Unit Heads/Process Owners
Continuous Improvement-Pocal person
Internal QuaIiE Auditors
Document Control Custodians
All Others Concerned

1. To ensure that our Schools Division Office continuously complies with
ISO 900i:20i5 Standards and to prepare our Quality Management System (eMSi
for the Second Sunreillance Audit on June 4T ZAZL and Recertification Audit
on Septembet 22r %OZL, the following activities and target dates/deadlines shall
be conducted and complied respectively:

a. Registration and Updating
Documents in the Electmnic
- February 71,2O21;

b. submission of Internal Auditors' issued opportunity for Improvements
(Ofls) - February 15,2A2\

c. Simultaneous Orientations ol ail Units on the use of ISO Portal to be 1ed
by the Unit DCCs- February iB-19, 2A2t;

d. Initial Monitoring of all units' Filing and organizing of euality Records -
Febmary 24,2021 at 2:00 p.m.;

e. Monitoring of Status of Compiiance with the Internal Quality Auclit
Findings and validation ol Interface Records and Movs - March g, 2o2l
(CID), March lA, 2A21 (SGOD), March tt-12, 2021(OSDS/OASDS);

f. Regular Management Review Meeting - Every first Friday of the month at
1:30 p.m.;

g, Quarterly Review of ISo Forms and processes by unit - January, Apri1,
July, and October 2A2l;

h. Quarterly Monitoring of all units'Filing and organizingof euality Records
- JanuarJr, April, July, and October ZA21;

i. Other Related Activities:
- Staff Meeting - Every Monday;
- Monthly Review and Reporting of customers' Feedbacks- trvery last

Monday (Staff Meeting) of the Month;

of Forms, Processes and other needed
Log, ISO Portal, ISO Filing Cabinet
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- Semi-Annual Review ol Quality Objectives/KPIs - June 2, 2O2i and

December 2,2A21;
- Quarterly Committee M*eting of 75 - March, June, September, and

December 2Q21.;
- Anlual Review of QMS Performance - December 2O2l;
- Semi-Annual Review of the Division Strategic Plan - June 3, 2OZl;
- Quarterly Budget Revierv - February, Ma;;, and August 2O2l;
- Annual Bmployee Performance Evaluation- December 2O21; and
- MANCOM * Every after Regional MANCOM.

2. Relative to the surveillance and recertilication audits, Retooling of Intennal Auditors
and Document Controllers shall be conducted on March 24 - 26,2021 and the
conduct of Interral Quality Audit shall be on April 2Z - 3A, 2O2L.

3. Unit Heads are encouraged to ensure that all IS0 documents and records are
prepared belore the scheduled audits.

4. Immediate dissemination of this Memorandum is desired.

DANTE G. PARUNGAO, CESO VI
0fficer-in-Charge

Office of the Schools Division Superintendent
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