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I. PURPOSE 

The purpose of this procedure is to ensure that all Documented Information necessary 
for the company's operations and which constitute vital components of PAGCOR's 
QMS are managed and controlled in compliance with ISO 9001 :2015 requirements 
and other governing guidelines on documents and records management. This includes 
procedure for identification, creation, approval, review, updating, revision, access, 
distribution, maintenance, retention and disposition of all documented information as 
determined by the organization. 

II. COVERAGE 

This Quality Procedure shall apply to all information, both documents and records, that 
must be controlled, maintained and retained to ensure effectiveness of and 
compliance to the organization's management system. 

Ill. RESPONSIBILITIES 

a. Top Management - Approves the policies for the implementation of 
PAGCOR's Procedure on Control of Documented Information. 

b. Corporate Secretary - Reviews and gives clearance prior to submission of 
Board Recommendations to the Chairman and Chief Executive Officer (CEO) 
and/or to the President and Chief Operating Officer (COO). 

c. Process Owner - Prepares the Internal/Original Documents in prescribed 
format; Ensures proper documentation of the review, updating/revision and 
approval of Internal/Original Documents; Evaluates and approves request for 
reproduction of Controlled Documents using the Documented Information 
Request Form; Submits external documents for registration. 

d. Document Controllers - Responsible for the distribution of Controlled 
Documents, maintenance of Document Masterlist, as well as filling out of 
"Document Distribution/Retrieval List - Document Controller''; Ensures that 
Process Owners are provided with Controlled Documents. 

e. Records Office - Acts as repository of all Board-acted Internal/Original 
Documents; Maintains External Document Registry; Responsible for 
safekeeping of "Document Distribution/Retrieval List- Document Controller'' as 
part of attachments to the Board-acted Recommendation; Ensures compliance 
with Standardization Manual; Maintains a recording system for all obsolete or 
superseded Internal/Original Documents. 

f. Document Custodians - Responsible for safekeeping of controlled 
documents; Ensures that documents needed by the 
department/branches/SOGs are readily available; Maintains updated Master 
List of registered External Documents; Accomplishes and maintains "Document 
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Distribution/Retrieval List (DORL) - Document Custodian; Retrieves obsolete 
or superseded Controlled Copies from Copy Holders; Labels and keeps 
obsolete or superseded Controlled Copy/Board Release. 

IV. CREATION/STANDARDIZATION OF DOCUMENTS 

a. The Process Owner prepares the Board Recommendations 
(Internal/Original Documents) in prescribed format. For approval of 
manuals, internal guidelines and regulatory framework, the same shall be 
forwarded to the RMD to ensure compliance with Standardization of 
PAGCOR Correspondences, Forms, Manuals, Internal Guidelines and 
Regulatory Frameworks. 

b. Should there be inputs or corrections, the Process Owner incorporates the 
changes and resubmits the same. Revision of the Internal/Original 
Document shall also include updating of the document date, if applicable. 

c. The Document Custodian and/or the Process Owner shall maintain proper 
documentation of the review and approval of the Internal/Original 
Documents, either in soft or hard copy. 

V. ACCEPTANCE OF DOCUMENTS 

Regular Operations 

a. Internal/Original Documents shall be submitted to the Office of the Corporate 
Secretary, through the BSSD, for review and clearance prior to submission 
to the Chairman and Chief Executive Officer (CEO) and/or to the President 
and Chief Operating Officer (COO). 

b. For approval of manuals, internal guidelines and regulatory framework, the 
same shall be submitted in two (2) sets and must be bound properly. 

c. The Original Document embodying the Board Recommendation shall be 
originally signed in blue ink. 

Temporary Suspension of Offices or Interim Operations 

a. In case of temporary suspension of offices due to pandemic or similar wide 
scale calamity, Internal/Original Documents may be submitted online via 
official email address or addresses, as may be instructed. The Original 
Document embodying the Board Recommendation must be duly signed 
(original or electronic) by the Branch/SOG/Department Head/s, and also by 
concerned Heads if the document needs to be routed to other offices. 
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b. Upon resumption of office transactions, the hard copy of the Internal/Original 
Documents with original signature/s and initial/s, if applicable, shall be 
submitted to the Office of the Corporate Secretary. 

VI. ACTION ON DOCUMENTS 

a. The Board of Directors acts on submitted Internal/Original Documents during 
its regular Board meeting. 

b. The Chairman and CEO and/or the President and COO is authorized to sign 
on behalf of the Board of Directors. The Corporate Secretary is authorized to 
sign and issue Board action, advice, Secretary's Certificates and certified 
true copies/excerpts of Board resolutions. 

VII. PROCESSING OF DOCUMENTS 

a. Upon Board action, the Document Controller issues official Controlled 
Document of the Internal/Original Documents to the Process Owner/s and 
other intended recipients. 

Controlled Documents should have the following features: 

Board Recommendations 

• Stamp with name of Process Owner (Author - Department/ 
Branch/SOG/Committee), date of Board meeting, Board action, 
and signature in blue ink of the Corporate Secretary on the 
signature page of the Board Recommendation; and, 

• PAGCOR dry seal on the Board Recommendation and all its 
attachments. 

Manuals. Internal Guidelines and Regulatory Framework 

• Stamp of Board approval date or effectivity date on 1st page of 
Header Effectivity portion, with signature in blue ink of the 
Corporate Secretary. 

b. Effectivity Date on Manuals, Internal Guidelines and Regulatory Frameworks 

Upon receipt of the Controlled Document, i.e. Manual, Internal Guidelines 
and Regulatory Frameworks, the Process Owner, through the Document 
Custodian, shall fill in the Effectivity date on all subsequent pages of the 
Controlled Document, based on the stamped Effectivity date indicated by 
the Corporate Secretary. 
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c. Document Master List 

The Document Master List is accomplished and maintained by the 
Document Controller. The List contains details such as originating office or 
Process Owner, subject of the document, etc. 

VIII. DISTRIBUTION OF STAMPED DOCUMENTS 

a. For Document Controller 

A "Document Distribution/Retrieval List (DORL) - Document Controller" is 
accomplished by the Document Controller to keep track of intended recipients, 
which will also serve as the latter's acknowledgment receipt. 

In case of temporary suspension of offices due to pandemic or similar wide 
scale calamity, the Document Controller will send through an encrypted email 
the Controlled Document (Board Release) or Notice of Board Approval to the 
concerned Process Owner within three (3) working days after the Board 
Meeting. 

Hard copy of the Controlled Document will be released upon resumption of 
office transactions. 

b. For Document Custodian 

A "Document Distribution/Retrieval List (DDRL) - Document Custodian" is 
accomplished and maintained by the Document Custodian to keep track of the 
list of Copy Holders, as well as the receipt of the respective documents in their 
custody. 

The Document Custodian-issued Controlled Copies shall bear the following 
features: 

Board Recommendations 

• Stamp with "Controlled Copy: (From: 
Group/DepUBranch/SOG/Office - To: Recipient)" on all 
pages 

CONTROLLED COPY 
FROM: TO: __ 

Signature: - ----
Document Cu&todian 

Date of Release: ___ _ 

Font: Arial 

Font size: Minimum of 12, 
maximum of 14 
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• Signature/initial in blue ink of Document Custodian on all 
pages 

OR 

• Watermark across document: CONTROLLED COPY 
From: To: , Signature/Initial in blue ink of 
Document Custodian on all pages. 

Manuals, Internal Guidelines or Regulatory Framework 

• Watermark across all pages of document: CONTROLLED 
COPY From: To: 

c. Uploading in PAGCOR Portal 

Board-approved guidelines and policies on employee services and QMS 
related documents may be uploaded in the PAGCOR Portal by authorized 
personnel. 

Documents uploaded in the PAGCOR Portal are considered uncontrolled 
when printed. 

IX. MAINTENANCE OF DOCUMENTS 

a. All Board-acted Internal/Original Documents are considered permanent records. 
Thus, the same shall be transmitted to Records Office for proper filing and 
storage. Digital copies thereof shall likewise be kept permanently by said office. 

b. Request by other offices of Board-acted Internal/Original Documents 

Other offices/personnel not in the DORL may request for reproduction/copies of 
the Controlled Documents using the Documented Information Request Form, 
addressed to the Process Owner subject to the latter's evaluation. 

The Records Office shall not entertain any request for reproduction of 
documents under its custody unless the same is for the following purposes: 

1. In response to a subpoena or lawful order of the court/concerned 
government agency; or, 

2. The requested supporting documents are subject of an administrative, 
civil or criminal investigation provided that the following requisites 
concur: 

i. Requested documents are determined to be indispensable to 
the proper resolution of the case; and 
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ii. There is a reasonable expectation that the respondent or any 
concerned individual is likely to conceal the requested 
documents. 

For item no. 2, the DIRF must be accomplished and submitted to the Corporate 
Secretary, through the Records Office, for evaluation and proper documentation. 

X. VERSION CONTROL OF DOCUMENT 

a. Revision or Modification of Internal Documents 

Any revision or modification of Internal Documents (Manuals, Regulatory 
Frameworks and Internal Guidelines) should follow the same procedure laid 
down under Section I hereof. Moreover, the same shall be submitted to the 
Records Office for standardization, registration and version control. 

Revisions to the Internal Documents shall be clearly identified in the Board 
Recommendation and shall categorically state that it supersedes the previously 
Board-approved document, if applicable. 

Documented information on the review and approval of the revised 
Internal Document should be kept or maintained by the Process Owner, 
through the Document Custodian. 

b. Updating of Manuals/Internal Guidelines and Regulatory Frameworks 

Revisions on portions of the Manual/Internal Guidelines and Regulatory 
Frameworks may be recommended for Board action as needed. 

Board-approved memoranda which effectively supersede other provisions in 
the Manual/ Internal Guidelines and Regulatory Frameworks must be 
consolidated at the end of the year and must be incorporated in said 
Manual/Internal Guidelines and Regulatory Framework on the succeeding year 
for easier reference and more efficient retrieval of information. 

Manuals/ Internal Guidelines and Regulatory Frameworks should be reviewed, 
revisited and/or updated every three (3) years or less. To this end, the Records 
Office shall regularly (every end of the year) monitor whether concerned 
departments have undergone the necessary review and/or updating of their 
Manuals/ Internal Guidelines and Regulatory Frameworks. 

c. Manuals for Newly-created Departments 

For newly-created departments/offices, a Department Manual should be 
available within two (2) years from the time the department/office's creation 
was approved by the Board . 
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d. Retrieval of Superseded Internal/Original Document 
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5 

To ensure that only the updated ones are utilized within the organization, 
superseded Internal/Original Document should be controlled . To this end, it is 
the responsibility of the Document Custodian to: 

1 . Retrieve Controlled Copies of said superseded document from the 
Copy Holders identified in the DORL where Copy Holders are to sign 
on the retrieval portion; 

2. Manage retrieved Controlled Copies and dispose the same in 
accordance with PAGCOR Records Disposition Schedule; 

3. Stamp or label (on the footer in red ink) with "Obsolete Copy" the 
Controlled Documents/Board Release under its custody; 

4. Permanently keep the Controlled Documents/Board Release with 
stamp "Obsolete Copy"; 

5. Inform the Records Office that a document has been superseded or has 
been rendered as obsolete, or indicate in the Board recommendation 
that the most recent version of Internal Document supersedes the 
previous one. 

The Records Office shall maintain a Registry of Obsolete/Superseded 
Internal/Original Documents. 

XI. REGISTRATION AND CONTROL OF EXTERNAL DOCUMENTS 

a. Process Owners shall submit External Documents defined under this 
Procedure to the Records Office for registration . Registered external document 
shall be stamped on the first and last page/s and returned to the concerned 
Process Owner. 

CONTROLLED COPY 

EXTERNAL DOCUMENTS 

Registration No. _ 

Process Owne r : -~---

Date Rep,istered: ____ _ 

Authorized Sir.nature: ____ _ 
IDG' m rit CO'\ t r~ r or:, tr., ri: d R p! 

b. The Records Office shall maintain a Registry of PAGCOR External Documents, 
as identified by concerned offices based on prescribed guidelines. 
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c. The Document Custodian shall maintain an updated Master List of registered 
External Documents. 

d. The Document Custodian shall regularly submit an updated list of External 
Documents to the Records Office, based on prescribed guidelines and 
schedule. 

e. The Document Custodian shall monitor issuance of the controlled External 
Document through the External Document Distribution/Retrieval List. 

XII. DISPOSITION OF DOCUMENTED INFORMATION 

Disposition of PAGCOR's Documented Information is covered under the PAGCOR 
Guide and Manual of Procedures in Records Management, the PAGCOR Records 
Disposition Schedule and the National Archives of the Philippines General Records 
Disposition Schedule. 

XIII. FORMS AND ANNEXES 

Type of Document Code 
Document Master List QMS-QP 01 
Document Distribution/Retrieval List-Document Custodian QMS-QP 02 
Document Distribution/Retrieval List-Document Controller QMS-QP 02A 
Documented Information Request Form QMS-QP 03 
External Document Registration and Distribution I QMS-QP 04 
Retrieval List 
External Document Registry QMS-QP 05 
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Page No. - OF -

DOCUMENT MASTERLIST 
Form No. QMS-QP 01 

Revision 6 
PAGCOR Effectivity July 12, 2023 

Resolution No. 
Board Meeting 

Subject 
Process 

P/NP Remarks 
Date: Owner 



SUBJECT: 

ORIGIN PROCESS OWNER): 

Group/Dept/Branch/SOG 

DOCUMENT DISTRIBUTION/ 
RETRIEVAL LIST 

COPY COPY HOLDER 
Department/ 
Branch/SOG/ 

Page No. Page 1of1 

Form No. QMS-QP 02 

Revision No. 5 

Eff ectivity July 12, 2023 

BOARD ACTION DATE: 

BOARD ACTION: 

DISTRIBUTION RETRIEVAL 

NO. (Name) Div/Sec/Unit NAME, SIGNATURE & DATE 

Prepared by: 

Name & Signature 
Document Custodian 

Approved by: 

Name & Signature 
Department/Unit/Branch/SOG Head 

-------------------

SUBJECT: 

ORIGIN PROCESS OWNER): 

Group/Dept/Branch/SOG 

DOCUMENT DISTRIBUTION/ 
RETRIEVAL LIST 

COPY COPY HOLDER Department/ 
Branch/SOG/ 

Page No. 

Form No. 

Revision No. 

Effectivity 

BOARD ACTION DATE: 

BOARD ACTION: 

DISTRIBUTION 

Page 1 of 1 

QMS-QP 02 

5 

July 12, 2023 

RETRIEVAL 

NO. (Name) Div/Sec/Unit NAME, SIGNATURE & DATE 

Prepared by: 

Name & Signature 
Document Custodian 

Approved by: 

Name & Signature 
Department/Unit/Branch/SOG Head 



DOCUMENT DISTRIBUTION I RETRIEVAL LIST- Page No. Page 1of1 

DOCUMENT CONTROLLER Form No. QMS-QP 02A 

PAGCOR BOARD OF DIRECTORS Revision No. 5 

DATE OF BOARD MEETING Effectivity July 12, 2023 

Board Action Subject 
Distribution I Retrieval 

Origin 
Name, Signature, & Date 



Page No. Page 1 of 1 

DOCUMENTED INFORMATION REQUEST Form No. aMs-aPo3 
-------+------~ FORM Revision No. 6 
f-------+------~ 

Effectivity July 12, 2023 

For (Group/Dept/Branch/SOG/Office): Date of Request: 
SMD November 15, 2023 

Request for: 
Uncontrolled Copy _2S_ Controlled Copy -- Others 

Date of memo, if Date of Board 

applicable Subject I Details Approval, if 
applicable 

SLOT MACHINE OPERATIONS MANUAL 

Reason: 
For the monitoring of CMED-IR PMT. 

Requested by: Noted by: Received by: Approved/Disapproved 
by: 

Signature above Signature above 

Signature above 
Signature above Printed Name of Printed Name of process 

Printed Name of Head or Document or Records Owner/Authorized 
Printed Name 

Authorized Custodian of Receiving Representative 
Group/Dept!Branch!SOG 

Representative of Office 
Requesting Office 

Date Received: Date Approved: 

Documented Information Received by Requesting Office: 

Signature above printed Name 

Date Received : ------



DATE 
REG NO. 

REGISTERED 

Group/Dept/Branch/SOG 

EXTERNAL DOCUMENT REGISTRATION AND 
DISTRIBUTION I RETRIEVAL LIST 

EXTERNAL Date/ 
DOCUMENT Version 

(Subject/Title Details) (If applicable) 

Page No. Page 1 of 1 

Form No. QMS-QP 04 

Revision No. 3 

Effectivity July 12, 2023 

DISTRIBUTION I RETRIEVAL 

NAME, SIGNATURE & DATE 



DOCUMENT CONTROLLER 
Page No. Page 1 of 1 

Form No. QMS-QP 05 

Revision No. 6 
EXTERNAL DOCUMENT REGISTRY 

Effectivity July 12, 2023 

Owner External Document DateNersion 
Subject I Title I Details (if applicable) 

Registration No. Date registered 


