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established document-control procedure. Offices shall ensure that all
registercd/enrolled QCPs and Forms/Templates are properly controlled and
readily retrievable when requested during the audit,

C. Organization of Physical and Electronie Files- Orpanize and maintain
physical and electronic files in accordance with the established QMS filing
system. Ensure that all QMS-related documents, records, and other pertinent
files are properly stored, updated, protected, and readily retricvable.

D. Proper Labeling of Files and Storage Arcas- Properly label physical
folders, binders, boxes, cabinets, and digital folders lo [acilitate casy
identification, retrieval, and verification of QMS-related documents and
records.

E. Maintenance of an Orderly and Accessible Workplace- Maintain a clean,
orderly, sale, and accessible workplace that supports efficient service delivery
and demonstrates compliance with applicable QMS requircments.

F. Office-Level QMS Orientation and Discussion- Conduct brief office-level
oricntations, discussions, or re-oricnlations on applicable QMS procedures,
including relevant  processes, responsibilities, document-control
requirements, and other audit-related preparations,

. The QMS Seccretarniat, in coordination with the concerned QMS Teams and the

KMT/Document Controller, shall facilitate and monitor the ruar_lincss
activities and may conduct validation, spot-checking, or other readiness-
monitoring activitics prior to the audit.

All personnel are encouraged to take ownership of their respective QMS
responsibililies and contribute to an audit-ready culture, where compliance,
proper documentation, and continual improvement are integrated into regular
office practices.

7. For information, guidance, and strict compliance.
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