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1.0 Objective: 
  

To ensure that qualified and competent personnel are hired or placed to perform and assume the 
duties and responsibilities through the adherence to the principle of merit, fitness and equality. 
 
To ensure the competence of ITDI personnel performing work effecting quality through the provision 
of appropriate training and scholarship grants, foreign and local. 

 
2.0 Scope: 

 
This human resource management procedure covers the step-by-step activities of the following:   
(1) recruitment, selection, and placement; (2) monitor performance evaluation; (3) human 
development; and (4) separation.  

 
3.0 Definition of Terms: 

 
Civil Service Commission (CSC) – is the central personnel agency of the government as 
mandated by the Philippine Constitution to promote morale, efficiency, integrity, responsiveness, 
progressiveness, and courtesy in the government. 

 
Career Service – characterized by (1) entrance based on merit & fitness to be determined as far 
as practicable by competitive examination, or based on highly technical qualifications; (2) 
opportunity for advancement to higher career positions; and (3) security of tenure. 

 
Qualification Standards (QS) Manual – is the statement of the minimum qualification for a position 
which shall include education, experience, training, civil service eligibility, and physical 
characteristics and personality traits required in the performance of the job. 

 
Human Resource Merit, Placement and Selection Board (HRMPSB) – a committee formed to 
formulate criteria for evaluation, conducts interviews, and make systematic assessment of 
candidates’ qualification to assist the appointing authority in the judicious and objective selection of 
candidates for appointment. 

 
Recruitment - the process of defining a job and attracting applicants for the vacant post. 
 
Selection – systematic method of choosing the right person in terms of merit and fitness to assume 
the duties and responsibilities of the position. 

 
Placement – refers to positioning of personnel to the actual job/function/assignment. 
 
First Level Position – positions which include clerical, trades, crafts, and custodial service 
positions which involve non-professional or sub-professional or work in a non-supervisory or 
supervisory capacity. 

 
Second Level Position – involve professional, technical and scientific work in a non-supervisory 
or supervisory capacity up to Division Chief or its equivalent. 

ausr
posting



 

DEPARTMENT OF SCIENCE AND TECHNOLOGY 
INDUSTRIAL TECHNOLOGY DEVELOPMENT INSTITUTE 

DOCUMENT CODE PM-ADM-HRMS 07-01 

PROCEDURES MANUAL 
REVISION NUMBER 5 

PAGE NUMBER 2 of 20 

SECTION SUPPORT:  PEOPLE 
EFFECTIVITY DATE 01 June 2021 

DOCUMENT TYPE PAPER / PDF FILE 

SUBJECT HUMAN RESOURCE MANAGEMENT 
 

Prepared by:  
                                

 
Administrative Officer V, ADM-HRM 

Reviewed / Approved by:  
 

  
Chief, ADM / OIC 

 
 

 
System of Ranking Positions - the hierarchical arrangement of positions from highest to lowest, 
which shall be a guide in determining which position is next-in-rank, taking into consideration the 
following:  a) Organizational Structure; b) Salary Grade Allocation; c) Classification and functional 
relationship of positions; and d) Geographical Location. 
 
Training   -   short or long term program to acquire or enhance new knowledge and skills. 
 
Degree Programs - formal education on doctoral, master’s degrees granted to selected qualified 
employees. 
 
External Training Programs - scholarship / training program conducted outside the 
ITDI/Philippines. 
 
Internal Training programs - programs facilitated by the Human Resource Development 
Committee (HRDC) or other divisions of ITDI and conducted by either external or internal resource 
speaker. 
 
Technical Session - echo seminar conducted by ITDI staff on information and knowledge acquired 
through their participation in training/scholarship availed outside the Institute whether local or 
foreign. 
 
Scholars - employees who have been granted scholarship to degree programs and training 
programs either local or foreign. 
 
Human Resource Development Committee (HRDC) – a committee formed to develop agency 
guidelines for the selection of agency nominees to training and scholarship programs in accordance 
with existing civil service policies and standards.  
 
Human Resource Development Plan (HRDP) - short- and long-term degree and non-degree 
programs designed to enhance the knowledge and develop skills of ITDI staff. 
 
Transfer – the movement of an employee from one position to another which is of equivalent rank, 
level or salary without break in the service involving the issuance of an appointment. Such 
movement may be from one department or agency to another or from one organizational unit to 
another in the same department of agency. (Rule III, Sec., 4.d, Revised Omnibus Rules on 
Appointments and Other Personnel Actions as per CSC MC No. 40, s. 1998) 
 
Promotion – the advancement of an employee from one position to another with an increase in 
duties and responsibilities as authorized by law and usually accompanied by an increase in salary. 
Promotion may be from one department or agency to another or from one organizational unit to 
another within the same department or agency. (Rule III, Sec., 4.c, Revised Omnibus Rules on 
Appointments and Other Personnel Actions as per CSC MC No. 40, s. 1998) 
 
Separation – is when an employee leaves the organization through retirement, resignation, 
transfer, and death.  
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4.0 Documented Information: 

 
Request for Posting of Vacant Position 
List of Vacant Positions 
Job Vacancy Announcement 
Minutes of HRMPSB Meeting File 
Evidence of Orientation File  
List of Requirements for Appointment 
Announcement of Appointment 
Report on Appointment Issued (RAI) 
Actual Duties and Responsibilities File 
Performance Evaluation File 
Individual 201 File 
Approved Special Order 
Minutes of Meeting 
Attendance to the Technical Session 
Human Resource Development Plan 
Logbook of Employees with official travel abroad 
201 files for training 
Checklist of requirements for nomination/participation to travel abroad 
 

 
5.0 Statutory and Regulatory Requirement: 

 
ITDI Selection Criteria Manual 
DOST Wide Merit and Selection Plan 
ITDI System of Ranking Positions 
Omnibus Rules on Appointments and Other Human Resource Actions (ORAOHRA) 
The Civil Service, Law and Rules (Book V of Executive Order 292 and Omnibus Rules) 
1987 Constitution 
R.A. 6713 – Code of Conduct and Ethical Standards for Public Officials and Employees 
R.A.8439 – Magna Carta for Scientists, Engineers, Researchers and other S & T Personnel in the 

Government 
R.A. 8972 – Solo Parents’ Welfare Act of 2000  
DOST Administrative Order No. 009, s. 2003 
DOST Grievance Machinery 
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6.0 Procedures: 
1) Recruitment, Selection, and Placement 

 

FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 

 
 
 
 
 

Division Chief 
concerned 

 

 
 
 
 
 
 Priority vacant positions to be filled are 

discussed during EXECOM Meetings.  

  
Division Chief/OIC 

and Director 
 

 
 Request the vacant positions for posting to be 

approved by the Director. 

 
 
 
 
 
 
 

 
 

Administrative 
Officer II 

 

 Publish/Post the announcement of vacant 
position to any of the following for at least ten 
(10) calendar days in compliance with ORA-
OHRA. 
- CSC Website 
- ITDI Website 
- DOST and its Agencies 
- Newspaper 
- SUC/s 
- JobStreet 
- ITDI Facebook Page 

 The deadline for submission of the application 
should be specified in the announcement. 

 
 
 
 
 
 

HRMO/ 
Administrative 

Officer II 
 

 Applicants from within or outside ITDI including 
qualified next in rank shall submit to HR the 
following requirements on or before the 
specified deadline: 
-  Application Letter 
- Personal Data Sheet (PDS) using  
   CSC Form 212 and Work Experience        Sheet 
- Transcript of Records / Diploma 
- Certificate of Eligibility 
- Training Certificates 
- Certificate of Master / Doctor’s    
  degree, completion / units earned 
- Certificate of employment /  

           service record 
-  NBI Clearance 
-  Form II Applicant’s Datasheet (Insider 
applicants). 
 
 

Start 

Identify Position to 
be filled 

Publish/Post the 
Announcement of 
Vacant Position/s 

 

Conduct pre-
qualifying evaluation 

of all applicants 

Request for approval 
the posting of vacant 

position/s 
 

A 
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FLOW 
PERSON 

RESPONSIBLE 
DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
HRMO/ 

Administrative 
Officer II 

 
 
 

. 
 
 
 
 
 

 Applicants who do not meet the 
qualification requirements are officially 
informed.  
 
 

 
 
 
 
 
 
 

 
HR Staff 

 

 
 Relevant tests may be administered by 

the HR Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A 

 

Qualified? 

No 

Yes 

Inform 
Applicant 

End 

Administer Relevant 
Tests 

B 
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FLOW 
PERSON 

RESPONSIBLE 
DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Administrative Officer II  
 
 
 
 
 
 

 
Administrative Officer II 

 

 
 
 
 
 
 
 
 
 
 
 Applicants who failed in the 

examination are officially 
informed. 
 
 
 
 

 
 Prepare the profile of applicants 

and transmit the required 
documents of the pre-qualified 
applicants to the concerned 
division for further evaluation. 

 
 
 
 
 
 
 
 
 
 

Divisional Selection 
Board Members 

 
 

 Evaluate the qualification of 
applicants based on the ITDI 
Selection Criteria. 

 Prepare Evaluation Matrix and 
Summary Matrix and submit to 
HRMS. 

 
 Refer to ITDI Selection 

Criteria/Evaluation of applicants 
by DSB 

 
 
 
 
 
  

 
HRMPSB Committee 

Members 
 
 

HRMPSB Committee 
Members, Director 

 
 Review the evaluated list of 

applicants and deliberate the 
qualifications of those included 
in the evaluation matrix.   
 

 May conduct interview on the 
candidates. 

 
 

B 

 

Passed
? 

Inform 
Applicant 

End 

Yes 

No 

Screen candidates 
for Appointment 

Conduct evaluation 
and final ranking of 

candidates 
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FLOW PERSON RESPONSIBLE DETAILS 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

HRMPSB Committee 
Members, 
Secretariat 

 
 HRMPSB prepares resolution 

on the selection of candidates 
and submits to the Director for 
appointment. 
 

 Filling-up of vacancies is valid 
within nine (9) months from the 
date the vacant position was 
published 

  
Division Chief/OIC 

 
 

Director 
 

 
 Prepares endorsement letter 

addressed to the Director. 
 

 With the discretion of the 
appointing authority, the most 
qualified applicant will be 
appointed to the vacant 
position.  

 

No 

C 

Select Appointee 

 

Applicant/s 
meet the 
passing 
credit  

Repost 

Request for 
Posting 

Yes 

Finalize the 
summary matrix and 
prepare resolution  

D 
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FLOW PERSON RESPONSIBLE DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Administrative Officer II 
 
 
 
 
 

 
 
 
 
 
 
 Post notice of appointment in 

three (3) conspicuous places 
and in the ITDI website for at 
least fifteen (15) days wherein 
date of posting shall be 
indicated thereto. 
 

 Notify the selected candidate 
& coordinate the submission 
of requirements as provided in 
the PS Form checklist for 
appointment. 

 
 Selected candidate will 

submits documentary 
requirements. 

 
 Verify the authenticity of the 

credentials submitted by the 
appointee. 

 
 
 
 
 
 
 
 
 
 
 
 

 
Administrative Officer II 

 
 
 

Director 
 

 
 Prepare appointment paper 

using CSC prescribed forms 
for approval.  
 

 Conduct Oath taking. 
 

 Issue appointment to the 
appointee & discusses the 
assumption to duties. 
 

 
 

 
 

 

Issue Appointment 

D 

Process 
Appointment 

E 
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FLOW PERSON RESPONSIBLE DETAILS 

 
 
 
 

 
 
 
 
 

Appointee 
 
 
 

Administrative Officer II 
 

 
 
 
 
 
 Assume duties and 

responsibilities to the position. 
 
 Prepare and submit report of 

Appointment issued (CSC-RAI 
Form) to CSC on the succeeding 
month with the following 
attachments. 
- Appointment  
- Personal Data Sheet 
- Position Description Form 
- Certificate of Eligibility                

(if applicable) 
 

 
 
 
 
 
 

 
HRMO/ HRMS Staff 

 
 Conduct orientation to the 

newly hired employee/s within 
the prescribed period 

  
Supervisor/ Division Chief 

 
 
 
 

Supervisor, Employee, PMT 
 
 

 
 Orient to the division’s 

function and on the specific 
duties and responsibilities of 
the new employee. 
 

 Reviews and evaluates the 
employee’s performance 
during the probationary period 
(6 months). 

 
 
 
 
 
 
 
 

 Assumption to 
Duties 

E 

Conduct Orientation 

End 

Onboarding 
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2) Monitor Performance Evaluation 
FLOW PERSON 

RESPONSIBLE 
DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
Administrative Officer IV 
 

 
 
 
 
 
 
 Prepare memorandum for the 

submission of IPCR -Commitment 
and Appraisal as follows: 
 

First Semester: 
a) Jan 15 - Commitment – for the 

period of January to June of the 
current year. 

b) Jan 15 – Appraisal for the 
period of July to December of 
the previous year.  

  
Second Semester: 

a) July 15 – Commitment – for 
the period of July to December 
of the current year. 

b) July 15 – Appraisal for the 
period of January to June of 
the current year. 

 

 
 
 
 
 
 

 

Administrative Office 
V/Administrative Officer 

IV/HR Staff 
 
 
 
 
 
 

 Receive the approved IPCR of 
employees by supervisor and 
Division Chief.  

 Review and monitor the received 
IPCR of employees 

Start 

Receive, review and 
monitor IPCR  

Prepare memo on 
submission of IPCR 

A 
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posting
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Administrative Officer 
IV 

PMT 
 
 
 
 

 

 
 
 
 
 

 PMT calibrate the employee IPCR 
based on the approved Major Final 
Output (MFO) of the institute. 

 
 

 
 
 
 

 
Administrative Officer 

IV 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 Identify and summarize the Final 

Rating of each employee from 
highest to lowest rating.  

 
 
 
 

Identify and 
Summarize the Final 

Rating  

Facilitate calibration  

A 

B 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 

 
 

 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
HRMO 

 
Division Chief 

 
 

Supervisor 
 
 
 
 

 
 
 
 
 
 

PMT 
HRMO 

Administrative Officer 
IV 

Administrative Aide III 

 
 
 
 
 
 If the final rating is below 

satisfactory, employee is not 
entitled for: 
1. The PBB; 
2. Promotion; 
3. Bonuses 
 

 Identify the learning and 
development intervention to be 
indicated in the Individual 
Competency Assessment 
Form. 

 
 
 Dissatisfied employee may 

refer to DOST Grievance 
machinery. 

 
 
 PMT will recommend to 

PRAISE Committee for 
rewards and recognition.  
 

 Set meeting with PRAISE 
Committee for selection of 
Model Employee. 

 
 PBB ranking as to “Best”, 

“Better”, and “Good” based on 
the final rating. 

 
 
 
 
 
 
 
 

 
Administrative Officer 

IV 
HRMS Staff 

 
 File the IPCR per division. 
 Release the second copy of 

the IPCR to the Division’s 
Office of the Chief.   

File IPCR  

No 

Yes 

Inform 
Employee 

 

Adjectival 
Rating 
below 

Determine 
employee with the 
highest final rating  

End 

B 
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3) Human Development 
 

FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
HRMO/Administrative 

Aide IV 

 
 
 
 
 
 
 

 Prepare memorandum for the 
submission of following forms: 
1. Individual Competency 

Assessment Form (ICAF): 
HRMS-LD-001 

2. Individual Development Plan 
(IDP): HRMS-LD-002 

3. Team Development Plan 
(TDP): HRMS-LD-003 

4. Human Resource 
Development Plan 
(HRDP):HRMS-LD-004 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Division Chief, Section 
Head, Divisional 

HRDC, Employees 

 Identify learning needs of 
individual employees. 

 Divisional HRDC representative 
facilitates the submission of the 
development plan and individual 
competency assessment form of 
each employee. 
o For individual competency, 

assessment use the form 
HRMS-LD-001, each 
employee accomplishes it 
to be signed by Section 
Head. 

o Indicate the performance 
gap identified in the ICAF to 
IDP  

o For development plan, use 
form HRMS-LD-004, 
Section Head prepares 
development plan based on 
individual competency of 
employee then approved by 
the division chief.   

Start 

Prepare memo for 
the submission of 
ICAF, IDP, TDP, 

HRDP   

Prepare ICAF, IDP, 
TDP, HRDP   

A 

ausr
posting
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 

 
 
 
 
 
 
 

 

 
 
 
 
 
Administrative Aide IV 

 
 

 
 
 
 
 
 

 
 
 
 
 
 Consolidate the following forms to 

monitor learning & development 
intervention for both degree and 
non-degree: 

 
 

 
HRMO 

Administrative Aide IV 

 
 Validate the needed or required 

learning and development 
intervention of each employees. 

 

 
 

 

 
HRMO,  

Divisional HRDC, 
Employees 

 
HRMO, 

HRDC Secretary, 
RMS 

 
 

 
 
 
 
 
 

 

 
 
 Look/Search for available non-

degree programs.  
 
 Disseminate/Inform various division 

about the available training 
program. 

 
 
 
 
 
 
 
 
 
 
 
 

Receive and 
consolidate ICAF, 
IDP, TDP, HRDP 

Monitor and file the 
ICAF, IDP, TDP, 

HRDP 

A 

Source out / 
receive invitation 

for L&D  

B 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 

 

 
Division Chief 

 
 
 
 

HRMS, Employee 

 
 Division Chief nominates/endorses 

staff to undergo training / seminar 
then submits recommendation to 
HRDC-HRMS. 
 

 Refer to DOST AO number 008 
Revised Guidelines in the 
implementation if the HRDP of the 
DOST System. 

 
 
 

 
 
 
 
 

 
Administrative Aide IV 

 
 
 
 
 
 
 
 
 

 
 

 
 Verify recommended available / 

invitational training/ scholarship if 
included in the training plan / needs. 

 
 For non-degree training, check 

availability of training funds that are 
allocated to each division. 

 
 Forward recommendation to HRDC 

Chairperson with attached invitation 
and program. 

 

                             
 

 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

Administrative Aide IV 

 
 
 
 Refer to the WI-ADM-HRMS-07-06. 
 Refer to DOST AO number 008 

Revised Guidelines in the 
implementation if the HRDP of the 
DOST System 

 
 
 Receive and identify if local or 

foreign training. 
 
 
 
 
 

Receive 
recommendation 

from Division Chief 

Recommend/ 
Endorse 

trainee/employee 

B 

No  

Non-degree 
program? 

C 

Yes 

E 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 

 
 

 
HRDC 

HRDC Secretariat 

 
 
 
 Inform the employee on the 

disapproval of endorsement for the 
non-degree program. 

 
 
 
 

  
Administrative Aide IV, 

Employee, Division 
Chief 

 
 
 
 
 
 

 
 
 

 

 
For Local Training: 
 Prepare Special Order (SO) of 

training and seminars to be 
attended by the employee/s. 

 Prepare and consolidate 
documents for approval. 

For Foreign Training: 
 Prepare and consolidate the 

documentary requirements. 
 Refer to DOST AO no. 008 s. 2014 

Revised Guidelines in the 
implementation if the HRDP of the 
DOST System. 

 
 
 
 
 
 
 

 
 
 

 
Administrative Aide IV 

 
Local Training: 
 Monitor and file the approved 

Special Order (SO). 
Foreign Training: 
 Monitor and release the 

documentary requirements to 
DOST-CO for approval of 
Secretary. 

 
 
 

End 

Prepare 
documentary 
requirements 

 

Issue Special Order 
or Contract 
Agreement  

 

D 

No 

Yes 

C 

 

Approved? 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 

 
 

 
 

Administrative Aide IV 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 Trainee attends the said training on 

the specified date/s on official time, 
local or international. He/she must 
accomplish the forms SDC-F1 
Trainee’s Appraisal Report and 
SDC-F2 Report of Training. 

 
 File accomplished forms including 

certificate of attendance / 
completion, registration / 
participation of the trainee.  

 
 Encode and tabulate the actual 

versus planned training on the HRD 
Monitoring Sheet. 

 
 
 
 
 
 

 
Division Chief, HRDC 

 
 
 

 
Employee, 

Administrative Aide IV 
 

 
 Inform the trainee to conduct echo 

seminar to the employees of the 
same field of specialization or to the 
division he/she belongs (as 
needed). 

 Conduct pre-test and post-test; 
 Conduct training evaluation of the 

speaker. 
 Refer to WI-ADM-HRMS-07-05 

Conduct of Echo Seminar. 
 

 
 
 
 
 

 
Division Chief, 

Supervisor, 
Administrative Aide IV 

 
 

 

 
 After six (6) months, the supervisor 

will assess the trainee’s 
performance based on the training 
attended.  Use the form, SDC-F3 
Training Program Impact 
Assessment Form. 

 
 
 
 
 
 

 

 
HRMO, HRDC, 

Divisional HRDC 
Administrative Aide IV 

 
 Collate and tabulate impact 

assessment to the HRD monitoring 
Form. 

 Copy furnished the concerned 
division of the tabulated 
assessment indicated in the HRD 
monitoring Sheet for updating L&D 
training plan. 

Receive 
accomplished  
SDC-F1 and  

SDC-F2 

D 

Remind for 
submission of SDC-

F3 

Tabulate the L&D 
assessment 

Facilitate/Conduct 
Echo Seminar 

End 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 

 
 
 
 
 

 
HRDC 

HRDC Secretariat 

 
 
 
 
 
 
 Inform the employee on the 

disapproval of endorsement for the 
non-degree program. 

 
 
 
 
 

 
 
 
 

 

 
Employee 

Administrative Aide IV 
 
 
 
 

 

 
For Local and Foreign Scholarship: 
 Prepare and consolidate 

documents for approval. 
 Refer to DOST AO no. 008 s. 2014 

Revised Guidelines in the 
implementation if the HRDP of the 
DOST System. 

 
 
 
 
 
 

 

 
RMS Staff 

 
 Monitor and release the 

documentary requirements to 
DOST-CO for approval of 
Secretary. 

 
 
 
 
 
 

 

 
Administrative Aide IV 

 
 Monitor and release the approved 

documentary requirements. 
 

 Refer to the WI-ADM-HRMS-07-06 
 Refer to DOST AO number 008 

Revised Guidelines in the 
implementation if the HRDP of the 
DOST System 
 

End 

No 

Yes 

 

Approved? 

Prepare 
documentary 
requirements 

 

Release to 
concerned agency 

 
 

Receive and monitor 
the approved 
documents 

 

End 

E 
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4. Separation  
FLOW PERSON 

RESPONSIBLE 
DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

HRMO 
Administrative Officer IV 

Employee may be separated from 
ITDI through: 

a) Retirement  
b) Resignation / transfer 
c) Dropped from the Rolls 
d) Death 

 
 Facilitate the retirement / 

clearance approval of the Head 
of the Agency.  

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Administrative Officer IV 
Administrative Aide III 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 Facilitate the completion and 

consolidation of documentary 
requirements of the 
resigned/retire employee for 
monetary benefits. 

  Forward to GSIS and DBM for 
monetary benefits. 
 

 
 
 
 
 

 
Administrative Officer IV 
 
 
 
 
 
 
 
 

 
 Receive, consolidate, verify, and 

prepare the required documents 
needed for the compensation 
and benefit claims of 
employee/s due to separation. 

Start 

Receive letter of 
intent / resignation / 

transfer 

End 

 

Cleared? 

Advise retiree / 
employee to settle 

obligation 

No 

Yes 

Prepare the 
compensation and 

benefit claims  

A
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

HRMO 
Administrative Officer IV 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 Conduct exit interview to know 
the insight into her/his overall 
experience with the institute 
such as workplace culture, day-
to-day processes, management 
solutions, and employee morale. 
 
 
 
 
 

End 

Conduct Exit 
Interview 

A 
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DIRECTOR 

 

1.0  Objective: 
 

To ensure that all technical services satisfy the requirements of the Customer. 
 
2.0  Scope: 
 

This procedure covers all activities from the receipt of customer’s request for technical services up 
to implementation and collection of honorarium/incentives by concerned staff.  

 
3.0  Definition of Terms: 
 

Technical Services (TS) -  any assistance/services being provided to customers (i.e., individuals, 
industry/business sectors, academe, non-government organizations, other                                       
government institutions/agencies covered by a Memorandum of Agreement (MOA).  Technical 
Services include testing and analytical service, use of facilities and equipment, product/process 
development and improvement, design / fabrication of equipment and facilities, consultancy, 
specialized training.  These services are made available to provide technical support to different 
industry sectors, namely, food processing, packaging design and material, chemicals and minerals, 
materials science, microbiology and genetics, environmental, fuels and energy.  
 
Specialized Testing and Analytical services - refer to the testing and analytical services other 
than those provided by the Standards Testing Division (STD).      
 
Use of facilities and equipment -  refers to the use of the Institute’s laboratory and pilot plant 
facilities and processing equipment for the conduct of R & D related activities.                          
 
Product/Process Development/Improvement - a systematic work, drawing on existing 
knowledge gained from research that is directed to producing new materials, products and 
processes.  
            
Equipment Design/Fabrication - a systematic work drawing on research and development results 
that is directed to producing new machines/equipment or improvement of same.     
 
Technology Business Incubator (TBI) - assistance to local entrepreneurs and product innovators 
to enable them achieve commercial operation by providing optimum conditions for growth such as 
common service facilities, technical assistance, management advisory services, and access to 
inexpensive and responsive business consulting services.   
 
Consultancy - refers to analyzing business needs, problems, opportunities of customers in the 
context of requirements and recommends possible solutions to achieve its goals.  
 
Specialized Training - refers to training services which are required to address the identified 
specific needs related to the organization's goal.  
 
             
MOA  - refers to Memorandum of Agreement.  
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4.0 Documented Information: 
 

Letter of Request for Technical Services File 
Approved Request for Technical Services   
Approved CL/MOA with Capsule Project Proposal  
Official Receipt (photocopy)  
Accomplished Customer Satisfaction Survey Form 
Special Order of Working Personnel  

 
 

ITDI AO 003 Guidelines in the Computation of Fees and Charges for ITDI Contract Projects   
                     and Other Technical Services  
List of Technical Services with Standard Fees 
American Society for Testing and Materials (ASTM) Standards 
Association of Official Analytical Chemists (AOAC) Standards Official Method of Analysis 

 BFAD Administrative Order on Foods 
 CODEX 
 Department of Energy Standards 

International Standard (AOAC, AOCS, Codex, Merck Index) 
NEMA & Philippine Distribution Code 
Philippine National Standards (PNS) on Foods 
PNS and ISO Standards for Essentials Oils 

 R.A. 6969 – Toxic Substances and Hazardous and Nuclear Wastes Control Act 
 R.A. 8749 – Philippine Clean Air Act 
 R.A. 9003 –  Ecological  Solid Waste Management Act 
 R.A. 9275 – Philippine Clean Air Act 

United States Pharmacopeia (USP) 
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5.0 Procedure: 
FLOW 

 
PERSON 

RESPONSIBLE 
DETAILS 

A. WALK-IN CUSTOMERS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
Officer of the Day of 

the Division 
OC Staff 

Concerned Head 
Researcher 

 
 
 
 
 
 
 
 
 

 
Assigned 

Researcher 
Section Head 

 
 
 
 
 
 
 
 
 

Assigned 
Researcher 

Section Head 
 
 
 
 
 
 
 

 
 
 
 
 

 
 Refers the request / 

customer to the concerned 
section Head or assigned 
researcher/staff. 

    
 The assigned researcher 

meets with the walk-in 
customer to know specific 
technical service and 
determine    if request can 
be accommodated.   

 
 
 

 
 

 Informs the customer and 
may refer him/her to an 
appropriate entity. 

 
 

 If request can be 
accommodated, the 
assigned researcher 
determines if test / technical 
services to be provided is 
with standardized fees or by 
CL/MOA. 

 
 
 
 
 
 
 
 
 
 
 

Start 

Determine needs of 
customer 

No Request 
for TS can 

be 
accommod

ated? 

End  

Inform 
customer 

A 

Yes 

TS with 
standard-

ized 
fees? 

Yes 

B 

No 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 
 
 

Assigned 
Researcher 

Division Head/OIC 
 
 
 

OC Staff 
TSD-BDS Staff  

 
 
 

OC Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 Provides the prescribed form 

to be filled out by the client  / 
customer, ITDI F2 Request 
for Technical Services (with 
Standardized Fees).  Refer 
WI-TSD-BDS 08-07 
Processing Requests for 
Technical Services with   
Standardized Fees.  

 
 
 Validates the filled-out 

request form and indicates 
the corresponding fees and 
charges and due date; the 
get approval from the 
Chief/OIC. 

 Forwards the accomplished 
request form to TSD for TS 
Reference number. 

 
 Assists the customer to pay 

the actual total TS fees / 
charges to ITDI Cashier. 
Official Receipt is issued to 
the customer upon payment. 

 
 Obtains a copy of the O.R. 

and accomplished request 
form; then receives the 
sample / material for testing 
from the customer.  

 
 
 

Fill out prescribed 
Request form 

A 

C 

 

Process Request  

 

Pay TS fees / 
charges to the 

Cashier 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

 

 
 

 
 

 

 
 

Assigned 
Researcher 

 
 
 
 

TS-BDS Staff 
 
 
 

Assigned 
Researcher 

Analyst 
 
 
 
 
 

 
 
 

 
 
 
 
 
 

OC Staff 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 

 Conducts / implements 
according to the provisions 
of TS request. 

 Refer to Risk Assessment 
. 
 

 Monitors progress of the TS 
from time to time until 
completed. 

 
 For test / analysis, submits 

report of test to the Office of 
the Chief. 

 For other TS, submits 
Technical / Accomplishment 
Report and product, if there 
is any to the Office of the 
Chief. 

 Complies with the office 
policy regarding bringing 
out/releasing of actual 
product output. Use ITDI-F4, 
entry-Exit Pass form. 

 Releases the report of test / 
analysis or Technical Report 
to the customer. 

 Provides QMS-F2, Customer 
Satisfaction Survey Form to 
be filled out by the customer. 
The accomplished feedback 
form is submitted to QMR 
and a duplicate copy is filed 
at the Office of the Chief. 

 
 
 
 
 
 
 

Release report of 
Test conducted / 

product output to the 
customer 

C 

 

Implement TS 

End 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 

OC Staff 
 
 
 
 
 
 
 
 
 
 
 

OD/TSD Staff 
OC Staff 

 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 For TS by CL/MOA, 

customer fills out the ITDI 
F1 Letter of Request for 
Technical Services form. 

 Informs the customer that 
his/her request for TS will 
be forwarded to Office of 
the Director for approval. 

 
 Advises the customer to call 

the office for status of 
request. 

 
 
 
 
 
 
 
 
 
 Returns the Letter of 

Request to concerned 
division for appropriate 
action. 

 
 Informs the customer if 

request can or cannot be 
accommodated. 

 
 
 
 
 
 
 
 
 

B 

Fill out prescribed 
Letter of Request for 

TS 

Forward letter of 
request to OD for 

approval/instruction / 
recommendation 

No 

Request 
can be 

accommod
ated? 

End  

Inform 
customer 

Yes 

F 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 

Assigned 
Researcher 

 
TSD Staff 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 Prepares the project 
proposal including Gantt 
chart of activities and 
estimated LIB. 

 
 
 
 
 
 Forwards the project 

proposal to TSD-BDS. 
 
 Reviews the proposal 

including LIB and prepare 
draft CL/MOA. 

 
 
 
 
 
 

 If Customer does not agree 
with the provisions of the 
CL/MOA and decides to 
cancel request, the assigned 
researcher informs the TSD 
and put draft CL/MOA on 
archives.  

 
 If Customer agrees with the 

provisions, the Customer 
signs the CL/MOA and pay 
to Cashier the total 
charges/fees indicated in the 
CL/MOA.  Refer to PM-FMD 
08-01 Billing. 

 
 
 
 

F 

Prepare project 
proposal as 

requirement of 
customer 

Submit project 
proposal to TSD to 
process CL/MOA 

Are the 
provisions 

in the 
CL/MOA 

accepted / 
approved? 

End  

Inform TSD 
for 

appropriate 
action 

G 

No 

Yes 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Assigned 
Researcher  

 
 
 
 

TSD-BDS Staff  
 
 
 

Assigned 
Researcher  

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 Conducts TS according to 

the provision of the 
approved MOA/CL – Gantt 
chart of activities. 

 Refer to Risk Assessment. 
 
 Monitors the progress of the 

TS from time to time until 
completed. 

 
 Prepares report of test / 

technical report. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Release report of 
Test conducted / 

product output to the 
customer 

G 

 

Implement TS 

End 
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                    FLOW  PERSON 
RESPONSIBLE 

              DETAILS  

B. LETTER OF REQUEST 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 

Concerned Division Head 
/  OIC 

 
 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 

 
Assigned 

Researcher 
Section Head 

 
 
 
 
 
 

 
 
 

 
 
 
 
 
• Takes action on the letter of 

request. 
• The OC refers the letter to the 

concerned section Head or 
researcher. 

 
 
• May call or request a meeting 

with the customer to gather 
details pertaining the request, 
then to determine if request 
can be accommodated.   
 
 

 
 

 Informs the customer verbally 
or thru letter/mail, email, fax or 
may refer the customer to an 
appropriate entity.  

 
 
 
 
 
 See process flow for walk-in 

customers from page 4 to page 
8. 

 
 

 

Start 

Receive letter from 
OD 

No 
Request 
can be 

accommo
dated? 

End  

Inform the 
customer 

Yes 

Follow Process for 
Walk-in Customers 

End 
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1.0 Objective: 

To ensure that all Regular R&D Projects satisfy the requirements of the Institute and government 
plans and programs

2.0 Scope: 

This procedure covers all Regular R&D Projects from preparation of project proposal up to the 
assignment of project code.  

3.0 Definition of Terms : 

Regular R & D Project - refers to research and development project of the Institute that is funded 
by GAA (General Appropriations Act). 

Project Proposal - refers to the plan and description of the research project prepared by the 
researcher.   

Capsule Proposal - a form with a prescribed format used for preparing a detailed description and 
plan of the proposed research project and is submitted for approval.  These   include   the project 
title, objectives, background/rationale, expected output, definition, plan of activities and 
deliverables, personnel and budget requirements.   

Project Code - the number assigned to R&D project for purposes of identification, records and 
release.  

4.0 Documented Information: 

Yearly List of Approved R&D Projects 
Approved Project Proposal File   
Archive Project Proposal File  

      Planning Cycle for R&D Projects (PMISD) 
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6.0 Procedure: 

FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 

 
 

 
 

R&D Div (RDD) 
Research Personnel 

PMISD Chief / 
Assigned Staff 

RDD Project Leader 
Section Head 

Section Head 
RDD Chief SRS 

 Refer to S&T Plan, National Agenda,
Divisional Planning / Workshop,
Output of Industry Consultation for
R&D priority areas.

 Refer to Risk Assessment.

 Refer to PM-PMISD 08-01 Planning,
Monitoring and Evaluation of R&D
Project.

 Forward Project Proposal to
concerned Section Head, then to
RDD Chief SRS for endorsement.

 Study and discuss the proposal
within the concerned RDD; DOST /
Government priority programs and
other requirements to justify its
implementation.

 RDD Chief SRS endorses the
proposal to the Deputy Director for R
& D thru the PMISD for comment and
approval for presentation to the ITDI
Technical Review Committee (TRC).

 The TRC conducts blind review and
approves/ disapproves the project
proposal.

Start

Conceptualize and 
identify priority R&D 

areas   

Prepare project 
proposals   

Review and endorse 
project proposals to 

PMISD 

A 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

RDD Chief SRS/ Section 
Head / Project Leader 

PMISD Staff 

PMISD 
Deputy Director, R&D 

Director 

 Project proposal(s) which were 
not approved are filed in the 
archives.

 Inform the ODDRD on the results
of the blind review for evaluation of
ODDRD with the PMISD Monitors.
The PLs may be requested to
present/discuss the proposal.

 Present the projects to TRC.
 The Project Leader may be

requested to present the proposal.
 TRC Members discuss and 

evaluate the project proposals.
 The Project Leader revises the

project proposal when needed.

 The Director approves the project
upon the recommendation of the
TRC.

No 

A 

A
Approved for 

presentation to 
TRC? 

Archives 

End

Inform ODDRD on 
the results of the 
blind review with 
PMISD Monitors 

Yes 

B 

Present proposed 
projects to TRC 
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       SRA – OC (RDD) 

 

RDD Chief SRS 
PMISD Chief SRS 

 If proposal is not accepted on any
stage or review and evaluation, file
hardcopy of Project Proposal in
Archive.

 PMISD Chief assigns Project 
Code indicating therein that 
reference should be made on the 
attached Approved Project 
Proposal.

 PMISD assigns Project Code on 
approved projects for specific 
RDD.

 Project Codes and its details are 
recorded in Project Code Logbook.

B 

Prepare project code 

No 
Approved for 

implementation? 

Yes 
Archives 

End

C 
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PMISD Chief SRS 
PMISD Staff 

RDD Chief SRS 

 PMISD Chief prepares a masterlist
of approved regular R&D projects
for implementation in the coming
year.

 PMISD furnishes concerned R&D
division with the Final Masterlist of
Approved regular R&D projects for
implementation.

 The RDD - OC through its
document custodian keeps the
Masterlist in record file for
reference.

End

C 

A

Prepare Masterlist of 
approved R&D 

projects 
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1.0 Objective: 

To ensure that the output of the R&D project meets the key objectives and conforms to the customer 
requirements 

2.0 Scope: 

This procedure covers all activities from project mobilization, laboratory processing, test and 
evaluation, regular project monitoring and discussion up to completion of projects. 

3.0 Definition of Terms: 

Completed Project - refers to completion of a project according to the targeted milestones.  

Output - refers to the final outcome of materials research, process research, and equipment and 
product prototyping.  

Quarterly milestone - refers to the expected output that must be delivered every three (3) months. 

Ghantt Chart  - a list of activities and a related information organized in a  chart that graphically 
shows  detailed activities and duration  of the project.   

4.0 Documented Information: 

Revised Detailed Project Proposal (Approved Project(s)) 
Yearly List of Approved R&D Projects (divisional) for implementation 

Planning Cycle for R&D Projects (PMISD) 
WI-PMISD-PMS 08-01, Call for Submission of Project Proposals/Reports 
WI-PMISD-PMS 08-03, Evaluation of Proposals/ Projects  
WI-PMISD-PMS 08-04, Monitoring / Validation of Project Accomplishments 
WI-TSD-BDS 08-01, Monitoring of Technology Transfer Projects 
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5.0 Procedure: 

  FLOW PERSON 
RESPONSIBLE 

DETAILS 

Project Leader 
Section Head/ RDD 

Chief SRS 

Project Leader 
PMISD Section Head - 

Project Monitoring 

 Based on the quarterly
milestones, the project leader
provides final progress report to
PMISD if project is completed.

 Project leader confirms the
completed project during the
project review meeting.

 If project cannot be completed at
the designated duration/time, the
Project leader informs PMISD for
appropriate action.

• For completed project, the 
Project  leader submits a 
technical report/terminal 
report noted by RDD Chief 
SRS to PMISD.

 For carry-over project, Project
leader submits a justification for
extension and a re-structured
quarterly milestone to PMISD.
Refer to WI-TSD-BDS 08-01
Monitoring of Technology
Transfer Projects.

 The TRC may suspend an
on-going R&D project after
careful evaluation of the request
of the project leader.

Yes 

No 

Is the project 
completed? 

Inform PMISD 
for 

appropriate 
Action 

Submit Technical 
Report/Terminal 

Report 

End

B 

Start 

Project Leader 
RDD Chief SRS
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FLOW 
PERSON 

RESPONSIBLLE 
DETAILS 

PMISD Staff 
Project Leader 

Section Head/ RDD 
Chief SRS 

 The TRC makes the assessment
and recommendation based on the
results/output of the completed
project (i.e., scale-up, technical
paper, evaluate other parameters,
prototyping, etc.).

 The TRC may request the Project 
Leader to make a presentation on 
the results of the completed 
project.

 PMISD submits the 
recommendation of completed 
projects to the concerned RDD.

End 

B 

A

Assess / recommend 
prospects of the 

completed project 
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1.0 Objective: 
 

To ensure that all types and forms of documented information necessary for the effectiveness of 
the QMS, are appropriately identified, reviewed, approved, and always made available at any 
time and suitable for use when needed.  It also aims to ensure that documented information of 
external origin is identified and its distribution controlled.  

 
2.0 Scope:  
 

This procedure manual covers all the documented information needed for the Quality 
Management System of the Industrial Technology Development Institute and covers the 
monitoring and distribution of internally and externally generated documents. Furthermore, this 
covers the issuance of the uncontrolled copy. 

 
3.0 Definition of Terms: 
 

Documented Information – information (both documents and records) that must be controlled, 
maintained and retained necessary to support the operation  of processes which should be 
carried out as planned. 
 
Process Owner - the person who prepares a management system document. 

  
      Copyholder - the person who holds a copy of the controlled document. 
 

Controlled Documents - documents issued that need to be updated. 
 

Uncontrolled Documents – any document that need not to be updated and was unofficially 
printed, reproduced and/or downloaded not bearing the official markings.  

 
 Internally–Generated Documents - documents prepared by any personnel of ITDI. 

 
Externally-sourced Documents - ready-made documents sourced outside of ITDI that include 
published national or international standards on methods, procedures and specifications, 
equipment instructions and operating manuals, legal papers, references, etc. which are 
determined necessary for the planning and operation of the quality management system. 

 
 Document Control Form (DCF) – a form used to request for creation, revision and cancellation 
of an existing documented information. 
 
 DCD - Document Custodian of the Division. 
 

4.0 Records: 
 

Accomplished Document Control Form 
Accomplished Issue/Withdrawal Form 
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5.0 References: 
 

Master List of Controlled Documents  
Master List of Externally Sourced Documents  
WI-QMS 02-01 How to Revise Controlled Document 
WI-QMS 02-02 Withdrawal of Obsolete Documents  
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6.0 Procedure: 
A. Internally-Generated Documents 

FLOW PERSON 
RESPONSIBLE 

DETAILS 

 

 
 
 
 
 

Concerned Process 
Owner 

 
 
 
 
 
 
 
 

Concerned Head/QMR 
 
 
 
 
 
 
 
 

Document Custodian 
 
 
 
 
 

Concerned Process 
Owner 

 
 

 
 

Copyholders/ 
Concerned Process 

Owner 

 
 
 
 
 
 For the initial establishment of 

QMS, there is no need to 
accomplish a DCF (DC- F1). 
Accomplish Document Control 
Form upon first revision or 
creation of new documents after 
the first effectivity date. Refer to 
WI-QMS 02-01 How to Revise 
Controlled Document. 

 
 

 Check new document against 
DCF details. For newly revised 
documents, check against the 
altered copy and DCF details.  

 Affix signature and date of signing 
in DCF. Use blue-ink pen when 
signing in the new/revised 
document. 

 
 Update affected documents, see 

check list of affected documents 
on page 5). 

 

 
 Orient/inform other personnel on 

creation/revision of documents 
five (5) or at least two (2) days 
before effectivity date. 
 
 

 Refer to Risk Management 
Assessment. 

 
 
 
 

Start 

Create/Revise 
document 

Review and 
approve document 

 

Record, issue and 
withdraw 

documents 

Use and Maintain 

End 

Orient Personnel 
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B. Externally-Sourced Documents 
 

FLOW PERSON RESPONSIBLE DETAILS 

 

 
 
 

 
Concerned Process Owner 

 
 
 

DCD 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DC 
 
 
 
 
 
 
 
 

Process Owner / 
DCD / DC 

 
 

 

 
 
 
 
 Assign code number.  
 Code the hard copy of 

reference/external document. 
 
 The master list of external 

documents contains the 
following: 
 Document Code 
 Document Title 
 Location of file document 
 Responsible Person  
 Year Published 
 Effectivity date and 

revision status of the 
master list. 

 Division Head approves the 
Master List.   

 Accomplish DC-F1 
Document Control Form 
whenever there is a revision. 

 For drawings provided by 
customers, use the 
Controlled Drawings 
Logbook. 

 
 Stamp photocopy of Master 

List of Externally Sourced 
Documents with “Controlled 
Copy No. _____” and issue 
to copyholder. 

 Use DC-F2 Issue/Withdrawal 
Form. 

 File original copy of the 
Master List.   

 Refer to Risk Management 
Assessment 

 
 

Use/Maintain/ Update 

End 

Start 

Receive 
accomplished Master 

List of Externally 
Sourced Documents 

and Hard Copy 

Accomplish Master 
List of Externally 

Sourced Documents 

Identify and secure 
external document 
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C. Issuance of Uncontrolled Copy 
 

FLOW PERSON RESPONSIBLE DETAILS 

 

 
 
 
 

 
DC 

 
 
 
 
 
 
 
 
 
 
 

QMR 
 
 
 
 

QMR 
 
 
 
 
 
 

DC 
 

 
 
 
 
 
 

 
 
 
 
 
 Use DC-F3 Issuance of 

Uncontrolled Documents. 

 Approval or disapproval is at 
QMR’s discretion. 

 Sign in DC-F3 Issuance of 
Uncontrolled Documents. 

 Inform requesting party of 
disapproval and sign 
“disapproved” under 
REMARKS of DC-F3, 
Issuance of Uncontrolled 
Documents. 

 Reproduce the Mastercopy 
and stamp photocopy with 
“Uncontrolled Copy”. 
Require requesting party to 
sign “Received By” of DC-
F3, Issuance of Uncontrolled 
Documents whenever 
applicable. 

 
 Refer to Risk Assessment. 

 
 
 
 
 

Start 

End 

Release 
“Uncontrolled 

Copy” 

Approve the 
request for 

release 

Record details of 
request for copy 

Approve? 

Yes 

No 

Inform 
requesting 

party 
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 Checklist of affected documents when revision is made. 
 

 Page Number 

 Table of Contents  

 Authorization for the Implementation / Updating Responsibility, PM-QM-01-03 

 Master List of Controlled Documents 

 Master List of Controlled Documents (Electronic Files)   
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1.0 Objective: 
 

To ensure continuous compliance to ITDI’s established requirements of its Quality Management 
System (QMS) and ISO 9001:2015 standard. 

 
2.0 Scope: 

 
This procedure covers the preparation of annual internal audit program and its subsequent 
activities such as a) implementation, b) management and maintenance of records, including the 
preparation of reports and c) monitoring, review and improvement. 

 
 

3.0 Definition of Terms: 
 

Audit Team Leader - refers to the person who has the competence to lead the audit teams in 
carrying out internal audit activities from the preparation of the internal audit program including 
a-c under 2.0 above. He/she is responsible in implementing the activities stated in the Audit 
Program and prepares the Consolidated Audit Findings and Status Report of Nonconformities for 
management review after the audit. 

 
Nonconformity and Corrective Action Report (NCAR) - form used for the disposition of 
nonconformities. 

 
Observation Report Form – form used for the disposition of observations/ potential 
nonconformities 

 

4.0 Documented Information: 
 

Internal Audit Functional Objectives 
Annual Internal Audit Program 
Notice of Audit and Audit Plan 
Audit Checklist 
IA-F1, Application for Internal Auditors 
IA-F2, Internal Audit Observation Report 
IA-F3, Internal Quality Auditor Performance Ratings 
Training Record 
Application for Internal Auditors and List of Auditors 
Procedure for Internal Audit 
Risk Assessment 
Change Review Record 
Internal Audit Reports (Audit Findings) 
Data Analyses Reports 
Audit Conclusions 
Assessment of the Audit Program 
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5.0 References: 
 

PM-QMS 10-01 Corrective Action 
WI-QMS 06-01 How to Evaluate Quality Auditors 
ISO 9001:2015 Standard 
ISO 19011:2015 Standard 
ISO 31000:2009 Risk Management 
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6.0 Procedure: 
 

FLOW 
 
 

Start 

PERSON 
RESPONSIBLE 

DETAILS 

Prepares the Annual 
Internal Audit 

Program 

 
Head, 

Internal Audit Group 

 
 Establishes the audit objective/s, audit 

scope, audit criteria and extent of the 
audit program. Evaluates the auditors 
and determines audit resources. Refer 
to WI-QMS 06-01 How to Evaluate 
Auditors 

 Determines the audit schedules and 
assignments of auditors in all functional 
areas and its processes. 
CONFIRMATION MEMO indicates the 
phrase “If we do not hear from you, 
the audit schedule will prevail.” 

 
 Examines all areas in the program 

before approval including audit risks 
 
 
 Prepares and issues Notice of Audit 

together with the Audit Plan. 
 Gathers confirmation replies from 

auditees. 
 Reschedules audit based on the 

confirmation replies. 
 Leads the Opening Meeting among 

auditees and auditors to confirm 
assignments, schedules, audit 
objectives, scope, audit criteria, 
sampling to be used and audit reports 
needed. 

 Prepares audit checklist for all functional 
areas to harmonize audit results. 

 
 Review audit checklist and meet 

auditors to formulate strategies based 
on the audit objective and audit criteria . 

 
 

Approves the Annual 
Internal Audit 

Program 

 
 
 

ITDI Director/ QMR 

 
 

Notifies the 
Auditees* and 

conducts Opening 
Meeting 

 
 
 

Head, Internal Audit 
r 

 

Performs Pre-Audit 
Activities 

 

 

 
A 

 

  

Auditors 
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FLOW PERSON 
RESPONSIBLE DETAILS 

 
A 

 
 

Implement the Audit 
Program 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Manages the audit 
program outcome 

 
 
 
 
 
 
 
 

B 
 

Prepared by: 
 
 

HEAD, INTERNAL 

 
 

Auditors 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Auditors 

Head, Internal Audit 

 
 
 
 

App
 
 
AUDIT GROUP 

 Gather preliminary information by 
reviewing QMS documents, previous 
audit reports, functional objectives 
based on the audit checklist 

 
 Perform audit through interviews, 

observations and checking of records/ 
documents. 

 Evaluate/analyze findings based on the 
audit criteria using the following 
classification and categories: 

 
Categories: 

Conformity (C) – conforms with the 
procedure required by the 
standard and the organization. 

Nonconformity (NC) – lapses in the 
implementation of a procedure or 
total breakdown of a system 
required by the standard and the 
organization. 

Observation (O) – potential source of 
nonconformity or areas for 
improvement. 

Not Applicable (X) – the particular 
being asked is not applicable to 
the area being audited. 

 
Classification of Nonconformity: 

Minor – lapses in the 
implementation. 
Major – total breakdown of the 
system 

 
Prepare and submit audit reports 10 
working days after the date of audit 
including team review. 

 
Sets guidelines and heads the peer review 
of audit reports to harmonize classification 
of audit findings for all functional areas. 

 
 Give report on conformities, 

nonconformities,  observations, 
lessons learned/organizational 
knowledge   and  feedback  from 

roved by: 
 
 

QMR 
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   auditees, 

B 
 
 
 
 
 
 
 
 

Request auditees to 
investigate Cause/s 

of Detected 
Nonconformities 

 
Head, Internal Audit 

 
 
 
 
 
 
 
 

 
Auditors 

 
 Leads the Closing Meeting to confirm 

the audit findings with auditees either 
to accept or reject, especially on the 
grading of nonconformities, major or 
minor 

 Elevates unresolved issues to top 
management during the management 
review. 

 Prepares audit conclusion based on 
audit conclusion per functional area 

 
 Issue NCARs (QMS F-3) / Observation 

Reports (IA- F2) five working days 
after the last day of the audit . 

 Record NCARs in the Registry of 
Nonconformity and Corrective Action 
Reports or Issue Observation Reports 

 
Prepares Correction/ 
Corrective / Action 

 

Auditee/Process 
Owner 

 
 Fills out Nonconformity and Corrective 

Action Report (NCAR)/Observation 
Report to show any necessary 
corrections, corrective action, 
completion date and responsible 
person. Refer to PM-QMS 06-04 
Corrective Action 

 

Manages and 
improves audit 
program records 

 
Auditors 

Head, Internal Audit 

 Follow up correction/corrective action 
within the time scheduled in the notice 
of audit 

 
Prepares status of NCARs/Observations 
for submission to the QMR for 
Management Review 

 Division Chief  Monitors the implementation of 
necessary corrections/corrective action. 

 

C 

Head, Internal Audit Checks notice of audit, audit plan, audit 
checklist ,audit reports, audit 
concludion, NCARs,/Observations 
training record, performance rating of 
auditors, consolidated audit report, data 
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FLOW PERSON 
RESPONSIBLE DETAILS 

 
C 

 
 
 
 

Monitors and Reviews 
Internal Audit Program 
 
 
 
 
 
 
 
 

End 

 
 
 
 
 

 
Head, Internal Audit 

Program 

analyses, feedback from auditees, 
lessons learned, references, etc. 

 
Improves the audit program record 
based on the assessment of last audit. 

 
 
 Monitors and reviews the 

implementation of the audit program 
within three months of the following 
year/audit period to assess whether 
the objectives have been met including 
conformity with schedules, 
performance of audit team members, 
implementation of the audit plan and 
feedback from auditees. 

 
 Uses results of the audit program for 

review and continual improvement. 
 Reports to top management. 
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1.0  Objective: 
 

To ensure that all technical services satisfy the requirements of the Customer. 
 
2.0  Scope: 
 

This procedure covers all activities from the receipt of customer’s request for technical services up 
to implementation and collection of honorarium/incentives by concerned staff.  

 
3.0  Definition of Terms: 
 

Technical Services (TS) -  any assistance/services being provided to customers (i.e., individuals, 
industry/business sectors, academe, non-government organizations, other                                       
government institutions/agencies covered by a Memorandum of Agreement (MOA).  Technical 
Services include testing and analytical service, use of facilities and equipment, product/process 
development and improvement, design / fabrication of equipment and facilities, consultancy, 
specialized training.  These services are made available to provide technical support to different 
industry sectors, namely, food processing, packaging design and material, chemicals and minerals, 
materials science, microbiology and genetics, environmental, fuels and energy.  
 
Specialized Testing and Analytical services - refer to the testing and analytical services other 
than those provided by the Standards Testing Division (STD).      
 
Use of facilities and equipment -  refers to the use of the Institute’s laboratory and pilot plant 
facilities and processing equipment for the conduct of R & D related activities.                          
 
Product/Process Development/Improvement - a systematic work, drawing on existing 
knowledge gained from research that is directed to producing new materials, products and 
processes.  
            
Equipment Design/Fabrication - a systematic work drawing on research and development results 
that is directed to producing new machines/equipment or improvement of same.     
 
Technology Business Incubator (TBI) - assistance to local entrepreneurs and product innovators 
to enable them achieve commercial operation by providing optimum conditions for growth such as 
common service facilities, technical assistance, management advisory services, and access to 
inexpensive and responsive business consulting services.   
 
Consultancy - refers to analyzing business needs, problems, opportunities of customers in the 
context of requirements and recommends possible solutions to achieve its goals.  
 
Specialized Training - refers to training services which are required to address the identified 
specific needs related to the organization's goal.  
 
             
MOA  - refers to Memorandum of Agreement.  
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4.0 Documented Information: 
 

Letter of Request for Technical Services File 
Approved Request for Technical Services   
Approved CL/MOA with Capsule Project Proposal  
Official Receipt (photocopy)  
Accomplished Customer Satisfaction Survey Form 
Special Order of Working Personnel  

 
 

ITDI AO 003 Guidelines in the Computation of Fees and Charges for ITDI Contract Projects   
                     and Other Technical Services  
List of Technical Services with Standard Fees 
American Society for Testing and Materials (ASTM) Standards 
Association of Official Analytical Chemists (AOAC) Standards Official Method of Analysis 

 BFAD Administrative Order on Foods 
 CODEX 
 Department of Energy Standards 

International Standard (AOAC, AOCS, Codex, Merck Index) 
NEMA & Philippine Distribution Code 
Philippine National Standards (PNS) on Foods 
PNS and ISO Standards for Essentials Oils 

 R.A. 6969 – Toxic Substances and Hazardous and Nuclear Wastes Control Act 
 R.A. 8749 – Philippine Clean Air Act 
 R.A. 9003 –  Ecological  Solid Waste Management Act 
 R.A. 9275 – Philippine Clean Air Act 

United States Pharmacopeia (USP) 
      

 
 
 
 
  

ausr
for posting



 

DEPARTMENT OF SCIENCE AND TECHNOLOGY 
INDUSTRIAL TECHNOLOGY DEVELOPMENT INSTITUTE 

  DOCUMENT CODE   PM-ITDI 08-01 

PROCEDURES MANUAL 
  REVISION NUMBER   3 

  PAGE NUMBER   3 of 9 

SECTION 
PRODUCTION AND SERVICE 

PROVISION 

  EFFECTIVITY DATE   01 June 2021 

  DOCUMENT TYPE   PAPER / PDF FILE 

SUBJECT PROVISION OF TECHNICAL SERVICES 
 
 

Prepared by:  
 
 

DEPUTY DIRECTOR-ATS 

Approved by:  
 

 
DIRECTOR 

 

5.0 Procedure: 
FLOW 

 
PERSON 

RESPONSIBLE 
DETAILS 

A. WALK-IN CUSTOMERS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
Officer of the Day of 

the Division 
OC Staff 

Concerned Head 
Researcher 

 
 
 
 
 
 
 
 
 

 
Assigned 

Researcher 
Section Head 

 
 
 
 
 
 
 
 
 

Assigned 
Researcher 

Section Head 
 
 
 
 
 
 
 

 
 
 
 
 

 
 Refers the request / 

customer to the concerned 
section Head or assigned 
researcher/staff. 

    
 The assigned researcher 

meets with the walk-in 
customer to know specific 
technical service and 
determine    if request can 
be accommodated.   

 
 
 

 
 

 Informs the customer and 
may refer him/her to an 
appropriate entity. 

 
 

 If request can be 
accommodated, the 
assigned researcher 
determines if test / technical 
services to be provided is 
with standardized fees or by 
CL/MOA. 

 
 
 
 
 
 
 
 
 
 
 

Start 

Determine needs of 
customer 

No Request 
for TS can 

be 
accommod

ated? 

End  

Inform 
customer 

A 

Yes 

TS with 
standard-

ized 
fees? 

Yes 

B 

No 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 
 
 

Assigned 
Researcher 

Division Head/OIC 
 
 
 

OC Staff 
TSD-BDS Staff  

 
 
 

OC Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 Provides the prescribed form 

to be filled out by the client  / 
customer, ITDI F2 Request 
for Technical Services (with 
Standardized Fees).  Refer 
WI-TSD-BDS 08-07 
Processing Requests for 
Technical Services with   
Standardized Fees.  

 
 
 Validates the filled-out 

request form and indicates 
the corresponding fees and 
charges and due date; the 
get approval from the 
Chief/OIC. 

 Forwards the accomplished 
request form to TSD for TS 
Reference number. 

 
 Assists the customer to pay 

the actual total TS fees / 
charges to ITDI Cashier. 
Official Receipt is issued to 
the customer upon payment. 

 
 Obtains a copy of the O.R. 

and accomplished request 
form; then receives the 
sample / material for testing 
from the customer.  

 
 
 

Fill out prescribed 
Request form 

A 

C 

 

Process Request  

 

Pay TS fees / 
charges to the 

Cashier 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

 

 
 

 
 

 

 
 

Assigned 
Researcher 

 
 
 
 

TS-BDS Staff 
 
 
 

Assigned 
Researcher 

Analyst 
 
 
 
 
 

 
 
 

 
 
 
 
 
 

OC Staff 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 

 Conducts / implements 
according to the provisions 
of TS request. 

 Refer to Risk Assessment 
. 
 

 Monitors progress of the TS 
from time to time until 
completed. 

 
 For test / analysis, submits 

report of test to the Office of 
the Chief. 

 For other TS, submits 
Technical / Accomplishment 
Report and product, if there 
is any to the Office of the 
Chief. 

 Complies with the office 
policy regarding bringing 
out/releasing of actual 
product output. Use ITDI-F4, 
entry-Exit Pass form. 

 Releases the report of test / 
analysis or Technical Report 
to the customer. 

 Provides QMS-F2, Customer 
Satisfaction Survey Form to 
be filled out by the customer. 
The accomplished feedback 
form is submitted to QMR 
and a duplicate copy is filed 
at the Office of the Chief. 

 
 
 
 
 
 
 

Release report of 
Test conducted / 

product output to the 
customer 

C 

 

Implement TS 

End 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 

OC Staff 
 
 
 
 
 
 
 
 
 
 
 

OD/TSD Staff 
OC Staff 

 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 For TS by CL/MOA, 

customer fills out the ITDI 
F1 Letter of Request for 
Technical Services form. 

 Informs the customer that 
his/her request for TS will 
be forwarded to Office of 
the Director for approval. 

 
 Advises the customer to call 

the office for status of 
request. 

 
 
 
 
 
 
 
 
 
 Returns the Letter of 

Request to concerned 
division for appropriate 
action. 

 
 Informs the customer if 

request can or cannot be 
accommodated. 

 
 
 
 
 
 
 
 
 

B 

Fill out prescribed 
Letter of Request for 

TS 

Forward letter of 
request to OD for 

approval/instruction / 
recommendation 

No 

Request 
can be 

accommod
ated? 

End  

Inform 
customer 

Yes 

F 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 

Assigned 
Researcher 

 
TSD Staff 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 Prepares the project 
proposal including Gantt 
chart of activities and 
estimated LIB. 

 
 
 
 
 
 Forwards the project 

proposal to TSD-BDS. 
 
 Reviews the proposal 

including LIB and prepare 
draft CL/MOA. 

 
 
 
 
 
 

 If Customer does not agree 
with the provisions of the 
CL/MOA and decides to 
cancel request, the assigned 
researcher informs the TSD 
and put draft CL/MOA on 
archives.  

 
 If Customer agrees with the 

provisions, the Customer 
signs the CL/MOA and pay 
to Cashier the total 
charges/fees indicated in the 
CL/MOA.  Refer to PM-FMD 
08-01 Billing. 

 
 
 
 

F 

Prepare project 
proposal as 

requirement of 
customer 

Submit project 
proposal to TSD to 
process CL/MOA 

Are the 
provisions 

in the 
CL/MOA 

accepted / 
approved? 

End  

Inform TSD 
for 

appropriate 
action 

G 

No 

Yes 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Assigned 
Researcher  

 
 
 
 

TSD-BDS Staff  
 
 
 

Assigned 
Researcher  

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 Conducts TS according to 

the provision of the 
approved MOA/CL – Gantt 
chart of activities. 

 Refer to Risk Assessment. 
 
 Monitors the progress of the 

TS from time to time until 
completed. 

 
 Prepares report of test / 

technical report. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Release report of 
Test conducted / 

product output to the 
customer 

G 

 

Implement TS 

End 
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                    FLOW  PERSON 
RESPONSIBLE 

              DETAILS  

B. LETTER OF REQUEST 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 

Concerned Division Head 
/  OIC 

 
 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 

 
Assigned 

Researcher 
Section Head 

 
 
 
 
 
 

 
 
 

 
 
 
 
 
• Takes action on the letter of 

request. 
• The OC refers the letter to the 

concerned section Head or 
researcher. 

 
 
• May call or request a meeting 

with the customer to gather 
details pertaining the request, 
then to determine if request 
can be accommodated.   
 
 

 
 

 Informs the customer verbally 
or thru letter/mail, email, fax or 
may refer the customer to an 
appropriate entity.  

 
 
 
 
 
 See process flow for walk-in 

customers from page 4 to page 
8. 

 
 

 

Start 

Receive letter from 
OD 

No 
Request 
can be 

accommo
dated? 

End  

Inform the 
customer 

Yes 

Follow Process for 
Walk-in Customers 

End 
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1.0 Objective: 

To ensure that all Regular R&D Projects satisfy the requirements of the Institute and government 
plans and programs

2.0 Scope: 

This procedure covers all Regular R&D Projects from preparation of project proposal up to the 
assignment of project code.  

3.0 Definition of Terms : 

Regular R & D Project - refers to research and development project of the Institute that is funded 
by GAA (General Appropriations Act). 

Project Proposal - refers to the plan and description of the research project prepared by the 
researcher.   

Capsule Proposal - a form with a prescribed format used for preparing a detailed description and 
plan of the proposed research project and is submitted for approval.  These   include   the project 
title, objectives, background/rationale, expected output, definition, plan of activities and 
deliverables, personnel and budget requirements.   

Project Code - the number assigned to R&D project for purposes of identification, records and 
release.  

4.0 Documented Information: 

Yearly List of Approved R&D Projects 
Approved Project Proposal File   
Archive Project Proposal File  

      Planning Cycle for R&D Projects (PMISD) 
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6.0 Procedure: 

FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 

 
 

 
 

R&D Div (RDD) 
Research Personnel 

PMISD Chief / 
Assigned Staff 

RDD Project Leader 
Section Head 

Section Head 
RDD Chief SRS 

 Refer to S&T Plan, National Agenda,
Divisional Planning / Workshop,
Output of Industry Consultation for
R&D priority areas.

 Refer to Risk Assessment.

 Refer to PM-PMISD 08-01 Planning,
Monitoring and Evaluation of R&D
Project.

 Forward Project Proposal to
concerned Section Head, then to
RDD Chief SRS for endorsement.

 Study and discuss the proposal
within the concerned RDD; DOST /
Government priority programs and
other requirements to justify its
implementation.

 RDD Chief SRS endorses the
proposal to the Deputy Director for R
& D thru the PMISD for comment and
approval for presentation to the ITDI
Technical Review Committee (TRC).

 The TRC conducts blind review and
approves/ disapproves the project
proposal.

Start

Conceptualize and 
identify priority R&D 

areas   

Prepare project 
proposals   

Review and endorse 
project proposals to 

PMISD 

A 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

RDD Chief SRS/ Section 
Head / Project Leader 

PMISD Staff 

PMISD 
Deputy Director, R&D 

Director 

 Project proposal(s) which were 
not approved are filed in the 
archives.

 Inform the ODDRD on the results
of the blind review for evaluation of
ODDRD with the PMISD Monitors.
The PLs may be requested to
present/discuss the proposal.

 Present the projects to TRC.
 The Project Leader may be

requested to present the proposal.
 TRC Members discuss and 

evaluate the project proposals.
 The Project Leader revises the

project proposal when needed.

 The Director approves the project
upon the recommendation of the
TRC.

No 

A 

A
Approved for 

presentation to 
TRC? 

Archives 

End

Inform ODDRD on 
the results of the 
blind review with 
PMISD Monitors 

Yes 

B 

Present proposed 
projects to TRC 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

       SRA – OC (RDD) 

 

RDD Chief SRS 
PMISD Chief SRS 

 If proposal is not accepted on any
stage or review and evaluation, file
hardcopy of Project Proposal in
Archive.

 PMISD Chief assigns Project 
Code indicating therein that 
reference should be made on the 
attached Approved Project 
Proposal.

 PMISD assigns Project Code on 
approved projects for specific 
RDD.

 Project Codes and its details are 
recorded in Project Code Logbook.

B 

Prepare project code 

No 
Approved for 

implementation? 

Yes 
Archives 

End

C 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

PMISD Chief SRS 
PMISD Staff 

RDD Chief SRS 

 PMISD Chief prepares a masterlist
of approved regular R&D projects
for implementation in the coming
year.

 PMISD furnishes concerned R&D
division with the Final Masterlist of
Approved regular R&D projects for
implementation.

 The RDD - OC through its
document custodian keeps the
Masterlist in record file for
reference.

End

C 

A

Prepare Masterlist of 
approved R&D 

projects 
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1.0 Objective: 

To ensure that the output of the R&D project meets the key objectives and conforms to the customer 
requirements 

2.0 Scope: 

This procedure covers all activities from project mobilization, laboratory processing, test and 
evaluation, regular project monitoring and discussion up to completion of projects. 

3.0 Definition of Terms: 

Completed Project - refers to completion of a project according to the targeted milestones.  

Output - refers to the final outcome of materials research, process research, and equipment and 
product prototyping.  

Quarterly milestone - refers to the expected output that must be delivered every three (3) months. 

Ghantt Chart  - a list of activities and a related information organized in a  chart that graphically 
shows  detailed activities and duration  of the project.   

4.0 Documented Information: 

Revised Detailed Project Proposal (Approved Project(s)) 
Yearly List of Approved R&D Projects (divisional) for implementation 

Planning Cycle for R&D Projects (PMISD) 
WI-PMISD-PMS 08-01, Call for Submission of Project Proposals/Reports 
WI-PMISD-PMS 08-03, Evaluation of Proposals/ Projects  
WI-PMISD-PMS 08-04, Monitoring / Validation of Project Accomplishments 
WI-TSD-BDS 08-01, Monitoring of Technology Transfer Projects 
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5.0 Procedure: 

  FLOW PERSON 
RESPONSIBLE 

DETAILS 

Project Leader 
Section Head/ RDD 

Chief SRS 

Project Leader 
PMISD Section Head - 

Project Monitoring 

 Based on the quarterly
milestones, the project leader
provides final progress report to
PMISD if project is completed.

 Project leader confirms the
completed project during the
project review meeting.

 If project cannot be completed at
the designated duration/time, the
Project leader informs PMISD for
appropriate action.

• For completed project, the 
Project  leader submits a 
technical report/terminal 
report noted by RDD Chief 
SRS to PMISD.

 For carry-over project, Project
leader submits a justification for
extension and a re-structured
quarterly milestone to PMISD.
Refer to WI-TSD-BDS 08-01
Monitoring of Technology
Transfer Projects.

 The TRC may suspend an
on-going R&D project after
careful evaluation of the request
of the project leader.

Yes 

No 

Is the project 
completed? 

Inform PMISD 
for 

appropriate 
Action 

Submit Technical 
Report/Terminal 

Report 

End

B 

Start 

Project Leader 
RDD Chief SRS
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FLOW 
PERSON 

RESPONSIBLLE 
DETAILS 

PMISD Staff 
Project Leader 

Section Head/ RDD 
Chief SRS 

 The TRC makes the assessment
and recommendation based on the
results/output of the completed
project (i.e., scale-up, technical
paper, evaluate other parameters,
prototyping, etc.).

 The TRC may request the Project 
Leader to make a presentation on 
the results of the completed 
project.

 PMISD submits the 
recommendation of completed 
projects to the concerned RDD.

End 

B 

A

Assess / recommend 
prospects of the 

completed project 
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QMR 
 

1.0 Objective: 
 

To ensure that all types and forms of documented information necessary for the effectiveness of 
the QMS, are appropriately identified, reviewed, approved, and always made available at any 
time and suitable for use when needed.  It also aims to ensure that documented information of 
external origin is identified and its distribution controlled.  

 
2.0 Scope:  
 

This procedure manual covers all the documented information needed for the Quality 
Management System of the Industrial Technology Development Institute and covers the 
monitoring and distribution of internally and externally generated documents. Furthermore, this 
covers the issuance of the uncontrolled copy. 

 
3.0 Definition of Terms: 
 

Documented Information – information (both documents and records) that must be controlled, 
maintained and retained necessary to support the operation  of processes which should be 
carried out as planned. 
 
Process Owner - the person who prepares a management system document. 

  
      Copyholder - the person who holds a copy of the controlled document. 
 

Controlled Documents - documents issued that need to be updated. 
 

Uncontrolled Documents – any document that need not to be updated and was unofficially 
printed, reproduced and/or downloaded not bearing the official markings.  

 
 Internally–Generated Documents - documents prepared by any personnel of ITDI. 

 
Externally-sourced Documents - ready-made documents sourced outside of ITDI that include 
published national or international standards on methods, procedures and specifications, 
equipment instructions and operating manuals, legal papers, references, etc. which are 
determined necessary for the planning and operation of the quality management system. 

 
 Document Control Form (DCF) – a form used to request for creation, revision and cancellation 
of an existing documented information. 
 
 DCD - Document Custodian of the Division. 
 

4.0 Records: 
 

Accomplished Document Control Form 
Accomplished Issue/Withdrawal Form 
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5.0 References: 
 

Master List of Controlled Documents  
Master List of Externally Sourced Documents  
WI-QMS 02-01 How to Revise Controlled Document 
WI-QMS 02-02 Withdrawal of Obsolete Documents  
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6.0 Procedure: 
A. Internally-Generated Documents 

FLOW PERSON 
RESPONSIBLE 

DETAILS 

 

 
 
 
 
 

Concerned Process 
Owner 

 
 
 
 
 
 
 
 

Concerned Head/QMR 
 
 
 
 
 
 
 
 

Document Custodian 
 
 
 
 
 

Concerned Process 
Owner 

 
 

 
 

Copyholders/ 
Concerned Process 

Owner 

 
 
 
 
 
 For the initial establishment of 

QMS, there is no need to 
accomplish a DCF (DC- F1). 
Accomplish Document Control 
Form upon first revision or 
creation of new documents after 
the first effectivity date. Refer to 
WI-QMS 02-01 How to Revise 
Controlled Document. 

 
 

 Check new document against 
DCF details. For newly revised 
documents, check against the 
altered copy and DCF details.  

 Affix signature and date of signing 
in DCF. Use blue-ink pen when 
signing in the new/revised 
document. 

 
 Update affected documents, see 

check list of affected documents 
on page 5). 

 

 
 Orient/inform other personnel on 

creation/revision of documents 
five (5) or at least two (2) days 
before effectivity date. 
 
 

 Refer to Risk Management 
Assessment. 

 
 
 
 

Start 

Create/Revise 
document 

Review and 
approve document 

 

Record, issue and 
withdraw 

documents 

Use and Maintain 

End 

Orient Personnel 

07-01
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B. Externally-Sourced Documents 
 

FLOW PERSON RESPONSIBLE DETAILS 

 

 
 
 

 
Concerned Process Owner 

 
 
 

DCD 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DC 
 
 
 
 
 
 
 
 

Process Owner / 
DCD / DC 

 
 

 

 
 
 
 
 Assign code number.  
 Code the hard copy of 

reference/external document. 
 
 The master list of external 

documents contains the 
following: 
 Document Code 
 Document Title 
 Location of file document 
 Responsible Person  
 Year Published 
 Effectivity date and 

revision status of the 
master list. 

 Division Head approves the 
Master List.   

 Accomplish DC-F1 
Document Control Form 
whenever there is a revision. 

 For drawings provided by 
customers, use the 
Controlled Drawings 
Logbook. 

 
 Stamp photocopy of Master 

List of Externally Sourced 
Documents with “Controlled 
Copy No. _____” and issue 
to copyholder. 

 Use DC-F2 Issue/Withdrawal 
Form. 

 File original copy of the 
Master List.   

 Refer to Risk Management 
Assessment 

 
 

Use/Maintain/ Update 

End 

Start 

Receive 
accomplished Master 

List of Externally 
Sourced Documents 

and Hard Copy 

Accomplish Master 
List of Externally 

Sourced Documents 

Identify and secure 
external document 
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C. Issuance of Uncontrolled Copy 
 

FLOW PERSON RESPONSIBLE DETAILS 

 

 
 
 
 

 
DC 

 
 
 
 
 
 
 
 
 
 
 

QMR 
 
 
 
 

QMR 
 
 
 
 
 
 

DC 
 

 
 
 
 
 
 

 
 
 
 
 
 Use DC-F3 Issuance of 

Uncontrolled Documents. 

 Approval or disapproval is at 
QMR’s discretion. 

 Sign in DC-F3 Issuance of 
Uncontrolled Documents. 

 Inform requesting party of 
disapproval and sign 
“disapproved” under 
REMARKS of DC-F3, 
Issuance of Uncontrolled 
Documents. 

 Reproduce the Mastercopy 
and stamp photocopy with 
“Uncontrolled Copy”. 
Require requesting party to 
sign “Received By” of DC-
F3, Issuance of Uncontrolled 
Documents whenever 
applicable. 

 
 Refer to Risk Assessment. 

 
 
 
 
 

Start 

End 

Release 
“Uncontrolled 

Copy” 

Approve the 
request for 

release 

Record details of 
request for copy 

Approve? 

Yes 

No 

Inform 
requesting 

party 
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 Checklist of affected documents when revision is made. 
 

 Page Number 

 Table of Contents  

 Authorization for the Implementation / Updating Responsibility, PM-QM-01-03 

 Master List of Controlled Documents 

 Master List of Controlled Documents (Electronic Files)   
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1.0 Objective:  
 

To ensure that all Regular R&D Projects satisfy the requirements of the Institute and government 
plans and programs.  

 
2.0 Scope: 
 

This procedure covers all Regular R&D Projects from preparation of project proposal up to the 
assignment of project code.  

 
3.0 Definition of Terms :  
 

Regular R & D Project - refers to research and development project of the Institute that is funded 
by GAA (General Appropriations Act). 
 
Project Proposal - refers to the plan and description of the research project prepared by the 
researcher.   
 
Capsule Proposal - a form with a prescribed format used for preparing a detailed description and 
plan of the proposed research project and submit for approval.  These   include   the project title, 
objectives, background/rationale, expected output, definition, plan of activities and deliverables, 
personnel and budget requirements.   
 
Project Code - the number assigned to R&D project for purposes of identification, records and 
release.  

             
4.0  Documented Information: 
 

Yearly List of Approved R&D Projects 
Approved Project Proposal File   
Archive Project Proposal File  

 
Planning Cycle for R&D Projects (PMISD) 

 
 
 
 
 
 
 
 
 



 

DEPARTMENT OF SCIENCE AND TECHNOLOGY 
INDUSTRIAL TECHNOLOGY DEVELOPMENT INSTITUTE 

DOCUMENT CODE   PM-ITDI 08-02 

PROCEDURES MANUAL 
REVISION NUMBER   2 

PAGE NUMBER   2 of 5 

SECTION 
PRODUCTION AND SERVICE 

PROVISION 
EFFECTIVITY DATE   03 January 2020 

DOCUMENT TYPE   PAPER / PDF FILE 

SUBJECT 
GENERATION AND APPROVAL OF REGULAR          

R&D PROJECTS 
 

Prepared by: 
 
 

OIC, DEPUTY DIRECTOR-R&D 

Approved by: 
                 
                  

DIRECTOR 
 
 

 
 
6.0 Procedure: 
 

FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
R&D Div (RDD) 

Research Personnel 
PMISD Chief / 
Assigned Staff 

 
 

 
RDD Project Leader 

Section Head 
 
 
 
 
 
 

Section Head 
RDD Chief SRS 

 

 
 
 
 
 
 
 Refer to S&T Plan, National Agenda, 

Divisional Planning / Workshop, 
Output of Industry Consultation for 
R&D priority areas.  

 Refer to Risk Assessment. 
 

 
 Refer to PM-PMISD 08-01 Planning, 

Monitoring and Evaluation of R&D 
Project. 

 Forward Project Proposal to 
concerned Section Head, then to  
RDD Chief SRS for endorsement. 

 
 Study and discuss the proposal 

within the concerned RDD; DOST / 
Government priority programs and 
other requirements to justify its 
implementation.  

 
 RDD Chief SRS endorses the 

proposal to the Deputy Director for R 
& D thru the PMISD for comment and 
approval for presentation to the ITDI 
Technical Review Committee (TRC).  

 
 The TRC approves/ disapproves the 

project proposal.  
 

 
 

Start 

Conceptualize and 
identify priority R&D 

areas   

Prepare project 
proposals   

Review and endorse 
project proposals to 

PMISD 

A 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
RDD Chief SRS/ Section 

Head / Project Leader 
PMISD Staff 

 
 
 
 
 
 

PMISD 
Deputy Director, R&D 

Director 

 
 
 
 
 
 
 
 
 
 

 Project proposal(s) not approved, 
filed in archives.  

 
 
 
 
 
 
 Present the projects to TRC.  
 The Project Leader may be 

requested to present the proposal.   
 TRC Members discuss and 

evaluate the project proposals.  
 The Project Leader revises the 

project proposal when needed.  
 
 
 The Director approves the project 

upon the recommendation of the 
TRC. 

 
 
 
 
 
 

 

No 

A 

Approved 
for 

presentatio
n to TRC? 

Archives 

End 

Present proposed 
projects to TRC   

Yes 

B 
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FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

       SRA – OC (RDD) 
 
 
 
 
 
 

RDD Chief SRS 
PMISD Chief SRS 

 
 
 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 
 

 If proposal is not accepted on any 
stage or review and evaluation, file 
hardcopy of Project Proposal in 
Archive. 
 
 
 

 
 PMISD Chief assigns Project   

Code indicating therein that 
reference should be made on the 
attached Approved Project 
Proposal.  

 PMISD assigns Project Code on 
approved projects for specific 
RDD. 

 
 Project Codes and its details are 

recorded in Project Code Logbook. 
 
 

 
 

 
 

B 

Prepare project code 

No  

Approved for 
implementatio

n? 

Yes 
Archives 

End 

C 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

PMISD Chief SRS 
PMISD Staff 

RDD Chief SRS 
 

 
 
 
 
 
 
 
 
 
 PMISD Chief prepares a masterlist 

of approved regular R&D projects 
for implementation in the coming 
year. 

 PMISD furnishes concerned R&D 
division with the Final Masterlist of 
Approved regular R&D projects for 
implementation.  

 The RDD - OC through its 
document custodian keeps the 
Masterlist in record file for 
reference. 

 

 

End 

C 

Prepare Masterlist of 
approved R&D 

projects 
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1.0 Objective:  
 

To ensure that the output of the R&D project conforms to the customer requirements.   
 
2.0 Scope: 
 

This procedure covers all activities from project mobilization, laboratory processing, test and 
evaluation, regular project monitoring and discussion up to completion of projects. 

 
3.0 Definition of Terms: 
 

Completed Project - refers to completion of a project according to the targeted milestones.   
 
Output - refers to the final outcome of materials research, process research, and equipment and 
product prototyping.  
            
Quarterly milestone - refers to the expected output that must be delivered every three (3) months.  
 
Ghantt Chart  - a list of activities and a related information organized in a  chart that graphically  
show  detailed activities and duration  of the project.   
 

4.0 Records:  
 

Revised Detailed Project Proposal (Approved Project(s)) 
Yearly List of Approved R&D Projects (divisional) for implementation 

 
5.0 Documented Information: 
 

Planning Cycle for R&D Projects (PMISD) 
WI-PMISD-PMS 08-01, Call for Submission of Project Proposals/Reports 
WI-PMISD-PMS 08-03, Evaluation of Proposals/ Projects  
WI-PMISD-PMS 08-04, Monitoring / Validation of Project Accomplishments 
WI-TSD-BDS 08-01, Monitoring of Technology Transfer Projects 
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6.0 Procedure: 

   

                  FLOW PERSON 
RESPONSIBLE 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Project Leader 
Section Head/ RDD 

Chief SRS 
 
 
 
 
 
 
 
 
 

Project Leader 
PMISD Section Head - 

Project Monitoring 
 
 
 
 
 
 

Project Leader 
RDD Chief, SRS 

 
 
 
 

 
 
 
 Based on the quarterly 

milestones, the project leader 
provides final progress report to 
PMISD if project is completed.  

 Project leader confirms if project 
completed during the project 
review meeting.  

 
 
 
 
 
 If project cannot be completed at 

the designated duration/time, the 
Project leader informs PMISD for 
appropriate action.  

 
 
 
 
 
 For completed project, project 

leader submits a technical 
report/terminal report noted by 
RDD Chief SRS to PMISD.  

 
 For carry-over project, Project 

leader submits a justification for 
extension and a re-structured 
quarterly milestone to PMISD. 
Refer to WI-TSD-BDS 08-01 
Monitoring of Technology 
Transfer Projects.  

 The TRC also suspends on-
going R&D project after careful 
evaluation or if found 
reasonable, the request of the 
project leader.  

A 

Yes 

No 
 

Is the 
project 

completed

Inform PMISD 
for 

appropriate 
Action 

Submit Technical 
Report/Terminal 

Report 

End 

B 
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FLOW 
 

 
 
 

PERSON 
RESPONSIBLLE 

 
 
 

DETAILS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

PMISD Staff 
Project Leader 

Section Head/ RDD 
Chief SRS 

 

 
 
 
 
 
 
 
 
 
 The TRC makes assessment and 

recommendation based on the 
results/output of the completed 
project (i.e., scale-up, technical 
paper, evaluate other parameters, 
prototyping, etc.). 

  
 The TRC may request the Project 

Leader to make a presentation on 
the results of the completed 
project.   

 
 PMISD submits recommendation 

of completed projects to concerned 
RDD.   

 

 

End 

B 

Assess / recommend 
prospects of the 

completed project 
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1.0  Objective: 
 

To ensure that all technical services satisfy the requirements of the Customer. 
 
2.0  Scope: 
 

This procedure covers all activities from the receipt of customer’s request for technical services up 
to implementation and collection of honorarium/incentives by concerned staff.  

 
3.0  Definition of Terms: 
 

Technical Services (TS) -  any assistance/services being provided to customers (i.e., individuals, 
industry/business sectors, academe, non-government organizations, other                                       
government institutions/agencies covered by a Memorandum of Agreement (MOA) or                                       
Conforme Letter (CL).  Technical Services include testing and analytical service, use of facilities 
and equipment, product/process development and improvement, design / fabrication of equipment 
and facilities, consultancy, specialized training.  These services are made available to provide 
technical support to different industry sectors, namely, food processing, packaging design and 
material, chemicals and minerals, materials science, microbiology and genetics, environmental, 
fuels and energy.  
 
Specialized Testing and Analytical services - refer to the testing and analytical services other 
than those provided by the Standards Testing Division (STD).      
 
Use of facilities and equipment -  refers to the use of the Institute’s laboratory and pilot plant 
facilities and processing equipment for the conduct of R & D related activities.                          
 
Product/Process Development/Improvement - a systematic work, drawing on existing 
knowledge gained from research that is directed to producing new materials, products and 
processes.  
            
Equipment Design/Fabrication - a systematic work drawing on research and development results 
that is directed to producing new machines/equipment or improvement of same.     
 
Technology Business Incubator (TBI) - assistance to local entrepreneurs and product innovators 
to enable them achieve commercial operation by providing optimum conditions for growth such as 
common service facilities, technical assistance, management advisory services, and access to 
inexpensive and responsive business consulting services.   
 
Consultancy - refers to analyzing business needs, problems, opportunities of customers in the 
context of requirements and recommends possible solutions to achieve its goals.  
 
Specialized Training - refers to training services which are required to address the identified 
specific needs related to the organization's goal.  
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Conforme Letter (CL) - an agreement entered into between the Institute and the Customer in lieu 
of rendering technical service.   
             
MOA  - refers to Memorandum of Agreement.  

 
4.0 Documented Information: 
 

Letter of Request for Technical Services File 
Approved Request for Technical Services   
Approved CL/MOA with Capsule Project Proposal  
Official Receipt (photocopy)  
Accomplished Customer Satisfaction Survey Form 
Special Order of Working Personnel  

 
 

ITDI AO 003 Guidelines in the Computation of Fees and Charges for ITDI Contract Projects   
                     and Other Technical Services  
List of Technical Services with Standard Fees 
American Society for Testing and Materials (ASTM) Standards 
Association of Official Analytical Chemists (AOAC) Standards Official Method of Analysis 

 BFAD Administrative Order on Foods 
 CODEX 
 Department of Energy Standards 

International Standard (AOAC, AOCS, Codex, Merck Index) 
NEMA & Philippine Distribution Code 
Philippine National Standards (PNS) on Foods 
PNS and ISO Standards for Essentials Oils 

 R.A. 6969 – Toxic Substances and Hazardous and Nuclear Wastes Control Act 
 R.A. 8749 – Philippine Clean Air Act 
 R.A. 9003 –  Ecological  Solid Waste Management Act 
 R.A. 9275 – Philippine Clean Air Act 

United States Pharmacopeia (USP) 
      

 
 
 
 
 
 
 
 
 
 
 
5.0 Procedure: 
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FLOW 
 

PERSON 
RESPONSIBLE 

DETAILS 

A. WALK-IN CUSTOMERS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
Officer of the Day of 

the Division 
OC Staff 

Concerned Head 
Researcher 

 
 
 
 
 
 
 
 
 

 
Assigned 

Researcher 
Section Head 

 
 
 
 
 
 
 
 
 

Assigned 
Researcher 

Section Head 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 Refers the request / 

customer to the concerned 
section Head or assigned 
researcher/staff. 

    
 The assigned researcher 

meets with the walk-in 
customer to know specific 
technical service and 
determine    if request can be 
accommodated.   

 
 
 

 
 

 Informs the customer and 
may refer him/her to an 
appropriate entity. 

 
 

 If request can be 
accommodated, the 
assigned researcher 
determines if test / technical 
services to be provided is 
with standardized fees or by 
CL/MOA. 

 
 
 
 
 
 
 
 
 
 
 
 

Start 

Determine needs of 
customer 

No Request 
for TS can 

be 
accommod

ated? 

End  

Inform 
customer 

A 

Yes 

TS with 
standard-

ized 
fees? 

Yes 

B 

No 
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PERSON 
RESPONSIBLE 
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Assigned 
Researcher 

 
 
 
 
 
 
 
 
 

Assigned 
Researcher 

Division Head/OIC 
 
 
 

OC Staff 
TSD-BDS Staff  

 
 
 

OC Staff 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 Provides the prescribed form 

to be filled-up by the client  / 
customer, ITDI F2 Request 
for Technical Services (with 
Standardized Fees).  Refer 
WI-TSD-BDS 08-07 
Processing Requests for 
Technical Services with   
Standardized Fees.  

 
 
 Validates the filled-up 

request form and indicates 
the corresponding fees and 
charges and due date; the 
get approval from the 
Chief/OIC. 

 Forwards the accomplished 
request form to TSD for TS 
Reference number. 

 
 Assists the customer to pay 

the actual total TS fees / 
charges to ITDI Cashier. 
Official Receipt is issued to 
the customer upon payment. 

 
 Obtains a copy of the O.R. 

and accomplished request 
form; then receives the 
sample / material for testing 
from the customer.  

 
 
 
 

Fill-up prescribed 
Request form 

A 

C 

 

Process Request  

C 

 

Pay TS fees / 
charges to the 

Cashier 
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PERSON 
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Assigned 
Researcher 

 
 
 
 

TS-BDS Staff 
 
 
 

Assigned 
Researcher 

Analyst 
 
 
 
 
 

 
 
 

 
 
 
 
 
 

OC Staff 
 
 
 
 
 
 
 

OC Staff 
 
 
 
 
 
 
 

 
 
 
 

 Conducts / implements 
according to the provisions of 
TS request. 

 Refer to Risk Assessment 
. 
 

 Monitors progress of the TS 
from time to time until 
completed. 

 
 For test / analysis, submits 

report of test to the Office of 
the Chief. 

 For other TS, submits 
Technical / Accomplishment 
Report and product, if there is 
any to the Office of the Chief. 

 Complies with the office 
policy regarding bringing 
out/releasing of actual 
product output. Use ITDI-F4, 
entry-Exit Pass form. 

 Releases the report of test / 
analysis or Technical Report 
to the customer. 

 Provides QMS-F2, Customer 
Satisfaction Survey Form to 
be filled-up by the customer. 
The accomplished feedback 
form is submitted to QMR 
and a duplicate copy is filed 
at the Office of the Chief. 

 
 Attends to necessary 

requirement for claim of 
Honoraria in lieu of TS 
rendered. Refer to WI-TSD-
BDS 08-08 to Processing 
Request For Payment Of 
Honoraria For Technical 
Services. 

Release report of 
Test conducted / 

product output to the 
customer 

 

Implement TS 

 

Collect / claim 
Honoraria 

End 
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Assigned 
Researcher 

 
 
 
 
 
 
 

OC Staff 
 
 
 
 
 
 
 
 
 
 
 

OD/TSD Staff 
OC Staff 

 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 For TS by CL/MOA, 

customer fills-up the ITDI F1 
Letter of Request for 
Technical Services form. 

 Informs the customer that 
his/her request for TS will be 
forwarded to Office of the 
Director for approval. 

 
 Advises the customer to call 

the office for status of 
request. 

 
 
 
 
 
 
 
 
 
 Returns the Letter of Request 

to concerned division for 
appropriate action. 

 
 Informs the customer if 

request can or cannot be 
accommodated. 

 
 
 
 
 
 
 
 
 
 
 

B 

Fill-up prescribed 
Letter of Request for 

TS 

Forward letter of 
request to OD for 

approval/instruction / 
recommendation 

No 
Request 
can be 

accommod
ated? 

End  

Inform 
customer Yes 

F 
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Assigned 
Researcher 

 
 
 
 
 
 
 

Assigned 
Researcher 

 
TSD Staff 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 Prepares the project 
proposal including Ghantt 
chart of activities and 
estimated LIB. 

 
 
 
 
 
 Forwards the project 

proposal to TSD-BDS. 
 
 Reviews the proposal 

including LIB and prepare 
draft CL/MOA. 

 
 
 
 
 
 

 If Customer does not agree 
with the provisions of the 
CL/MOA and decides to 
cancel request, the assigned 
researcher informs the TSD 
and put draft CL/MOA on 
archives.  

 
 If Customer agrees with the 

provisions, the Customer 
signs the CL/MOA and pay to 
Cashier the total 
charges/fees indicated in the 
CL/MOA.  Refer to PM-FMD 
05-01 Billing. 

 
 
 
 
 
 

F 

Prepare project 
proposal as 

requirement of 
customer 

Submit project 
proposal to TSD to 
process CL/MOA 

Are the 
provisions 

in the 
CL/MOA 

accepted / 
approved? 

End  

Inform TSD 
for 

appropriate 
action 

G 

No 

Yes 
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Assigned 
Researcher  

 
 
 
 

TSD-BDS Staff  
 
 
 

Assigned 
Researcher  

 
 
 
 
 
 
 
 
 

OC Staff 
 

 
 
 
 Conducts TS according to 

the provision of the approved 
MOA/CL – Ghantt chart of 
activities. 

 Refer to Risk Assessment. 
 
 Monitors the progress of the 

TS from time to time until 
completed. 

 
 Prepares report of test / 

technical report. 
 
 
 
 
 
 
 
 
 
 Attends to necessary 

requirement for claim of 
Honoraria in lieu of TS 
rendered. Refer to WI-TSD-
BDS 05-08 to Processing 
Request For Payment Of 
Honoraria For Technical 
Services. 

 
 

 
 

Release report of 
Test conducted / 

product output to the 
customer 

G 

 

Implement TS 

 

Collect / claim 
Honoraria 

End 
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                    FLOW  PERSON 
RESPONSIBLE 

              DETAILS  

B. LETTER OF REQUEST 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 

Concerned Division Head 
/  OIC 

 
 
 
 
 

Assigned 
Researcher 

 
 
 
 
 
 
 

Assigned 
Researcher 

Section Head 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 Takes action on the letter of 

request. 
 The OC refers the letter to the 

concerned section Head or 
researcher. 

 
 
 May call or request a meeting 

with the customer to gather 
details pertaining the request, 
then to determine if request can 
be accommodated.   
 
 
 
 

 Informs the customer verbally 
or thru letter/mail, email, fax or 
may refer the customer to an 
appropriate entity.  

 
 
 
 
 
 See process flow for walk-in 

customers from page 4 to page 
8. 

 
 

 

Start 

Receive letter from 
OD 

No Request 
can be 

accommo
dated? 

End  

Inform the 
customer 

Yes 

Follow Process for 
Walk-in Customers 

End 
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