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Please completely fill-out fields with ticked (✓) headers. 

✓  Requested by Service/Section/Office/Unit: ✓  Date Requested: 

✓  Nature of Document Request 

  □ Addition                 □ Revision                □ Deletion 

✓  Target Implementation Date: 

Date Received: 

✓  Reason for such Request: (e.g. change of title, revise procedure for receiving documents, etc.) 

✓  Point of Change: (State herein specific changes and attach draft highlighting the changes made to the current 

document, e.g. change of probability of risk from 2 to 5, title changed from Document Control to Control of 

Documented Information, addition of risk such as increased infection rate, etc.) 

✓  Please Tick (✓) the Type of Document Requested: 

□ PR     □ WI     □ GL    □ QR   □ ED    □ KPI    □ RR    □ OPR   □ SWT    □ STK    □ LSR     □ FORMS 

Current Document Information (To be filled-out by 

PROCESS OWNERS) 

New Document Information (To be filled-out by 

DOCUMENT CONTROLLER) 

✓  Current Title: New Title: 

✓  Current Code: New Code: 

✓  Current Revision No. / Implementation Date: New Revision No. / Implementation Date: 

✓  Requested by: 

 

____________________________________________ 

Chief of Section/ Pavilion/ Office 

✓ Approved by: 

 

____________________________________________ 

Chief of Service 

Action on the request by the QMR:  

         □ Approved                       □ Disapproved 

Date:          ___________________________________ 

Remarks:  ___________________________________ 

                  ___________________________________ 
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Quality Management Representative 
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