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OFHCE REMOEENDUM
c^t-aniA-Oo

To            :           Sollie B. Oliver
Chief Education Supervisor, SGOD

Subject :           INTERNAL QUALITY AUDITOR IN THE SCH00IS DIVISION OFFICE

Date       :          September21, 2022

Pursuant to  Regional Memorandum PPRD-2022-060,  please  be  informed  that
you  are  one  of the  official lnternal Quality Auditors in this  ofrice.  As  such,  you are
expected to perform the functions stated below, to wit:

1 .   Pl.an fior the I"tetTral Qucdity Audit
a.   Prepare and disseminate the Audit Program.
b.   Select Audit Delivery Mode
c.   Fkepare and disseminate the Audit Itinerary
d.   Review the applicable documents
e.   Develop Audit checklist

2.   Cond:uct t:he lrtternal Quality Audit
a.   Conduct opening Meeting
b.   Interview, document review, and observation
c.   Record facts and evidence
d.   Note audit findings
e.   Inform the auditee/head of office on the audit findings
f.    Conduct debriefmg of all auditors

3.   Report t:he result Of the lrttemal Cfualirty Audit
a.   Conduct closing Meeting
b.   Raise to the appropriate MANCOM the unresolved issues
c.   Assign Request for Action Number
d.   Issue Audit Report with Request for Action
e.   Determine Correction and Conective Action
f.    Monitor submission of accomplished Request for Action

J- Address: Roxas cor.  Lopez Jaena Street, Zone 11, Digos City (8002)
Telephone Nos.: (082) 553-8375; (082) 553-8396
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4.   Euahate Auditors lfor lriternal Crfual;itv Audi Tec[m 12ader only)
a.   Evaluate the performaLnce of Auditors and suggest interventions of

needed.

5.   Follow up of actio:us taken
a.   Verify the effectiveness of actions taken
b.   Update Request for Action Monitoring Sheet

For information and compliance. -.
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Enclosed: As stated.
CID/ cap
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