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Document/ Form 
Title 

Document/ 
Form Code 

Revision 
No. 

Effectivity 
Date 

Office/ 
CO/ FSP 

Document 
Recipient 

Issued by Received by Date 
Received 

Date 
Retrieved 

Retrieved by Signature Remarks 

Complete document 
name 
 
E.g. Document 
Distribution/ Retrieval 
Form 

Assigned 
document/form 
code 
 
E.g. DFA-QMS 
F06 

Version 
number 
determined by 
the originator 
of the 
document/form  
 
E.g. 00 

Format: DD-
Mon-YY 
 
E.g. 10-Sep-
18 

Abbreviation 
of receiving 
office 
 
E.g. UA 

Complete name of 
document/form 
recipient 
 
E.g. Juana De la 
Cruz, 
Undersecretary 

Complete name 
of document/form 
issuer 
 
E.g. Juan De la 
Cruz, PA 

Complete name 
of document/form 
receiver 
 
E.g. Juan De la 
Cruz, Document 
Controller 

Format: 
DD-Mon-
YY 
 
E.g. 10-
Sep-18 

Format: DD-
Mon-YY 
 
E.g. 10-Sep-
18 

Complete name of 
document/form 
retriever 
 
E.g. Juan De la 
Cruz, Document 
Controller 

Signature of 
document/form 
retriever 

Significant 
notes from the 
Document 
Controller 
 
E.g. Complete 
attachments 

             

             

             

             

             

             

             

             

             

             

             

             

             

 


