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MEMORAIIDUM

Chief Education Supervisor and Staff, Curriculum Implementation Division
ChiefEducation Supervisor and Sraff, Schools Govemance and Operations
Division
Sectionrunit Heads
All Division Office Personnel
This Division

FROM YICTO GAZO, Ph.D., CESO V
n Superintendentzi*Schools Div

75 EVALU TION OF STORAGE ROOMS

1. Pursuant to the implementation of ISO 9001:2015 Quality Mamgemenl System and the 75
Principle, this Office will conduct an evaluation of storage rooms on April 8,2021 (Ihursda, at
9:00 a.m. onwards.

2. The following are the evaluators with the corresponding assigned area

Re

SECTION PERSONS
RESPONSIBLE

LOCATION EVALUATOR

Property Unit Mr. Darry Daguimol MCCS Ms. Ma$Iifth Mamawag
GAD Multi-Purpose
Hall

Ms. Marsfifii Mamawag

Records Unit Ms. Florabelle Porras MCCS Ms. Marsfifth Marnawag

GAD Multi-Purpose
HaU

Ms. Marsfifth Mamawag

Personnel Unit Ms. Guia Ma. G
Villahermosa

SDO Building l, 2nd
Floor

Ms. Jasmin J. Adriatico

Casisang SHS,
Building A, 3rd Floor

Ms. Sibyl L. Maputi

Cash Unit Ms. Rufelia J

Limbengco
Casisang SHS,
Building A, 3rd Floor

Ms. Sibyl L. Maputi

General
Services

Dr. Manuel Dinlayan Il SDO Building I,
Ground Floor (under
staircase)

Ms. Jasmin J. Adriatico

SDO Building 2,
Ground Floor ltack
portion)

Ms. Jasmin J. Adriatico

Accounting
Unit

Ms. Rhysa Rosalejos MCCS Ms. Marsfifth Mamawag
SDO Building l, 2nd
Floor

Ms. Jasmin J. Adriatico
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Budget Unit Ms. Sibyl L. Maputi MCCS Ms. Marsfifth Mamawag

Bids and
Awards
Committe

Ms. Pamela L
Astudillo

MCCS Ms- Marsfifth Mamawag

LRMDS Ms. Purisima J. Yap Casisarg SHS,
Building A, Ground
Floor

Ms. Sibyl L. Maputi

Physical
Facilities Unit

Engr. Leslie T
Fontanilla

Casisang SHS,
Building A, Ground
Floor

Ms. Sibyl L. Maputi

Altemative
Leaming
System (ALS)

Ms. Jasmin J. Addatico Casisang SHS,
Building A, Second
Floor

Ms. Sibyl L. Maputi

RBI Room Ms. Sibyl L. Maputi
SDS Office Mr. Brayan Garces SDS Office Ms. Jasmin J. Adriatico

SDS Secretary's
Office

Ms. Jasmin J. Ad atico

3. Enclosed in this Memorandum is the evaluation c.iteria.

4. Queries relative to this may be relayed to our Intemal Auditors of this Oflice at
09 t'? 5294358.
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75 Assessment Form

Drvtst0N: SECTION DATE:

For each shtemEnt, encircle $e scorc that best Epresents Ule 75 level fol each item in each category

Total lcore for each catsgory and then add category totals.

SORT

Sort out nec€ssary & unngcrssary llems. The items

deemod unnecelsary and not being used thould be

removed ftom ths area (lncl. General area,

workEtations, peEonal stoBge ar€aE, desk drawers,
f,llns csbineE, PC electronlc files, eafe).

very
Poor

evidence
shol{,,

Poor

evidence

shown

Good
Evid t
i'r arost
areas

Vory Good
Thorowhly
evide
and
appld lo
all aeas

Excellent
conlinuously
lookitv fot
ways to malG
even norc
inpnwnenls

'!. Area is clear ol unnec€ssary PCs, Lapbps, Printers E

other Equipment-
1 2 3 4

2. AIea is clear of any unrEcessary/peMnal photo/
qadqeumuq I other materials.

1 2 3 4 5

3. ltems in cupboads or dtr'rers, rncluding desk and

fle dravJers, steel cabinets, have been sorted, separating

needed ftom unneeded (with labels rf necessary).

t 2 3 4 5

4. Aisles & adjacent floor areas ale clear of non€ssential
ilems.

1 2 3 4 5

5. Needed items (in cupboads, draweE, bookshelves, on
surfac€s, or floors) have b€en placed at the closest location

to whec they are used tE most to minimize the wasle of
motion

1 2 3 4

6. Unneeded items have been Emoved frcm the storage

mom. 1 2 3 4 5

7. Area ls clear of unsightly wircs and cables hanging on
walls or laying on foors. 1 2 3 4 5

TdTAL

SET It{ ORDER At{D SAFETY
A placa for everything and cryeryhlng in its place so it
should be easy to find.
8. All Dorns, cubicles & similar areas clearly numbercd or
named.

1 2 3 4 5

9. Speciic aleas arc beautifully demarcated for
qarbage/reiects/wastes. 1 2 3 4 5

10. Shows geneGlappeararue of oderjiness. 1 2 3 4

11. Easy to lind any item witrout delay 1 2 3 4 5

1 2. There arE identfed and allocated place for all the
materials needed br storaoe

I 2 3 4 5

1 3. Slop switches and breakers highly visible and located

fol easy access in case of enerqency.
1 2 3 4 5

14. Fire extingushers and otlrcr emeeency equipment
prominenty displayed and unobstrucbd.

1 2 3 4 5

15. omamental flo'.,€G arB evident in the area nearby

@sitioned in arE6 and arB unobslructed
1 2 3 4 5

16. Locatons of needed items ale labeled and items are rn

conect locations.
I 2 3 4

17. ArBa is welllil, alllightfflings arc ro ing, and lighting

is positioned lo ensure maximum benefit.
1 2 3 4

18. Therc is labeling indicating contenb of drawec and

cupboads (a new person should be able to locate witlrcut
assistanc€).

1 2 3 4 5

19. Computercods, cables and widngs arc viell'kept and

hidden. 1 2 3 4 5



TOTAL

SHINE

Keep gtorage area clean and ready to u8e. lnsp€cl
regulady to ensure sort and Eet ln grder are malntalnod.

20. Adjacent aisles 8 foors in $e arca ale clean, lree ol
unnecessary items and rubbish

1 2 3 4

21. Equipment (phones, photocopieE, pc's, etc.)and

surfaces arc clean & tee of dust and gime
1 2 3 4

22. Cabineb, PC docum€nts clean, odedy, I up to date ,!
2 3 4 5

23. Wndows E walls do not contain post€E except in

designated aleas, no out of date/ irelevant matedal.

Walls contain oaintims.

1 2 3 4 5

21. Therc is a generd aplearance of cleanliness all aound 1 2 3 4 5

TOTAL

SIAI{DARDIZE AIID SPIRIT
ainhin the firrt thrre S'3 and have an awaren€6s ol

imploYing neatn€6s,

25 Employees' 55 rcies cleady dentfied and mplemented 1 2 3 4 5

26. Leadership can explain why 55 is important. 1 2 4

27. All staffcan explain tE nportance of 55. 1 2 3 4 5

28. Toob, equipment, papervo , fumiture, etc stoBd
neatly in lhe designated arc6 and relurned lo lherr prDper

Dlace afrer lJse.

I 2 3 4 5

TOTAL

SUSTAIN
The 55 Discipline ie embcdded so that I b€com6 a

wav ol life. 55 is no lonosr an event but routlns.
29. Employees'55 olescleaiy idenlified and maintamed 1 2 3 4 5

30. DEplay boards, aclivity cha(s, notice boads etc., up to
date and r€{ulady check€d.

1 2 3 4 5

31. Woft inslructions available in the wofiplace regulady
Eviewedikept up to date.

1 2 3 4 5

TOTAL

CRITERIA RATI]iG
SORT

SEI IiI ORDER AI{D SAFETY

SHINE

STAiIOARDIZE ATD SPNTT

susTA[i
TOTAL

Total the category scoreg
to find your 55 level:

Evaluated by

L€vol l: 1'31
Level 2: 32-63

Lovel 3:64-95

Lovel4;9S127
Level 5: 1 28 above

Signature Over Printed Name Signature Over PrinH Name


