TO

:
Mrs. Richell V. Hicban ( Service Accounting Supervisor)
DATE

:
November 24, 2023

CC

: 
HR Department

To whom it may concerns,

I'm writing this letter to ask a request to change my work schedule. My current work schedule is from 7:30 am to 5:30 pm. Due to the heavy traffic on my way to home from Guadalupe to Taguig I always travelled more than two hours especially this time, it's hard to me especially in my situation now as pregnant. I would like to move my work schedule from 6:30 am to 4:30 pm in just 3 months until I gave birth. Hoping for your consideration and understanding.

Thank you.

Mary Grace M. Galang

Service Acctg Assistant

Prepared by:

Mary Grace M. Galang

Service Accounting Assistant

Noted by:

Richelle V. Hicban

Service Accounting Assistant-Supervisor
TO

:
REE COOLING SERVICES

D&J REFRIGERATION & AIRCONDITION

             MARJOON COOL REF & AIRCON SERVICE CENTER

FROM

:
SERVICE ACCOUNTING

SUBJECT
:
AS STATED

DATE

:
JANUARY 10, 2019

REF

:
FIN-000-19-01-026

CC

:
DCO/FILE/A.DE RIVERA/R.SAUZA/M.GERNADE


This is to inform you that our Service Center in Zamboanga was closed last December 30, 2018. 

All daily transactions must be coursed thru our CDO Branch at Door # 3 De Oroland Bldg., Julio Pacana St., Puntod, Cagayan de Oro City. For all direct calls received, kindly forward details (i.e. control number and/or SJR number) to this email address at kolincdo@yahoo.com.ph or via SMS to this contact number 09173256171 / (088) 856-4672. Furthermore, all rendered services including Statement of Account and attachments must be submitted to CDO Branch.

For any concerns and questions kindly contact us at (02) 852-6868 in our Head Office.

Thank you. 

Prepared by:

Mary Grace M. Galang

Service Accounting Assistant

Richell V. Hicban

Service Accounting Assistant-Supervisor
Noted by:

Oliver M. Filoteo

VP-Finance/HRA

