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MR. LEO AMODENTE, MS. CHIELO BRACAMONTE, MR. MARVIN ALEJANDRO





This letter intends to clarify information about the implementation of the procedure/process of orders mandated by the Head Office and Cavite Plant.








Cavite Plant must follow the procedure one by one as stated below.





PREPARE KMI ORDER SLIP AFTER RECEIVED ORDER FROM CUSTOMER AND FORWARD TO KMI H.O. FOR APPROVAL.  





CAVITE PLANT ACCOUNTING WILL PREPARE KMI INVOICE WITH ATTACHMENT OF APPROVED ORDER SLIP AND COLLECTION RECEIPT.





WAREHOUSE DEPT. WILL PREPARE KMI DELIVERY RECEIPT FOR H.O AND CAVITE CUSTOMER.





WAREHOUSE CHECKER MUST PROOFREAD THE DR FROM KMI IF THERE IS A CORRESPONDING SALES INVOICE NUMBER.





As for this, we notice that Most of the Delivery Receipts from Cavite Plant are advanced to date compare to the Order Slips and Sales Invoice date. (Please see attached)





Even the Customer is paid; the Order Slip and Invoice with attachment of collection receipt must go first before they release the unit.





For this matter, we sent a memo primarily as a warning last September 2021 and yet it was not practiced nor followed.





So, we would like to request a Notice to explain report from Cavite Plant for this matter.














