SUMMARY OF WORK FROM HOME 
NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

AUGUST 19, 2020

· SORTING SALES INVOICE MONTH OF JUNE JULY 

· FILING OF DR AND COLLECTION RECEIPT  MONTH OF JUNE & JULY 
OF HEAD OFFICE AND CAVITE PLANT  SALES INVOICE

· UPDATING SALES JOURNAL (MONTH OF MAY AND JUNE 2020)

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME 
NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

AUGUST 25, 2020

· SORTING SALES INVOICE MONTH OF MAY 

· FILING OF DR AND COLLECTION RECEIPT  MONTH OF  MAY  
(HEAD OFFICE AND CAVITE PLANT  SALES INVOICE)

· CONTINUATION OF WRITING IN SALES JOURNAL (MONTH OF JUNE 2020)

· ENCODING KMI PURCHASES MONTH OF AUGUST 2020

· ENCODING KMI RCM FOR THE MONTH OF AUGUST 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME 
NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

SEPTEMBER 1, 2020

· SORTING SALES INVOICE MONTH OF AUGUST 2020

· FILING OF DR AND COLLECTION RECEIPT  MONTH OF  AUGUST 2020 
(HEAD OFFICE SALES INVOICE)

· DONE FOR THE MONTH OF JUNE 2020 SALES JOURNAL 

· ENCODING KMI PURCHASES MONTH OF AUGUST 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME 
NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

SEPTEMBER 8, 2020

· SORTING & FILING SALES INVOICE MONTH OF AUGUST 2020
(CAVITE OFFICE SALES INVOICE)

· DONE RE-WRITING FOR THE MONTH OF MAY 2020 SALES JOURNAL

· WRITING PURCHASES FOR THE MONTH OF FEBRUARY 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME 
NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

SEPTEMBER 15, 2020

· ENCODE MONTH OF SEPTEMBER KPII SALES INVOICE TO KMI PURCHASES 2020
· DONE FOR THE MONTH OF MARCH 2020 PURCHASES JOURNAL 
· DONE FOR THE MONTH OF JUNE 2020 SALES JOURNAL UPDATE
· ON-GOING WRITING FOR THE MONTH OF AUGUST 2020 SALES JURNAL 

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME 
NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

SEPTEMBER 22, 2020

· ENCODE MONTH OF SEPTEMBER KPII SALES INVOICE TO KMI PURCHASES 2020

· UPDATING SALES JURNAL (MONTH OF AUGUST 2020)

· ENCODING RCM FOR THE MONTH OF SEPTEMBER 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME 
NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

SEPTEMBER 29, 2020

· ENCODE MONTH OF SEPTEMBER KPII SALES INVOICE TO KMI PURCHASES 2020

· FILLING CR FOR SALES INVOICE HEAD OFFICE AND CAVITE MONTH OF JUNE 2020 

· ENCODING PURCHASE ORDER FOR THE MONTH OF SEPTEMBER 2020

· UPDATING/EDITING E-SWITCH INVENTORY 

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

OCTOBER 6, 2020

· ENCODE MONTH OF SEPTEMBER KPII SALES INVOICE TO KMI PURCHASES 2020

· SORTING AND FILLING OF SALES INVOICE HEAD OFFICE AND CAVITE MONTH OF JUNE SEPTEMBER 2020 (DR AND CR ATTACHMENT)
· DONE WRITING PURCHASES MONTH OF MARCH 2020

· UPDATING/EDITING E-SWITCH INVENTORY 

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

OCTOBER 13, 2020

· CONTINUATION OF FILLING SALES INVOICE HEAD OFFICE SEPTEMBER 2020 (DR AND CR ATTACHMENT)

· DONE WRITING SALES JOURNAL MONTH OF AUGUST 2020

· UPDATING/EDITING E-SWITCH INVENTORY 

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

OCTOBER 20, 2020

· ENCODE P.O MONTH OF OCTOBER 2020

· UPDATING OTM INVENTORY

· ENCODING RCM MONTH OF OCTOBER 2020

· ENCODING KMI PURCHASES OCTOBER 2020
· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

OCTOBER 27, 2020

· UPDATING OTM INVENTORY

· ENCODING KMI PURCHASES OCTOBER 2020

· UPDATING PUCHASE JOURNAL (MONTH OF MAY 2020)

· FILING (CR AND DR) KMI INVOICE MONTH OF OCTOBER 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

NOVEMBER 3, 2020

· UPDATING OTM INVENTORY

· ENCODING KMI PURCHASES OCTOBER 2020

· UPDATING SALE JOURNAL (MONTH OF SEPTEMBER 2020)

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

NOVEMBER 10, 2020

· UPDATING OTM INVENTORY

· UPDATING PURCHASES JOURNAL (MONTH OF JUNE, JULY, AUGUST 2020) 

· UPDATING SALE JOURNAL (MONTH OF SEPTEMBER 2020)

· FILING CR AND DR RECEIPT FOR THE KMI SALES INVOICE MONTH OF OCTOBER 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

NOVEMBER 24, 2020

· UPDATING OTM INVENTORY

· UPDATING COLLECTION RECEIPT FOR SHOPEE DEPOSIT (NOV.24, 2020)

· FILING CR AND DR RECEIPT FOR THE KMI SALES INVOICE MONTH OF NOVEMBER 2020

· ENCODING SALES PURCHASE MONTH OF NOVEMBER 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

DECEMBER 1, 2020

· UPDATING OTM INVENTORY

· UPDATING COLLECTION RECEIPT FOR SHOPEE DEPOSIT (NOV.30, 2020)

· ENCODING SALES PURCHASE MONTH OF NOVEMBER 2020

· UPDATING SALES JOURNAL MONTH OF SEPTEMBER 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

DECEMBER 15, 2020

· UPDATING OTM INVENTORY

· UPDATING COLLECTION RECEIPT FOR SHOPEE DEPOSIT (DECEMBER)

· PHONE CALLS (INQUIRIES)

· SORTING KMI SALES INVOICE MONTH OF NOVEMBER 2020

· FILING DR AND CR ON KMI SALES INVOICE NOVEMBER 2020

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

DECEMBER 22, 2020

· UPDATING OTM INVENTORY

· DONE FOR SEPTEMBER 2020 SALES JOURNAL 

· ENCODE KMI PURCHASES DECEMBER 2020

· PHONE INQUIRES 

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

MARCH 26, 2021
· DONE FOR THE MONTH OF OCTOBER 2020 SALES JOURNAL 

· DONE FOR THE MONTH OF OCTOBER TO DECEMBER 2020 SALES PURCHASES

· ONGOING WRITING- NOVEMBER 2020 SALES JOURNAL 
· ENCODE KPII SALES INVOICE MARCH 2021

· SORTING AND FILING MONTH OF FEBRUARY 2021 

(SALES INVOICE, DR AND COLLECTION RECEIPT) 

· PHONE INQUIRES 

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

MARCH 31, 2021
· DONE FOR THE MONTH OF NOVEMBER 2020 SALES JOURNAL 

· ONGOING WRITING- DECEMBER 2020 SALES JOURNAL 

· SORTING AND FILING MONTH OF MARCH 2021 

(SALES INVOICE, DR AND COLLECTION RECEIPT) 

·  DONE FOR SHOPEE RECEIPT FOR THE MONTH OF MARCH

· TRANSFER OF SUMMARY OF SALES TO DESIGNATED P.O NUMBER

· MONITORING EMAIL

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

APRIL 21, 2021
· DONE FOR THE MONTH OF FEBRUARY 2021 KMI INVOICE FILING.
· ENCODING SHOPPE AND LAZADA RECEIPT MONTH OF APRIL 2021.
· WRITING SHOPEE AND LAZADA RECEIPT MONTH OF APRIL 2021.
· CAVITE DR AND H.O DELIVERY RECCEIPT FILING (OLD TO LATEST)
· OTM INVENTORY UPDATE

· MONITORING EMAIL / EMPLOYEE INQUIRY 
Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

APRIL 23, 2021.
· ENCODING SHOPPE AND LAZADA RECEIPT MONTH OF APRIL 2021.

· WRITING SHOPEE AND LAZADA RECEIPT MONTH OF APRIL 2021.

· ENCODING KMI PURCHASES MONTH OF APRIL 2021

· OTM INVENTORY UPDATE

· MONITORING EMAIL / EMPLOYEE INQUIRY 

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

APRIL 28, 2021.
· ENCODING KMI PURCHASES MONTH OF APRIL 2021.
· OTM INVENTORY UPDATE.
· WRITE AND UPDATE COLLECTION RECEIPT MONTH OF APRIL.
· PREPARED RCM FOR MOTNH OF APRIL.

· FILING CR AND DR MONTH OF APRIL 2021.
· MONITORING EMAIL / EMPLOYEE INQUIRY.
Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

APRIL 30, 2021.
· DONE INVOICE FILING MONTH OF MARCH 2021 (H.O & C.O).
· ENCODING KMI PURCHASES MONTH OF APRIL 2021.
· OTM INVENTORY UPDATE.
· WRITE AND UPDATE COLLECTION RECEIPT MONTH OF APRIL.
· MONITORING EMAIL / EMPLOYEE INQUIRY.
Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 5, 2021.
· FILING INVOICE, DR AND CR MOTH OF APRIL (H.O & C.O).

· ENCODING KMI PURCHASES MONTH OF APRIL 2021.

· UPDATEING COLLECTION REPORT MONTH OF APRIL 2021. 

· MONITORING EMAIL / EMPLOYEE INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 7, 2021.
· UPDATING KMI PURCHASES MONTH OF APRIL 2021.

· UPDATING SALES JOURNARL MONTH OF JANUARY AND FEBRUARY 2021.

· UPDATING COLLECTION REPORT MONTH OF APRIL 2021. 

· MONITORING EMAIL / EMPLOYEE INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 12, 2021.
· UPDATE COLLECTION REPORT MONTH OF APRIL 2021. 

· DONE COLLECTION RECEIPT AND INCODE OF SHOPEE PAYMENT.

· DONE FILLING MONTH OF APRIL 2021.

· ASSIST CUSTOMER CONCERN.

· UPDATE MEMO MONTH OF MAY 2021.

· MONITORING EMAIL / EMPLOYEE INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 14, 2021.
· DONE BIR PURCHASES JOURNAL FOR THE MOTH OF JANUARY TO APRIL 2021.
· DONE COLLECTION RECEIPT AND INCODE OF SHOPEE PAYMENT.

· UPDATE SHOPEE CUSTOMER FOR THEIR CONCERN. 
· MONITORING EMAIL / EMPLOYEE INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 20, 2021.
· DONE BIR SALES JOURNAL FOR THE MOTH OF JANUARY TO FEBRUARY 2021.

· ONGOING MARCH AND APRIL 2021

· UPDATE SHOPEE CUSTOMER FOR THEIR CONCERN. 
· MONITORING EMAIL / EMPLOYEE INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 21, 2021
· UPDATE SHOPEE CUSTOMER FOR THEIR CONCERN. 

· FILING KMI SALES INVOICE AND DR.

· UPDATE OTM INVENTORY.

· UPDATE SHOPEE CUSTOMER. 

· MONITORING EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 26, 2021
· RELAYED SERVICE CONCERN AND DELIVERY.
· DONE FOR BIR SALES JOURNAL MONTH OF MARCH  2021.

· ONGOING BIR SALES JOURNAL MONTH OF APRIL 2021.
· MONITORING EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 27, 2021
· RELAYED SERVICE CONCERN AND DELIVERY.
· UPDATE MEMO MONTH OF MAY 2021..

· UPDATE KMI PURCHASES FOR THE MONTH OF MAY 2021.

· P.O ENCODE FOR THE MONTH OF MAY 2021.

· MONITORING EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

May 28, 2021
· RELAYED SERVICE CONCERN AND DELIVERY.

· DONE FOR BIR SALES JOURNAL MONTH OF APRIL 2021.

· UPDATE RCM FOR SHOPEE MONTH OF MAY 2021.

· MONITORING EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

June 11, 2021
· RELAYED SERVICE CONCERN.

· DONE SALES INVOICE SORTING AND FILING OF DR AND RECEIPT MONTH OF MAY 2021.

· UPDATE COLLECTION REPORT FOR THE MONTH OF JUNE 2021.

· MONITORING EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

June 18, 2021
· FILLING KMI PINK DR 2021

· UPDATE COLLECTION REPORT FOR THE MONTH OF JUNE 2021.

· UPDATE KMI SALES PURCHASES MONTH OF JUNE 2021. 

· UPDATE SALES AND PURCHASES BIR JOURNAL MONTH OF MAY 2021.

· ASSIST CUSTOMER CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

June 25, 2021
· FILLING KMI DR AND CR MONTH OF APRIL 2021.
· UPDATE COLLECTION REPORT FOR THE MONTH OF JUNE 2021.

· UPDATE KMI SALES PURCHASES MONTH OF JUNE 2021. 

· UPDATE MEMO 2021.

· ASSIST CUSTOMER CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

July 9, 2021
· Ongoing FILLING KMI DR AND CR MONTH OF JUNE  2021.

· UPDATE COLLECTION REPORT FOR THE MONTH OF JULY 2021.

· UPDATE KMI SALES PURCHASES MONTH OF JUNE 2021. 

· ASSIST CUSTOMER CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

July 16, 2021
· UPDATE COLLECTION REPORT FOR THE MONTH OF JULY 2021.

· UPDATE KMI SALES PURCHASES MONTH OF JULY 2021. 

· ASSIST CUSTOMER CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

July 23, 2021
· UPDATE COLLECTION REPORT FOR THE MONTH OF JULY 2021.

· UPDATE KMI SALES PURCHASES MONTH OF JULY 2021. 

· SORTING AND FILING KMI INVOICE MONTH OF JULY 2021.

· UPDATING BIR SALES AND PURCHASING JOURNAL MONTH OF JUNE 2021.

· ASSIST CUSTOMER CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

July 30, 2021
· UPDATE KMI PURCHASES MONTH OF JULY 2021. 

· SORTING AND FILING KMI INVOICE MONTH OF JULY 2021.

· MONITOR 3 CCTV FOOTAGE DATE JUNE 5, 2021 (FOR LAZADA CONCERN).

· UPDATING BIR SALES AND PURCHASING JOURNAL MONTH OF JUNE 2021.

· MEMO FOR KPII SALES ORDER CANCELLATION. 

· ASSIST CUSTOMER CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

August 20, 2021 
· FOLLOW UP CUSTOMER FOR PENDING SERVICE BILLING THRU EMAIL.

· FILLING KPII INVOICE FOR THE MONTH OF JULY 2021.

· UPDATE KMI PURCHASES FOR THE MONTH OF AUGUST 2021.

· UPDATE BIR JOURNAL PURCHASES MONTH OF JULY 2021.

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

August 25, 2021 
· UPDATE KMI PURCHASES FOR THE MONTH OF AUGUST 2021.

· FILLING DR AND COLLECTION RECEIPT KMI INVOICE FOR THE MONTH OF AUGUST 2021.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

August 23, 2021 
· UPDATE KMI PURCHASES FOR THE MONTH OF AUGUST 2021.

· SORTING & FILLING DR AND COLLECTION RECEIPT KMI INVOICE FOR THE MONTH OF AUGUST 2021.

· UPDATE DELIVERY SCHEDULE.

· UPDATE KMI MEMO. 

· UPDATE BIR JOURNAL SALES FOR THE MONTH OF JULY 2021.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

August 23, 2021 
· UPDATE KMI PURCHASES FOR THE MONTH OF AUGUST 2021.

· SORTING & FILLING DR AND COLLECTION RECEIPT KMI INVOICE FOR THE MONTH OF AUGUST 2021.

· UPDATE DELIVERY SCHEDULE.

· UPDATE KMI MEMO. 

· UPDATE BIR JOURNAL SALES FOR THE MONTH OF JULY 2021.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / EMPLOYEE AND CUSTOMER INQUIRY.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

August 27, 2021 
· UPDATE KMI PURCHASES FOR THE MONTH OF AUGUST 2021.

· SORTING & FILLING DR AND COLLECTION RECEIPT KMI INVOICE FOR THE MONTH OF AUGUST 2021.

· UPDATE KMI MEMO. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

August 31, 2021 
· FILLING DR KMI INVOICE FOR THE MONTH OF JULY 2021.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 02 2021 
· DONE BIR SALES JOURNAL FOR THE MONTH OF JULY 2021.

· INCODE KMI ORDER SLIP. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 03 2021 
· DOUBLE CHECK AND FOLLOW UP SERVICE BILLING THRU EMAIL. 

· INCODE KMI ORDER SLIP. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 06 2021 
· UPDATE MASTER LIST INHOUSE SURVEY.

· FOLLOW UP CUSTOMER FOR THE UPDATE OF THEIR QUOTATION.

· INCODE KMI ORDER SLIP.

· DOUBLE CHECK AND FOLLOW UP SERVICE BILLING VIA EMAIL. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 07 2021 
· UPDATE MASTER LIST INHOUSE SURVEY.

· FOLLOW UP CUSTOMER FOR THE UPDATE OF THEIR QUOTATION.

· INCODE KMI ORDER SLIP. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 07 2021 
· UPDATE MASTER LIST INHOUSE SURVEY.

· FOLLOW UP CUSTOMER FOR THE UPDATE OF THEIR QUOTATION.

· INCODE KMI ORDER SLIP. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 08, 2021 
· UPDATE MASTER LIST INHOUSE SURVEY.

· FOLLOW UP CUSTOMER FOR THE UPDATE OF THEIR QUOTATION.

· INCODE KMI ORDER SLIP. 

· INCODE KII PURCHASE ORDER DATED SEPTEMBER 1 UP TO SEPTMBER 7 2021.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 10, 2021 
· UPDATE MASTER LIST INHOUSE SURVEY.

· FOLLOW UP CUSTOMER FOR THE UPDATE OF THEIR QUOTATION.

· ENCODE KMI MEMO (REF.# KMI-000-21-08-089)
· ENCODE KMI ORDER SLIP. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT
NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 14, 2021 
· FOLLOW UP CUSTOMER FOR THE UPDATE OF THEIR QUOTATION.

· FOLLOW UP CUSTOMER BILLING. 

· UPDATE SALES JOURNAL MONTH OF AUGUST 2021.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 16, 2021 
· UPDATE INHOUSE MASTER LIST SURVEY.

· UPDATE SALES JOURNAL MONTH OF AUGUST 2021.

· ENCODE DR FOR THE AGED RECEIVED OF MR. GERALD GARCIA. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 20, 2021 
· UPDATE BIR PURCHASES JOURNAL MONTH OF AUGUST 2021.

· FILLING DR AND CR FOR THE SALES INVOICE MONTH OF SEPTEMBER 2021.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 22, 2021 
· UPDATE SERVICE AR 2021.

· FOLLOW UP CUSTOMER FOR THE PENDING BILLING.

· FOLLOW UP CUTOMER FOR THE PENDING QUOTATION.

· ASSIST/UPDATE CUSTOMER DELIVERY.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 24, 2021 
· UPDATE SERVICE AR 2021.

· FOLLOW UP CUSTOMER FOR THE PENDING BILLING.

· ENCODE PURCHASES FOR THE MONTH OF SEPTEMBER 2021.

· ADDITIONAL FILLING FOR THE MONTH OF AUGUST SALES INVOICE 2021.

· ASSIST/UPDATE CUSTOMER DELIVERY.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 28, 2021 
· UPDATE SERVICE AR 2021.

· FOLLOW UP CUSTOMER FOR THE PENDING BILLING.

· FILLING DR FOR THE MONTH OF SEPTEMBER 2021.

· ENCODE ORDER SLIP. 
· ASSIST/UPDATE CUSTOMER DELIVERY.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

September 30, 2021 
· ENCODE AND UPDATE SUMMARY OF COLLECTION MONTH OF SEPTEMBER 2021.

· ENCODE PURCHASE ORDER FOR THE MONTH OF SEPTEMBER 2021.

· ENCODE ORDER SLIP. 

· UPDATE MASTER LIST INHOUSE SURVEY. 
· ASSIST/UPDATE CUSTOMER DELIVERY.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

October 4, 2021 
· ENCODE AND UPDATE SUMMARY OF COLLECTION MONTH OF SEPTEMBER 2021.

· ENCODE PURCHASE ORDER MONTH OF SEPTEMBER 2021.

· SORTING SALES INVOICE AND FILLING DR FOR SALES INVOICE MONTH OF SEPTEMBER 2021.

· FILLING DR PINK COPY JULY TO LATEST.
· ENCODE ORDER SLIP. 

· UPDATE MASTER LIST INHOUSE SURVEY. 
· ASSIST/UPDATE CUSTOMER DELIVERY.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

October 6, 2021 
· ENCODE AND UPDATE SUMMARY OF COLLECTION MONTH OF SEPTEMBER 2021.

· ENCODE PURCHASE ORDER MONTH OF SEPTEMBER 2021.

· ENCODE ORDER SLIP. 

· UPDATE  SERVICE PENDING BILLING.

· ASSIST/UPDATE CUSTOMER DELIVERY.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

October 8, 2021 
· SCAN KPII INVOICE AND KMI INVOICE MONTH OF NOVEMBER 2019, JANUARY 2019, FEBRUARY 2019, & MARCH 2019 FOR BIR PURPOSES. 

· ENCODE ORDER SLIP. 

· ASSIST/UPDATE CUSTOMER DELIVERY.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Accounting Assistant 

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 5, 2022 
· FILLING KMI SALES INVOICE AND KMI DELIVERY RECEIPT MONTH OF DECEMBER 2021

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 7, 2022 
· UPDATE SALES AND PURCHASES JOURNAL 2021.

· UPDATE CUSTOMER DELIVERY VIA EMAIL. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 11, 2022 
· FILLING KMI SALES INVOICE AND KMI DELIVERY RECEIPT MONTH OF DECEMBER 2021.

· ENCODE COLLECTION REPORT. 

· DOUBLE CHECK DELIVERY CONCERN. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL / CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 13, 2022 
· ENCODE COLLECTION REPORT. 

· UPDATE BIR PURCHASES JOURNAL 2021.

· FILLING KMI PINK DR 2021 FOLDER. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL/ CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 17, 2022 
· UPDATE COLLECTION RECEIPT. 

· ASISST DELIVERY CONCERN. 

· ASSIST CUSTOMER DELIVERY CONCERN.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL/ EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 19, 2022 
· ENCODE KMI HEAD OFFICE P.O FOR PRINT OUT. 

· UPDATE COLLECTION REPORT. 

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL/ CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 21, 2022 
· ENCODE KPII INVOICE MONTH OF JANUARY 2022.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL/ CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 25, 2022 
· DONE BIR JOURNAL PURCHASES MONTH OF DECEMBER 2021.
· ENCODE KPII INVOICE MONTH OF JANUARY 2022.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL/ CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

SUMMARY OF WORK FROM HOME ACCOMPLISHMENT

NAME: JOZELLE DE LIMA

EMPLOYEES NUMBER: 190120

DEPT.: FINANCE 

January 27, 2022 
· UPDATE BIR JOURNAL SALES MONTH OF DECEMBER 2021.

· ENCODE KPII INVOICE MONTH OF JANUARY 2022.

· RELAYED SERVICE CONCERN. 

· MONITOR EMAIL/ CUSTOMER AND EMPLOYEES CONCERN.

Prepared by: 

Jozelle De Lima 

KMI-Clerk 

Noted by: 
MART NATHANIEL R. FLORES
Assistant Supervisor

