ACCOMPLISHMENT REPORT
· February 02, 2026

· Checking of KMI Monthly Remittance January 2026

· Monitoring of KMI daily transaction (Orders and remittance)

· Verify KMI customer bank transaction (Bank transfer and deposit)
· Answering customer calls and inquiry thru viber, email etc.

· February 03, 2026

· Checking KMI Quotation, Purchase order

· Monitoring of KMI daily transaction ( customer order and delivery)
· Verify KMI customer bank transaction (Bank transfer and deposit)

· Answering customer calls and inquiry thru viber, email etc.

· Encoding of Purchase order and Purchase invoice to QNE

· February 04, 2026

· Checking KMI Quotation, Purchase order

· Monitoring of KMI daily transaction ( customer order and delivery)

· Verify KMI customer bank transaction (Bank transfer and deposit)

· Answering customer calls and inquiry thru viber, email etc.

· Filling of BIR returns KMI and Laview

· February 05, 2026

· Checking KMI Check Voucher, Quotation, Purchase order

· Monitoring of KMI daily transaction ( customer order and delivery)

· Verify KMI customer bank transaction (Bank transfer and deposit)
· Encoding Lazada order and payment.
· Answering customer calls and inquiry thru viber, email etc
· February 06, 2026

· Checking Quotation, Purchase order and Invoice
· Monitoring of KMI daily transaction ( customer order, delivery and installation)
· Monitor KMI Disbursement for Government Dues (SSS, PHIC and HDMF)
· Verify KMI customer bank transaction (Bank transfer and deposit)

· Answering customer calls and inquiry thru viber, email etc
· February 09, 2026

· Checking KMI Quotation, Purchase order and Invoice
· Monitoring of KMI daily transaction ( customer order and delivery)

· Verify KMI customer bank transaction (Bank transfer and deposit)
· Encoding Lazada order and payment

· Payment of Government Dues thru online banking.
· Answering customer calls and inquiry thru viber and email etc
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Noted by:
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Editha M. Flores
KMI Supervisor






Assistant Vice President[image: image1.png]



