TO 
      
: HUMAN RESOURCES DEPT.

THRU      
: VP-FINANCE

SUBJECT 
: AS STATED

DATE        
: March 26, 2024

This is to request issuance of notice to explain for Ms. GLORIA TIFFANY ABESAMIS due to Serious Misconduct / Dishonesty. 
Last October 02, 2023 Mr. Randy Lozano purchase 1 unit of KSM-SW10-5G1M-A with KMI SI# 55892 and DR# 50923 amounting to Php 12,472.50 thru Mr. Ervin Delfin and delivered at Kolin Head office Guadalupe, Makati dated October 04, 2023. The unit was released and pick up by Mr. Lozano dated October 04, 2023. Last March 12, 2024 upon reviewed and checking of Aging receivables of KMI, the account of Mr. Lozano has a hanging account so asked Ms. De lima to retrieve the docs and called Mr. Delfin about the payment and he replied that he gave the payment to Ms. Abesamis the day he order the unit but Ms. Abesamis only prepare the Invoice and did not issue any Collection receipt to the customer. First I did not ask Ms. Abesamis since she is on leave but I started to review the transaction to verify and I found out unusual process of Credit memo under Mr. Lozano on October 09, 2023 she process Credit Memo to Mr. Lozano so that the account will not reflect on the KMI Aging receivables. And I also found out that there are 3 more customers with same circumstances under Mr. Junri Dizon, Alex Migallos and Felix Gubi. For Mr. Dizon she prepare Sales Invoice with SI# 56734 and issued 2 separate Collection receipt to the customer with CR# 17320 and 17321 amounting to Php 30,166.50 each with total amount of Php 60,333.00. On November 06, 2023 Ms. Abesamis deposited the amount of Php 30,166.50 to KMI account under CR# 17320 and CR#17321 applied for Credit Memo amounting to Php 30,166.50. She also applied Credit Memo to Alex Migallos 1,100.00 and Felix Gubi 650.00. Total amount applied for Credit Memo Php 44,389.00.
On KMI procedures collection should be remitted for deposit on the same day or the following day upon receive of payment.
May this concern be merit for salary deduction and proper sanction.
Prepared by:

Mart Nathaniel R. Flores

KMI Supervisor

