
To		:	HR Timekeeping
From		:	Mart Nathaniel Flores
Subject	:	No Filling of OB
Date		: 	January 19, 2026

[bookmark: _GoBack]Good day!

Please accept my sincere apologies for failing to file my OB on December 16, 2025 for my scheduled Annual Physical Exam (APE) at RAM Medicard, Makati City. I understand the importance of adhering to proper filling procedures for security and accurate timekeeping. I promise to do my part that this case will never happen again.


Thank you for your understanding.


Sincerely yours,


Mart Nathaniel Flores
KMI Supervisor


Noted by:


Editha M. Flores
Assistant Vice President

