KOLIN PHILIPPINES INTERNATIONAL, INC.

	 REQUEST FOR DOCUMENT CHANGE


   









RDC No.   _______________
	Title of Document: KMI                                                          Ref. No.                : JD-FIN-22


	Dep’t / Section      :                                                                Rev. No.               :
                                   FINANCE                                             Old                        : 02
                                                                                                New                      : 03


	Requested by       : MARIA CIELO M. DALISAY                 Date Requested   :



	Details of Change:

	

	- CHANGE OF JOB POSITION FROM ACCOUNTING ASSISTANT 2 (KMI) TO ACCOUNTING ASST.

	     (KMI).

	

	- 1.BASIC FUNCTION : (1.3& 1.4 additional JD to Rev. 03)

	     1.3 Preparation of KMI Check Voucher Disbursements.

	     1.4 Preparation of Payment Remittance for SSS, PHIC and HDMF premiums

	     -Omitted 1.7 & 1.8 from Rev. 02 

	

	- 2. REPORTS TO:  (changed 2.1 from Rev. 02)

	     2.1 AVP-Finance

	

	- 3. DUTIES AND RESPONSIBILITIES : (3.3, 3.4 & 3.14 additional to Rev. 03, 3.1 change Kolin Phil Inc. to KPII)

	     3.3 Preparation of  Check Vouchers for KMI expenses

	     3.4 Preparation of payment remittances of SSS, PHIC and HDMF. Coordinate with payroll

	     3.14 Filing of related documents.

	     -Omitted 3.11 & 3.12 from Rev. 02

	

	-4. QUALIFICATION REQUIREMENT : 

	     4.3 General Accounting/Taxation/Bookkeeping


Reviewed by          :                                                                   Date     :  

Approved by         :                                                                    Date     :  

Noted by                :                                                                    Date     :  

	Remarks                 :                                                                               
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