TO 
      
: HUMAN RESOURCES DEPT.

THRU      
: VP-FINANCE

SUBJECT 
: AS STATED

DATE        
: February 19, 2016

This is to request issuance of notice to explain for Ms. Ma. Anawin Manlili due to gross negligence #6. Last December 03, 2015 Mr. Jojo Alpasan purchase 1 unit of KAG-110RSINV thru Mr. Ronnie Ruiz with KMI SI# 40720 and the unit deliver at Kolin Head office dated December 04, 2015 with KMI DR# 30376. The unit was released on December 04 and brought out by Mr. Ruiz to deliver to the customer. Upon review and checking of Aging receivables of KMI, the account of Mr. Alpasan has a hanging account. Yesterday I ask Mr. Ruiz  (Feb. 18, 2016) if he already remit the payment of Mr. Alpasan, Mr. Ruiz responds and told me that he already pay the unit and I ask him again if he can bring the original copy of collection receipt as proof of payment. Today (Feb. 19, 2016) Mr. Ruiz gave me the original copy of Collection Receipt and Sales Invoice. I check the details on KMI Bank Statement as stated in the collection receipt. Only to find out that the said transaction is not properly accomplish. The cash is not deposited in the bank at the same time; the green copy of the receipt is missing. Base on the documents it shows that on December 07, 2015 Mr. Ruiz gave the payment to Ms. Ma. Anawin Manili (KMI Assistant) after receiving the payment Ms. Manili issued KMI collection receipt in reference as 2934 dated December 7, 2015 in the sum of Php 21,689.00.

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

Assistant Supervisor

