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DCO


       

Starting December 1, 2024, product merchandisers’ incentive will be released separately from payroll payout.
This move aims to boost the morale of our PM, avoid confusion on payout and incentive received, and ensure timely claim of incentives. On the other hand, the payroll division can focus on checking the attendance and other deductions during the payout process.
 Procedure:
1. Sales department PMMM submits the complete CIS per dealer/area together with the approved sales summary.

a. Submission date for the PM Metro Manila is 15th of the month, while 20th for the Province. (On or Before the deadline)
2. The audit process starts once received; FIFO will be observed.
3. In case of Verification, certain PM(s) will be put on hold.
a. If that certain PM(s) failed to comply within the 3-day period regardless if the claim is valid, the said claim will be cancelled and deducted from the final audited incentive.

b. If the certain PM(s) complied within the 3-day period but with an invalid proof, the said claim will be cancelled and deducted from the final audited incentive.
c. If the certain PM(s) complied within the 3-day period with a valid proof, the said claim will be added to the final audited incentive.
4. Submission of an approved audited incentive claim is every Monday to Tuesday 1st and 3rd week only
a. If the holiday lands on Monday, submission of the audited incentive claim will be on Tuesday and vice versa.

5. The releasing of the incentive claim is Friday of the same week.

a. If the holiday lands on Friday, submission of the audited incentive claim will be Monday up to before lunch on Tuesday.

6. The copy of the approved audited incentive claim will be emailed to Payroll Assistant III for Bizlink setup after providing the hard copy.
 Timeline:
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Prepared by:

Charmaine Resngit
      Audit Assistant Supervisor
Approved by:
Mr. Oliver M. Filoteo
          Chief Executive Officer
