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June 4, 2026

INCIDENT REPORT
PERSON INVOLVE: Eljay Briones DATE:
Jayson Manalo
Inventory Controller
SUBJECT: Short delivery of 2pcs 2.7kg painted cylinder to RGC Gerona

Location of Incident:

RGC GERONA

Total Amount/Value (if any):

(Lass, short, damage, etc.)
Incident:

M.
Cec.

.3 L%

200pcs ang naka declare pero sa actual na dumating sa planta ay 198pcs na nagkakahalaga ng P1,960.00.

Ito ay patungkol sa naging delivery ng cylinder sa RGC Gerona noong March 10, 2026 (Tuesday) na nagkaroon ng short na 2pcs 2.7kg painted cylinder. Sa document ni TPMC ay
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Recommendation / Other Info (If Applicable) :
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TO : ELJAY BRIONES/INVENTORY CONTROLLER
FROM : Human Resources Department

SUBJECT : NOTICE TO EXPLAIN

DATE ¢ June 10,2026

This refers to the incident report received on 5 JUNE »2026 RE: SHORT DELIVERY OF 2PCS OF 2.7KG PAINTED
CYLINDER TO RGC GERONA AMOUNTED PHP 1,960.00, which was brought to our attention for appropriate
action.

Based on the report, on March 10,2026 (Tuesday), the delivery of cylinders to RGC Gerona had a short of 2 pes of
2.7 kg painted cylinders. In the document of TPMC, only 200 pcs were declared, but the actual number that arrived
at the plant was 198 pcs.

Part of your responsibility as Inventory controller is to ensure that we follow the policies and procedures of the
company.

It is proven true, that your action is a clear violation of our Employees’ Handbook under Section 2, 3 & 7 of Article
II- General Efficiency. To wit;

Article II. General Efficiency

Section 2- Negligence in the performance of duty

Section 3 - Failure to comply with policies and procedures

Section 7 - Negligence resulting to major loss, waste or damage from/to the company property.

Based on our Employee’s Handbook, the 280 Offense may be given a disciplinary action of Suspension
with shareable charge amounted PHP 1,960.00

of disciplinary actions is warranted, same shall be made known to you,

Please give this letter your priority attention.

For your information and strict compliance.

Prepareg by: A:mwledgcment of the Employee

Gessah § [htienza Elay  Briony
Sr. HR Assbciate 3 g

Signature over printed name
Date received: 6 - 29 -4 u
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