REGASCO

Sitio Calumpang, Inawayan Sta Cruz, Davao Del Sur
Contact No: 0917-312-1581
Email: regascodavao@gmail.com

DAVAO SATELLITE OFFICE

1 + Jessa Mae Ebay NTE-DVO_STL-RGG-2026-0010
o : gOMPLIANCE COOORDINATOR/ RGC SATELLITE DAVAO
: Human Resource Department
DATE : August 6, 2026
RE : NOTICE TO EXPLAIN

Tfh:s refers to the incident report dated June 6,2026, submitted to the Human Resource Department regarding your alleged violation
of company pohcy:' Penalty on Electric Bill” which has been brought to our attention for appropriate action. Based on the report: A
surcharge amounting 715.33 was allegedly incurred on the payment of the Davao Sateliite Office’s electric bill due to delayed
settlement. The delay allegedly occurred because of insufficient knowledge of the new process implemented by the electric provider,
which requires the use of an online account to access billing statements. You allegedly are the one who receives and manages all
documents related to utility bills.
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As the Compliance Coordinator, it is your responsibility to monitor the company’s utility bills, including their billing schedules and due
dates. You are expected to maintain proper tracking of all bills to ensure that payments are processed on time and to prevent
unnecessary surcharges, penalties, and additional expenses for the company.

The above stated act constitutes violations on the following prohibitions as stated in the Section 2,3,6 and 7 General Efficiency of
the Employee Handbook as corresponding penalty shall be imposed upon employees who fail to obey the lawful orders of the

company. To wit;

Article 1l - General Efficiency
Section 2 - Negligence in the performance of duty.
Section 3 - Failure to Comply with policies and procedures.
Section 6 - Failure to report correctly and immediately any information in connection to its regular operations that

may or may not result to injury of a person or damage or loss to Company
Section 7 - Negligence resulting to major loss, waste or damage from/to the company property

Based on our Employee’s Handbook, the 2" Offense may be given a disciplinary action of Suspension and possible shareable

charges.

In light of the foregoing, you are hereby requested to submit your written explanation to DISCIPLINARY MATTERS being charged
against you described or narrated above within five (5) days from the date that this notice was served upon you. Failure to respond
within the period give n will be construed as a waiver of your right to be heard and the investigation on the foregoing matter will
proceed. In the event that after due investigation the imposition of disciplinary actions is warranted, same shall be made known to
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Distribution: One (1) copy for 201 file and one (1) copy for employee
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Sitio Calumpang, Inawayan Sta Cruz, Davao Del Sur
Contact No: 0979-312-5181
Email: regascodavao@gmail.com

EXPLANATION

Dear Sir/Madam,
Good day.

This letter is in response to the Notice to Explain (NTE) dated June 6, 2026 regarding the
penalty incurred on the electricity bill.

| respectfully submit my explanation and clarify that the monitoring, processing, and
payment of the electricity bill were not part of my assigned responsibilities as Compliance
Coordinator. | was not assigned or instructed to handle the payment or monitor the due
date of the said utility account.

Furthermore, | did not receive, handle, or have custody of any documents related to the
electricity bill. | was not provided with the bill, payment notice, due date, or any other
documents pertaining to the account. Consequently, | had no knowledge of the status of
the bill or that a penalty had been incurred.

| was therefore surprised to learn that the penalty would be charged to me. | respectfully
believe that | should not be held accountable for a payment obligation and documents
that were never under my custody, responsibility, or control.

As Compliance Coordinator, my assigned responsibilities primarily involve the
preparation and processing of compliance-related documents and coordination with the
appropriate agencies and offices. | have consistently performed these duties to the best
of my ability.

| fully understand the importance of timely payment of company obligations and
compliance with company policies. However, | respectfully request that the circumstances
surrounding the electricity bill be reviewed, particularly the person or department
responsible for its monitoring, documentation, and payment.

Thank you for giving me the opportunity to explain my side. | respectfully hope that this
explanation will be considered in the fair evaluation of the matter.

Respectfully yours,

JESSA MAE C. EBAY
Compliance Coordinator
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7 Good afternoon po mam
@Maria Elena P Romey @Aica -
Regasco Davao update for the
Satellite office Change name,
From Sunlife Canada to »
REPUBLIC GAS CORPORATION
and new Account # for Satellite
office po, Thank you po

By Translate Edited 2:06 PM

Processing of application for
electricity and water
connection, yes. Payment of
bills, no. you can accommodate
but monitoring it that payment
should be paid on time is not
your responsibility.
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REGASCO

REPUBLIC GAS CORPORATION

INCIDENT REPORT
PERSON INVOLVE: JESSA EBAY LHAB VIA BUTAYA IRNO: DV0-00064
POSITION: COMPLIANCE COORDINATOR DATE: August 1, 2026
PERSON INVOLVE: JEMAICA ZIPAGAN CHERRY BASALAN
POSITION: OIC DAVAO AGM-DAVAD
DEPARTMENT:
SUBJECT: PENALTY ON ELECTRIC BILL
Location of Incident: Davao Satelite
Total Amount/Value (if any): 715.33

(Loss, short, damage, etc.)

Nagkaroon ng surcharge sa pagbabayad ng electric bill ng Davao satellite dahil sa pagkaantala ng pagbabayad. Isa sa mga naging
dahilan nito ay ang huling pag-abot ng electric bill, dahil lumalabas na pala ito sa online portal at kinakailangang gumawa ng
account upang ma-access ang billing statement.Bilang Compliance Coordinator na siyang tumatanggap at nangangasiwa sa mga

WWMMWMumeunghagmwmuongﬂemwrovlder,

abilang ang paggamit ng e para sa p ha ne billing statement. Dahil nakatalaga ka sa Davao Satellite, mahalagang

maging updated sa mga pagbabagong ito upang maiwasan ang pagkaantala sa pagbabayad.Bukod dito, bilang Officer-in-Charge

(0IC) at Acting General Manager (AGM) ng Planta, bahagi rin ng iyong responsibilidad ang pag-supervise sa lahat ng utility bills ng

kumpanya, tulad ng water bill at electric bill. Kinakailangang magkaroon ng maayos na monitoring ng mga due date at billing

schedules upang matiyak na ang lahat ng bayarin ay nababayaran sa tamang oras at maiwasan ang pagkakaroon ng surcharge,
penalties, at iba pang hindi kinakailangang gastusin ng kumpanya.
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