FIRST GLOBAL CORPORATION

Unit 408 ABC Building,

No. 46 Orange Street, Denver, CO
MEMORANDUM

DATE

: March 10, 2014
FOR

: Ms. Gina Cruz Santos
FROM

: MR. Paul Miller


      President
SUBJECT:
For Violation of Company Rules/Policies and/or Violation of 

  Employment Contract
- - - - - - - -- - - - - -  - - - - - - - - - - - - - - - - - - - - - 

You are hereby required as a matter of company policy to explain in writing within twenty four (24) hours upon receipt hereof why you should not be reprimanded/disciplined and or terminated for violating the following:

1.  We received the revision request from Marilyn Nguyen on May 9, 2013 at 12.47 pm (Manila Time). It was not processed at the end of your shift. Revision request it is number 4 priority in the list of responsibilities of CSR who is working with writers. You ignored this list of priorities. 

According to Rules and Regulations, Customer Support Representative should accurately follow all recommendations specified in the Working Handbook as well as recommendations of the Manager. You violated the Rules and Regulations since you ignored to process revision request.
It is at the discretion of the company whether or not your explanation on the aforecited violations really justifies your wrongful acts against our policies and/or employment contract. Hence, the company has the sole power whether to retain or cease your employment as the outcome of your wrongful acts.
For your immediate compliance.







Paul Miller







President
Received and signed by:
_________________________________
Date: _____________________
