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MEMORANDUM

FOR

FROM

DATE

SUBJECT

Executive Direcfor LEAH PULIDO OCAMPO

1
{

ATTY. EVA MARIE MARIQUINA

DC, Corporate Planning Division
JUNE 13, 2025

CHANGE OF DELIVERY DATE

We would like to formally request an adjustment in the delivery date for the 5,000 pieces of
White A4-size document envelopes with the CITEM logo. We request to extend the original

PR delivery date from January 31, 2025 to June 16, 2025.

This adjustment was necessary due to multiple rounds of revisions, proofing, and
finalization of instructions related to the envelope design. The final approved files were

forwarded to the supplier on May 30, 2025.

The end user has agreed to the revised delivery timeline to allow the supplier sufficient time
to produce high-quality materials. We are pleased to report that all envelopes were
successfully delivered by June 16, 2025, in time for the scheduled event.

For consideration please.



