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Pursuant to the requirement of the Securities and Exchange Commission, this Integrated Annual

Corporate Governance Report (I-ACGR) is signed on behalf of the registrant by the undersigned,
thereunto duly authorized, in the on

MAMDALLUYONG CITY

MAY 16 7n1a

% /= SIGNATURES
L4

EDWARD KUOK KHOON LOONG Wﬂva@\ WILFRELY SHAN CHEN WQO
Chairman of the Board KARLO MARCO P. ESTAVILLO Exécutive Director

Chief Operating Officer

Compliance Officer

NTONIO O. COJUANGC

0 BENJAMIN 1. RAMOS MAXIMO G. LICAUCO 1l
Independent Director Independent Director Independent Director
M&Y 16 o1
SUBSCRIBED AND SWORN to before me this day of

2019, affiants exhibiting to me their government issued identification cards, as follows:

EDWARD KUOK KHOON LOONG Passport No. A37525149 15 Jun 2016/Hong Kong/18 Dec 2021

WILFRED SHAN CHEN W00 Passport No. GA228904 07 Apr 2014/Hong Kong/07 Apr 2024

ELMER G. PEDREGOSA Passport No, P7469452A 07 jun 2018/DFA NCR West/06 Jun 2028

FEDERICO G. NOEL, JR. Passport No. P6098076A 20 Feb 2018/DFA Mla/19 Feb 2028

ANTONIO ©O. COIUANGCO Passport No. EC5284348 10 Sep 2015/DFA MIa/09 Sep 2020

BENJAMIN I. RAMOS S55 1D No. 33-0473944-3

MAXIMO G. LICAUCO HI Passport No. EC7161351 19 Mar 2016/DFA NCR East/18 Mar 2021

KARLO MARCO P. ESTAVILLO Passport No. EC4018079 23 Apr 2015/DFA Mila/ 22 Apr 2020

Doc. No. Ky ; NOTARY pJOVEN G./AEVILLAND -
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NOTICE TO SHAREHOLDERS OF SHANG PROPERTIES, INC.

Pursugnt to the Amended By-Laws of Shang Propgrties, Inc, {the “Corperation™),
afl intarested shareholders of the Corporation may now subrilt the names of their
nemineas for Independent Blrectors and Ragular Directors of the Corporation’s
Board of Directors who shall be slected during the Annual Sharsholdare’ Maating ta
be held on 19 JUNE 2013 at EDSA Shangri-La Manila, No., 1 Gardan Way, Ortigas
Center, Mandaluyong City. Ail nominstions shouid be submitted on or bafora 20
May 2018 to the Corporate Saecretary at the following addrass:

FEDERICO G. NOEL, JR,

Shang Properties, Inc,

Level 5, Shangri-La Plaza Mall

Edsa cor. Shaw Blvg,, Mandaluyong City

All nomingtions should contain at Isast the following information:

* Names, ages, snd citizenship of ak nominses;

* Positions and offices that eacl fomines has held, or will hold if known;

+ Term of office and the period during which the nomines has served as
director; 3

= Business experience during the past five (5) years;

* Dtherdirectorships held in SEC reporting compainies, haming sach oompaty;

*  Family ralationships up to the fourth civil degree either by consanglinity
ar affinity among diractors, executive officers, or parsons chosen by the
Corperatien te become directors or exaculive officers;

°  Involvement iy legal proceedings, Le., & description of any of the follewing
avents that acourmed during the past five (5) ysars up to the latast date that
are material to an evaluation of the abillty of integrity of any direcior, any
naminee for slection as directar;

* Any bankrupicy petition filed by or against any business of which such

Person wae a general partner qr executive officar sither at the time of the
bankruptey or within two years prior to that time;
Any conviction by final Judgment, including the nature of the offerise, i &
criminal proceedings, domestic or Toraign, or being subject to a pending
criminal proceeding, demestic er foreign, excluding traffic viclations and
other minor offenses;

*  Bsing subject to any order, judgmant, or decres, not subsecquently, reversad,
suspended, or vacated, of any court of compatent Junsdiction, domestic
or fonaigr, permanently or temporarily enjeining, barring, suspending or
otherwise limiting his involvement in any type of business, sscuritios,
commodities or banking activities:;

Being found by a domestic or foreign court of compatent Jurindicilon (in a
¢ivil action), the SEC or comparable foreign body, or a domestic or foreign
exchange or other organized trading market or saif nequiatory organization, to
have: violafed securities or commexdities faw or regulation, and the judgment
has riot been reversed, suspented, or vacatsd:

Disolosure if owning dirsetly or indirectty ab record ardfor beneficial ownae of
any class of the Corporation's vating securities:

« Disclogure If owning vating irust of more than §% of the Corporafion's
seciuilies; and

*  Bhould not have any of the disgualifications |aid down by prevailing laws,
ules, and reguiations.

All nominations shall be Subject fo pre-scresning by the Comaration's Nomination
Commiitee which shall Frepare the finat st of nominess,

Interested shareholders ‘may also submit on or before 20 May 2018, their proposals
for matters to form part of the Agenda for the Annual Shareholdérs. Meeting.

By Order of the Nomination Committms.

{8GD.)
FEDERICO G. NOEL, JR.
Secretary

MT - April 22, 2019

Doc. No. _OEL

Page No
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Series of 2019
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'Lourdel B. Dineros, of legal age,
| and a resident of 20 Libra St.,
ESubdivision, Pamplona, Las Pifias City
nes, after having been duly sworn
» do hereby depose and state:

Interim Credit and Collection Head of
€s, a newspaper which is published
inted in English and Edited in Metro
sulated nationwide daily from Monday to
stal address at 2/F Sitio Grande, 409 A.
» Intramuros, Manila

hed NOTICE TO SHAREHOLDERS
OPERTIES, INC,

in The Manila Times newspaper in
RIL 22, 2019

reof | signed this Affidavit in Pasig,
KPR 3V 2079

CARMINA LOURDES B. DINEROS

n rn to before me this day
W in PASIG, Philippines, affiant
e her Driver's License No. D06-93-

February 08,

at Las Pifas valig until
| ID No. 33-457-425-09

THE MANILA TIMES PUBLISHING CORPORATION



Attachment 2

ELMER DE GUZMAN PEDREGOSA

ATTORNEY AND COUNSELLOR-AT-LAW
Unit 1204 Tycoon Centre
Pearl Drive, Ortigas Center, 1605 Pasig City
(63 920) 901-6074; (63 2) 650 0458
elmer.pedregosa@pedregosalaw.com

PROFESSIONAL EXPERIENCE AND BUSINESS AFFILIATIONS

May 2017 -
present

June 2006 -
present

Shang Properties, Inc. —
Deputy General Counsel/Compliance Officer

Acts as the PSE-Jisted company’s Compliance Officer;
Acts as lead legal counsel for the Company’s Business
Development Office; Acts as the Company’s lead counse/
in its joint venture with a Top 3 Real Property Developer
for an ultra-high-end residential condominium
development at Bonifacio Global City.

Acts as lead counsel handling the Company’s land
banking activities in Mabini and Tingloy, Batangas and in
Naic, Cavite,

Acts as general counsel, Director and Corporate
Secretary for: Shang Global City Properties, Inc.
(Shangri-La at the Fort, Manila); as general counse],
Director and Corp. Sec. for Shang Property
Developers, Inc. (Shang Salcedo Place); as
Chairman/President of the Shang Salcedo Place
Condominium Corp.; and as Counsel and Corporate
Secretary of the Horizon Homes Condominium
Corporation.

Royal Asia Land, Inc. -
Legal and Compliance Manager

Acts as general counsel and operations head of the
Corporation, a land-banking and development company
that owns about a thousand hectares of land in Carmona
and Silang, Cavite;

Page | 1



Private
2002 - 2016
2000 - 2001
1997 - 2001

Acts as fead counsel in the joint venture entered into by
the Company with a top horizontal land developer in the
country; Implements and supervises the clean-up of said
properties’ muniments of titles in preparation for
development; Oversees the handling of all cases
involving the company and its fandholdings, whether
handled internally or by external counsels; Performed
corporate secretary work, corporate housekeeping and
regulatory compliance functions for the company. Leads
in the negotiations and in the management of the
Corporation’s remaining land procurement activities.

Practice of Legal Profession;

Pedregosa Law Offices - Founding Partner

Lachica & Pedregosa Law Offices — Managing Partner
Platon Martinez Flores San Pedro & Leafio Law
Offices - Assaciate Member of the Firm

Corporation Law - Organization and incorporation of
clients” new companies; Reorganization of clients’
corporate structure, increases in authorized
capitalization and other amendments to the articles
of incorporation; Supervised the negotiations for
and the execution of a buy-out of the foreign-
owned minority shares in a realty company
amounting  to  P1.3B; Handled corporate
acquisitions; Prosecuted corporate take-over and
other intra-corporate dispute cases; Conducted
legal audit/due diligence on the acquisition of a
domestic paper company by a multinational client;
Conducted fegal audit/due diligence on the spin-off
of @ major business operation of a multinational
tefecommunication company for acquisition by
another muitinational company; Provided legal and
documentary support for the syndicated or stand-
alone foan transactions of clients; Registration of
foreign locator companies with the Philippines
Economic Zone Authority; Compliance work with
SEC, DENR, BIR, PEZA and local government
regulations; Performs general corporate
housekeeping/ acts as corporate secretary for
various clients.

Page |2



2010 - 2016

2001 - 2015

Land and Real Estate Law - Provided fegal and

administrative services in land consolidation efforts
for several clients; Handled title clean-up and
ownership consolidation legal services; Filed and
prosecuted cases for judicial cancellation of
spurious certificates of title as well as for
ejectment, possession and land ownership recovery
cases; Handled cases filed before the HLURB;
Handled cases for judicial rescission of contracts of
sale; Performed legal due diligence and consultancy
work for verification of authenticity and validity of
land ownership claims and certificates of title; Done
work for community mortgage projects for filing
with the National Home Mortgage and Finance
Corporation.

General Litigation - Defended product liability actions

filed against corporate clients; Prosecution of
inteflectual  property rights violations. Filed,
prosecuted or defended: Civil actions such as
breach of contract, aviation torts, damage suits,
personal and marriage and family law cases;
Criminal Cases such as estafa, falsification of
documents, physical injuries, homicide, BP 22
cases and violation of trust receipts law.

Labor Law - Handled various labor cases for corporate

clients; Conducted CBA negotiations for several
clients; Handled notices of strike mediation and
negotiations; Assisted corporate clients in
compulsory arbitration, grievance conciliation and
certification election. Performed oversight and
supervision functions for several clients’ human
resource/personnel management.

Contracts — drafted and reviewed various contracts for

local and multinational clients.

Immigration Law ~ Processed working visas and secured

the lifting of blacklist status for foreigner clients.

Distressed Assets Portfolio Servicing (Phils.), Inc.

= Director for Legal Services

Universal Scope Phils., Inc. - Legal Counsel and
Director

Acted as a director and legal officer of the Company and

performs  corporate housekeeping, government
Page |3



2004 - 2015
2013 - 2014
2006 - 2012
2006 - 2012
2008 - 2010

regulations compliance and HR oversight functions.

Far Eastern Agri Trade, Inc. - Legal Counsel and
Director

Apex Mining Co., Inc. - Independent Director

Acted as one of the two independent directors of the
PSE-listed company.

Luster Rubber Mfg. Corp. -
Director, Legal Counsel and Corporate Secretary

Acted as a director, as the legal officer and corp.
secretary of the Company; Performed corporate
housekeeping, government regulations compliance
and HR oversight functions. Implemented the
Company’s registration with PEZA as a locator in
Lipa Technology Center, Lipa City-Malvar, Batangas

Radiant Property Development, Inc. -
Director and Corporate Secretary

National Grid Corporation of the Philippines -
Director; Chief Administration Officer (CAQ)

As CAO, he was one of the four C-Suite/executive officers
of the Company and was the one ultimately
responsible for the management and administration
of the non-technical departments of the Company,
namely, Human Resources, Information Technology,
Security, Physical Assets Management and General
Services Departments, He reported to the Board
and the President/CEO on matters relating to the
above departments. Co-headed the change-
management efforts of the Company from a
government (TransCo) to a private (NGCP) set-up;
Spearheaded the development of a new
organizational structure and table for the Company;
Implemented the full scale/nationwide re-
organization cum streamlining and downsizing
efforts of the Company under the new ownership
and management and successfully effected the
corporate transition.

Page | 4



2006 - 2010

2006 - 2010
2008 - 2016
2001 - 2016
2002 - 2009
2002 - 2009
2005 - 2009
2003 - 2006

Calaca High Power Corporation -
Director, Corporate Secretary and Head of Legal

As Head of Legal, led the company’s efforts in the bidding
for and the acquisition of the National Transmission
Corporation (TransCo) for USD3.95Billion in
collaboration with the two other member-companies
of the winning consortium; As Corporate Secretary
and Head of Legal, acted as legal officer of the
Company and performed corporate housekeeping
and compliance functions.

Pacifica2l Holdings, Inc. - Director and Corporate
Secretary

Acted as legal officer of the Company and performed
corporate housekeeping and compliance functions.

The Tillers Multi-Purpose Cooperative, Inc. -
Director

Acted as a member of the Board of Directors of a coop
that engages in agricultural and aquaculture
production, in trading, importation and export of
inputs and equipment, among other activities; acts
as the Coop’s de facto legal advisor and provides
oversight supervision over the Cooperative’s HR
functions;

Bluebay Aquaculture, Inc, - Director

FSAP Company, Inc. - Legal Counsel and Corp.
Secretary

First Cainta Resources Corporation -
Director, Legal Counsel, Corporate Secretary

International Cargo Linkages, Inc. - President and
Director

Gomu Kohsai Phils., Inc. - Director and Corp.
Secretary

Acted as a director, as the legal officer and corp.
secretary of the Company; Performed corporate
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housekeeping, regulations compliance and HR
oversight functions,

2002 - 2005 Uniglobe Feeds, Inc. - Director and Corporate

Secretary
August 96 -  Civil Service Commission - Executive Assistant to
February 97 the Commissioner [as a working student]
January Office of the Presidential Adviser on the Peace
1996 - July Process
1996 - Peace Program Officer [as a working
student]

1992-1993 House of Representatives - Legislative Staff Officer
[as a working student]

1994-1995 Pacifica Prawn Farms, Inc., Sta. Catalina, Negros

and Orienta!l
1988-1991 - Farm Manager
EDUCATION
1997 University of the Philippines College of Law

Bachelor of Laws

1988 University of the Philippines College of Fisheries
Bachelor of Science in Fisheries major in Aquaculture
(Full Scholar, Pres. Ferdinand E. Marcos Scholarship
Program for Fisheries)

AREAS OF PRACTICE

Corporation Law

General Litigation

Contracts Law

Labor Law

lLand Titles, Deeds and other Real Property Transactions
including Land Dispute Resolution and Litigation

Aviation Tort Law

M&A and Joint Ventures
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ORGANIZATIONS/AFFILIATIONS

Integrated Bar of the Philippines - Davao del Sur
Chapter

UP Law Alumni Association

Rotary Club of Manila

GOVERNMENT LICENSURE EXAMS PASSED

1997  Philippine Bar Examinations
1990  Civil Service Eligibility Examination for
Professionals

LANGUAGES/DIALECTS

Major:  English; Filipino (Tagalog); Cebuano
Minor: Ilonggo; Pangasinense

PERSONAL CIRCUMSTANCES

Date of Birth: 24 October 1968
Place of Birth: Bansalan, Davao del Sur

Spouse: Mary Benjielyn V. Belmonte-Pedregosa
Citizen of: Republic of the Philippines

Updated: May 2019
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Attachment 3

/
( / , . . e .
% Shang Properties, Inc. and Subsidiaries
PERFORM & GROW EVALUATION FORM
Employee name ) _Date_A_c_comprished__
Division/Department | | Superior's name |
! = !
Jobtitle | - - \_Z”d Level Superior i - .
Job category J 777DIVISI0MEAD | Period covered From TTo
1. AT THE START OF THE YEAR, rater and ratee sits down to discuss specific expectations on com petency demonstration based on
Torecasted demands of the department/ division.
2. DURING THE YEAR, regular check-ins are conducted between rater and rate to discuss progress against expected competency
gemeonstration, Performance coaching may be conducted to guide ratee in improving performance.
3. AT THE END OF THE YEAR, rater evaluates employee perfarmance using Performance Rating guide and computes for overall score.
Performance Rating Guide
4= Excellent (Competency demonstration has exceeded expectation)
3= Doing Job Well (Competency demonstration meets expectations)
2= Needs improvement {Competency demonstration is beipw expectation)
1= Inadequate Performance (Competency demanstration is far below expectation)
0= Fail (Competency demonstration is unocceptable) :
PART Il: Competency Factors
— R - _ *Total Score is computed based on the Superior’s Rating. |
F A. lob Competencies (40%) Weight [ self Superior Teotal
(%) Rating ‘ Rating Score
Job Knowledge ’_Uaderstanding of present job dutfes and related work 15
N . . .+ = T —
initiative and Willingness to accept & the ability to cairy out responsibilities; | 30 [
i Drive resourcefulness; self-starter _ - _} N N B R
Quality of work Accuracy, completeness, neatness & effactiveness of work ‘ 20 | I
——— peformance _____ 0| | | —
Quality of Service Willingness to respond to the needs of others in a caring and 15
| courteous manner 1
Judgement Ability to think through a problem, recognize and evaluate 20 ‘
relevant facts, and draw correct actions and conclusions ‘ ; ]
JOB SCORE L
B. Behavioral Competencies (30%) | Weight | Self | Superior | Total
(%) Rating Rating Store
Dependabiity | Reliability in assuming and carrying out the commitments and J“ 20 | [
~ _ | Obligations of the position | _ | | ) )
Teamwark & | Ability to work harmoniously and effectively with athers [ 15 | }
Cooperation | o - - - B R R
Communication | Ability to express ideas clearty and appropriately in writing or in 15 |
| speech ‘ S
Punctuafity j_Prompt and regular in reporting to work and other official avents [ 10 I‘
| Positivity [ Maint;ins Eﬁthugiasm Eespfte crificisrﬁ “and demogstraaas “Can- 15 |
i _, do” and“l care” attitude e 4 I oW F |
Ethics & Vaiues | Embodies & stands by the company’s core vaiues and beliefs. j 25 f
- | eemaviorat |
SCORE
C. Management Competencies {30%)} | weight | self | Superior | Total
) ) B ) | (%) I'\_‘atmg J\_Ratlng Score
Business | Ability to put information into the proper context so it allows for 30 i
Perspective | insights to be drawn that is relevant to the business’s objectives | | —
Planning & Ability to set priorities, organize work and implement tasks to 25 1
_Organization | achieve project goals _ - ) ] B ) ) ]
Leadership Ability and willingness to guide, inspire and be a positive example 25 |
| toothers - L. b ] ]




C. Continued | weight Self Superior | Total
%) Rating Rating Scare
Developing Ability and willingness to improve employees’ skills and 20
Talent competencies , using fermal or informal learning platfarms, in ‘ |
| order to achieve and maintain the organization’s competitive ‘
S | advantage - " — - — - — i T —
MANAGEMEENT |
_ SCORE |
T sUMMARY _“ WT | TOTAL
(%) SCORE
|, PERFORM GOALS 50
il. COMPETENCY FACTORS 50
FINAL SCORE
Overall Performance Level
e =l —— S i - =
Excellent Doing job Weil Needs Improvement Inadequate Performance
(3.6-4.0) (26-35) {1.6-2.5) {1.5 and betow)

l

PART liI: Evaluation Summary

Top 3 Strengths — key areas of strength; demonstrated high performance in thess areas;

future development.
1

can leverage performance through

2,

3,

Top 3 Developing Needs — developing areas of performance. Some develo

standard of performance.
1.

pment still required to bring them up to expected

2,

3.

Top 3 Development Needs — not an area of natural strength which may impact performance;

to bring them up to expected standard of performance,

1.

significant development required

2.

3.

Development Plan
{ ) Formal/ Informal Training

Cross-Posting

Assign to Task Forces/ Project Team
Job Enhancement

Coaching/ Counselling/ Mentoring
Promotion- Timeline

——— p— i,

1 understand and hereby accept the results of this performance evaluation, as explained to me by my immediate superior,

Employee
Date;

Immediate Superior
Date:

2nd Leve! Superior
Date:




| Shang Properties, Inc. and subsidiaries

PERFORM & GROW EVALUATION FORM
PART I: PERFORM GOALS

Period covered

Division

1. AT THE START OF THE YEAR, manager identifies four to six (4-6) Key Performance Indicators (KP1} for which his performance will
be evaluated for the period.

2. Each category must atleast contain one {1} KPI,

3. Rater and ratee should then agree on the total number of peints to be given per KPI per category. Total number of points for all KPIs within
a category must equal to ten (10).

4. Rater and ratee must also agree on results expected and the measure by which performance will be evaluated. Total points assigned must
then be allocated along these identified measure of results.

5. Score will be given at the end of the year based on actual performance vis-a-vis agreed measures,

Goals discussed and agreed by:

Employee Immediate Superior 2nd Level Superior
Date: Date: Date:
Key Performance . [
Total
Indicators ota Measure of Results Pts. | Score ResuftSiligeded
i From

(Divisional Goals)

EE - 0
0
L ME -
BE- 0
3 0
g EE -
I 0
S 2 ME -
z
Z BE - 0
[T

EE - 0
3 ME - 0
BE - 0
10 SubTotal: ( X 40% ) =
& EE - 0
),
<IN
ME - 0
-
& \
e BE - 0
[Th




EE - 0
2. ME - 0
g
o BE - 0
&
=
=
= EE - 0
i
wl
3. ME - 0
BE - 0
10 Sub Total: { %x30%)=
EE - 0
1. ME - 0
BE- 0
13
2 EE - 0
£
5 |2 ME - 0
o
8 0
§ BE -
EE - ¢
3. ME - 0
BE - 0
10 Sub Total: { %x30%) =
LEGEND: RATING GUIDE ’f :x:: :ﬁgﬁ’
RATING PERFORMANCE LEVEL SCORE .
4 Excellent 8.6 - 10.0
3 Doing lob Well 5.6-85
2 Needs Improvement 3.6-55
1 inadequate Performance 1.0-35 |
Agreed by:
Employee Immediate Superior 2nd Level Superior
Date: Datfe: Date:




Attachment 4

Job title

P
‘. Shang Properties, Inc. and subsidiaries

Job category

|2 Level Superior
Jﬂ‘iod covered

2.

on forecasted demands of the department/ division.

DURING THE YEAR, regular check-

From

demonstration. Performance coaching may be conducted to guide ratee in improving performance.

Performance Rating Guide

4= Excellent (Competency demonstration has exceeded expectation)
3= Doing Job Well (Competency demonstration meets expectations)
2= Needs Improvement (Competency demonstrotion is below expectation}
1= Inadequate Performance (Competency demenstration is far below expectation)

0= Fail

PART I: Competency Factors

e

*Total Score is computed based on the Superior’s Rating.

| SCORE:

A. Job Competencies (40%) Weight | Superlor | Total
(%) Rating Score
lob Knowledge Understanding of present job duties and related work 30 ]
Quality of work Accuracy, completeness, neatness & effectiveness of work | 30
performance | o
Initiative and Willingness to accept & the ability to carry out responsibilities; f 25
Drive | resourcefulness; self-starter | | ——
Judgement Ability to think through a problem, recognize and evaluate 15 | |
L | refevant facts, and draw correct actions and conclusions N L = 1 1
JOB SCORE: J
' B. Behavioral Competencies (30%) Weight | superior | Totai |
| (%) Rating Scare
Dependabilty Reliability in assuming and carrying out the commitments and 20 o
i ] obligations of the position - B N
Teamwork & Ability to work harmoniously and effectively with others 15
___ Cooperation . e SN, 'SR U
Communication Ability to express ideas clearly and appropriately in writing or in 20 T |
) speech 7 7 [
Punctuality Prompt and regular in reporting to work and other official i0
events
Positivity Maintains enthusiasm despite criticisrm and demonstrates “Can- 15
- do” and “| care” attitude - - R (I
Ethics & Values Embodies and stands by the company’s core values and beliefs ’ 20
T TR s T S DT  BEMAVIORAL
| SCORE: J
C. Management Competencies (30%) \ Weight | Superior | Total
R - o | Ratmg___Sgori
Leadership Ability and willingness to guide, inspire and be a positive | 30
- example to others - ) ) | - ]
Planning & Ability to set priorities, organize work and implement tasks to 25
Organlization _achieve projectgoals e ik |
bevelobing_ Ability and willingness to improve employees’ skills and 25
Talent competencies , using formal or informal learning platforms, in
order to achieve and maintain the organization's competitive
advantage ]
Business Ability to put information into the proper context so it allows 20
Perspective for insights to be drawn that is relevant to the business’s
o | objectives B R
MANAGEMENT

1. AT THE START OF THE PROBY PERICQD, rater and ratee sits down to discuss specific expectations on competency demonstration based
ins are conducted between rater and rate to discuss progress against expected competency

. AT THE END OF THE YEAR, rater evaluates employee performance using Performance Rating guide and computes for overall score,




—

’EHKVIORAL COMPETENCIES

[ SUMMARY - ‘wr | ToraL ‘
{%) | SCORE
|
[

¥
L l
| JOB COMPETENCIES ‘ 40
i
'i

30
i MANAGEMENT COMPETENCIES 30 | . }
- - - | —
FINAL SCORE ! '
Overall Performance Level
Excellent Doing Job Well Needs Improvement Inadequate Performance
(3.6—4.0) (2.6 —3.5) (1.6-2.5) {15 and below)

[ 1 Employee is recommended for regularization effective

] Employee is recommended for termination effective .

Superior’s Signature Division Head

PART II: Evaluation Summary

Top 3 Strengths — key areas of strength; demonstrated high performance in these areas; can feverage performance through
future development,.

1.

2.

3.

Top 3 Developing Needs — developing areas of performance. Some development still required to bring them up to expected
standard of performance.

1.

2.

3.

Top 3 Development Needs — not an area of natural strength which may impact performance; significant development required
to bring them up 1o expected standard of perfarmance.

1.

2.

3.

Development Plan
{ ) Formai/ Informal Training

Cross-Posting

Assign to Task Forces/ Project Team
Job Enhancement

Coaching/ Counselling/ Mentoring
Promotion- Timeline

— g,y p—
M s st Nrge Yot

{ understand and hereby accept the results of this performance evaluation, as explained to me by my immediate superior.

Empiloyoe Immediate Stuperior 2ndf level Superior
Date: Date: Dafe:




Employee name

PERFORM & GROW EVALUATION FORM

Division/Department

Shang Properties, Inc. and subsidiaries

Job title

Superior's name

Job category

RANK and FILE Period covered

From

lTo

1. AT THE START OF THE PROBY PERIQD, rater and ratee sits down to discuss specific expectations on competency demonstration based on

forecasted demands of the department/ division.

Z. DURING THE YEAR, regular check-ins are conducted between rater and rate to discuss progress against expected competency

demonstration. Performance coaching may be conducted to guide ratee in improving perfarmance,

3. AT THE END OF THE YEAR, rater evaluates employee performance using Performance Rating guide and computes for overall score.

Performance Rating Guide

4= Exceflent (Competency demonstration has exceeded expectation)

3= Doing Job Well {Competency demanstration meets expectations}

2= Needs Improvement (Competency demonstration is hefow expectation)

1= Inndequate Performance (Competency demonstration is far below expectation)

0= Fail

PART I: Competency Factors

*Total Score is computed based on the Superior’s Rating.

A. Job Competencies { 50%) Weight | Superior | Total
%, Rating Score
Initiative and Willingness to accept & the ability to carry out responsibilities; 30
Drive resourcefulness; self-starter
lob Knowledge Understanding of present job duties and related work 25 J
Quality of work Accuracy, completeness, neatness & effectiveness of work | 25 | |
L performance o o - N
Judgement Ability to think through a problem, recognize and evaluate 20
relevant facts, and draw coriect actions and conclusions |
JOB 5CORE;
B. Behavioral Competencies ( 50%) | Weight [ superior [ Tatal
| (%) Rating Score
Teamwork & Ability to work harmoniously and effectively with others 50
Cooperation N ) B .
Communication Ability to express ideas clearly and appropriately in writing or in 20
speech )
Punctuality Prompt and regular in reporting to work and other official events 20
Ethics & Values Embodies & stands by the company's core values and beliefs i0
' BEHAVIORAL ]
SCORE: |

SUMMARY WT | TOTAL o
(o SCORE
JOB COMPETENCIES 50 ‘
BEHAVIORAL COMPETENCIES 50 f
| FINALSCORE

Overall Performance Level

Excellent
(3.6-4.0)

Doing Job Well
{2.6-3.5)

Needs Improvement
{1.6-2.5)

Inadequate Performance
(1.5 and below}




] Employee is recommended for regularization effective

[] Employee is recommended for termination effective

Superior's Signature Division Head

PART iI: Evaluation Summary

Top 3 Strengths — key areas of strength; demonstrated high perfermance in these areas; can leverage performance through
future development.

1.

2.

3,

Top 3 Developing Needs — developing areas of performance. Some development still required to bring them up to expected
standard of performance.

1.

2.

3.

Top 3 Development Needs ~ not an area of natural strength which may impact performance; significant development required
to bring them up to expected standard of performance.

1.

2.

3.

f understand and hereby accept the resuits of this performance evaluation, as explained to me by my immediate superior.

Employee Immediale Superior 2nd Level Superior
Date_ Dafe Date




AUDIT COMMITTEE SELF - ASSESSMENT WORKSHEET

SHANG PROPERTIES, INC, AND SUBSIDIARIES

LAttachment 5-A

FOR THE YEAR 2016 g
Assessment
- W pari': 2 Has this been
Responsibiltties Specific Areas the ‘:”d't' implemented? Follow-up Actions
under the code Sammiiise’s { If yes, cite refarence Needed
Charter
document)
{Yes or No) i : &
| Setting of 1. Committee size Yes ¢ Audit Committee 3
Committee Member Appointment;
Structure and Minutes of the Board of
Operation Director’s Meeting
2. Independence Reguirement I Yes * Corporate Governance
Manual
| | * Audit Committee
Member Appointment;
1 Minutes of the Board of
Director's Meegting
3. Qualifications, skills and ' Yes » Corporate Governance
attributes of members and Manual
Chair * Audit Committee
Member Appointiment;
Minutes of the Board of
Director's Meeting
4. Financial knowledge of Yes e Minutes of the Augit
members Committee Meeting
5. Succession plan for members Yes s Minuies of the Board of
and Chair Director’'s Meeting
6. Meetings (frequency, atc.) Yes s Minutes of the Audit
Committee Meeting
* Audlit Committee Annual
Report |
7. Reporting to the Board and Yes » Minutes of the Board of
issuance of certifications and Director’'s Meeting
critical compliance issues |
8. Evaluations Yes * Minutes of the Board of ‘
Director’'s Meeting |
9, Resources including access to Yes « Informal meetings with
outside advisors the management
10. Tralning and Education Yes » Minutes of the Board of
Director's Meeting
r Dversight on 1, Extent of understanding of the Yes ¢ Audit Committee Annual
Financial tompany's business and Report
Reporting and industry in which it operates
Disclosures 2. Compliance with financial Yes * Audit Committee Report
reporting regulations * Minutes of the Board of I
| B | Director's Meeting
3. Recognition of management’s Yes * Annual Report
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Responsibilities
under the code

Specific Areas

Assessment

Is this part of
the Audit
Committee's
Charter

Has this been
implemented?
{ If yes, cite reference
document)

Follow-up Actions
Needed

responsibility over the
financial statements

(Yes or No) 1

transactions including all
related party transactions

| Director's Meeting
¢ Annual Report

4, Appropriateness of accounting Yeas ® Minutes of the Board of .
policies adopted by Director’s Meeting |
management * Annual Report I

5. Reasonableness of estimates, Yes * Minutes of the Board of
assumptions, and judgements Director's Meeting
used in the preparations ¢ Annual Report

6. Identification of material Yes + Minutes of the Board of
errors and fraud, and Director’s Meeting
sufficiency of risk cantrols * Annual Report {

7. Actions or measures in case of Ves * Minutes of the Board of |
finding of error or fraud in Director’'s Meeting ‘
financial reporting ¢ Annual Report

8. Review of unusual ar complex Yes | * Minutes of the Board of

9. Determination of impact of Yes * Minutes of the Board of
new accounting standards and Director’s Meeting
interpretations | * Annual Report
10. Assessment of financial Yes * Minutes of the Board of
annual and interim reports as Director’'s Meeting
to completeness, clarity, : 1
consistency and accuracy of |
disclosures of material |
information including on
subsequent events and .
related party transactions | | )
11. Review and approval of T_ Yes |« Minutes of the Board of ]
management representation . . Director’s Meeting '
letter before submission to i -
external auditor B | |
12. Communication of the ‘ Yes | » Discuss the matter as the
AudCom with legal counsel , need arises
covering litigation, claims, i [
contingencies or other ' ;
significant legal issues that ‘ ‘
! impect financial statements ‘ : \ |
| 13. Fair and balance review of 1 Yes | » I\E‘lu_tes of the Board of | 3
financiat reports i Director’s Meeting 5
1 | * Annual Report |
14. Assessment of : Yes | » Minutes of the Board of I -

correspondence betwean the
company and regulators
regarding financial statement

| Director's Meeting
i e Apnual Report
|
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Assessment

Is this part of
Responsibilities the :udlt AT O T ;
Specific Areas > ; implemented? Follow-up Actions
under the code Committee's
{ If yes, clte reference Needed
Sharter document)
{Yes or No)
filings and disclosures
Oversight on . Obtaining management's Yes e Audit Commitiee Annual
Risk assurance on the state of Report
Management internal controls * Minutes of the Boarg of
and internal Director’s Meeting
Controls . Review of internal auditor's Yes * Audit Committee Annual
evaluation of internal controls Report
* Minutes of the Board of
Director's Meeting
. Evaluation of internal coptrol Yes * Audit Committee Annual
issues raised by external Report
auditors & Minutes of the Board of
Director’'s Meeting
. Assessment of contral Yes = Audit Committee Annual
environment including |T Report
systems and functions » Minutes of the Board of
Director's Meeting
o Corporate Governance
Manual
. Setting a framework for fraud Yes * Whistle Blowing Policy
prevention and detection
including whistle-blower
program
. Deliberation on findings of Yes = Audit Committee Annual
weaknesses in controls and Report
reporting process s Minutes of the Board of
,  Director's Meeting
. Understanding and Yes |« Minutes of the Board of
assessment of identified risks Director's Meeting
* Annual Report
« Control Self-Assessment
* Enterprise Risk
Managernent System
. Evaluation of suffitiency and No Not part of the Audit
effectiveness of risk Cormmittee’s Charter but

management processes and
policies

has been implemented,

e Corporate Governance
Manuat

e Control Self-Assessment

* Enterprise Risk
Management System
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Assessment

iy 1s this parF o Has this been
Responsibilities Specific Areas the Audit implemented? Follow-up Actlons
under the code Committee's :
{ If yes, cite reference Needed |
Ehagsr document)
, {YesorNo) S|
9. Preparation and No | Not part of the Audit * ‘
implementation of a Business | Committee’s Charter but } |
Centinuity Plan i has been implemented. ‘
| » Enterprise Risk ‘
B | | Management System :
10. Promotion of risk awareness No Mot part of the Audit
in the organization Cornrnittee’s Charter but
| has been implemented.
e Corporate Governance
Manuzl
| @ Controt Self-Assessment |
| o Enterprise Risk
Management System
Oversight on 1. Evaluation of compliance with | No Not part of the Audit
Management the Code of Conduct for ' Cormmittee’s Charter but |
and Internal management has been implemented. ‘
Audit \ ‘
| ® Code of Business Ethics |
‘ * Corporate Governance |
S _ | Manual ‘
2. Communication with Yes ‘ « Audit Committae Annual ‘
management and internal . Report :
auditor | * Minutes of the Audit
| - | Cormmittee Meeting ‘
3. Assessment of adequacy of Y Yes " = Audit Committee Annual |
resources and independence ‘ Report '
of Internal Auditor 1 | e Minutes of the Audit ‘
Committee Meeting 1
4., Qualifications of an Internal Yes *» Job Descriptions
Auditor | ,
5. In-house or outsaurce internal i Yes * Organization Chart j ‘
_auditfunction | ) |
6. Compliance with International | Yes | e Job Descriptions ‘ o |
Standards on the Professional \ s Internal Audit Charter |
Practice of Internal Auditing | ‘ i
7. Review and approval of | Yes + Minutes of the Audit | %
internal audit annual plan . Comrittee Meeting | J
8. Extent and scope of internal | Yes |« Minutes of the Audit f 1‘
audit work - | | Committee Meeting ; |
9. Reporting process | Yes | e Minutes of the Audit |
\

‘ Committee Meeting
| « Organization Chart
| ® Job Descriptions

Pape 4 of &



Is this part of

Assessment

e I Has thls been
| Rasperfsintittes Specific Areas E the A_udit, implemented? Follow-up Actions |
| under the code | Committee's '
[ | { If yes, cite reference Needed
f £ {Bhnter document)
{ | (YesorNo) |
| Oversight on 1. Assessment of independence ( Yes ' » Minutes of the Board of ‘
External Audit | and professional qualifications | Director’'s Meeting :
" and competence of external » Annual Report
| auditor .
2. Engagement and rotation ‘ Yes - * Minutes of the Board of |
process of external auditor or Director's Meeting [
; firm l e Annual Report ‘
| 3. Review and approval of scope Yes s Minutes of the Board of 1
of work and fees of external Director's Meeting
auditor o __L ) ¢ Annual Repart !
4. Assessment of non-sudit w Yes * Minutes of the Board of |
services ‘ Director’'s Meeting [
1 e Minutes of the Audit |
. | Committee Meaeting | |
i e Annual Report | |
5. Understanding disagreements | Yes | & Minutes of the Board of [ }
: between the auditor and the | I Director's Meeting ‘ i
management 1 ‘
i 8. Actions on the findings of the | Yes | * Minutes of the Board of ‘ E
| external auditor ‘ Director's Meeting | \
r 7. Management's competence Yes | » Minutes of the Board of ] l
| regarding financial reporting | Director's Meeting ; ?
| responsibilities including ' |« Annual Report | ‘
| aggressiveness and '« Job Description !
| reasonableness of decisions i
‘ 8. Evaluatlon of performance of | Yes | o Minutes of the Board of | 1‘
| external audit - | Director's Meeting ‘
| reappointment and ‘
L resignation | | il
| 8. Compliance of external i Yes | o Annual Report ]
| auditor with auditing { .‘ i |
standards 7 | ! |
‘ 10. Completeness and timeliness | Yes |« Minutes of the Board of | 1

of communication with
external auditor as to critical
policies, alternative
treatments, observations on
internal controfs, audit
adjustments, independence,
independence, limitations on
the audit work set by the
management, and other

material issues that affect the

audit and financial reporting,

Director’'s Meeting
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Rating systenm:

Jut=randing 1)
Good -8
Satfefectan %
Needs steengthening 349
Hesds immediote alteation i1z

Overali pssassment of perdformance rating®: _ G- C¢2 1
Summary of Evalumtion:

In compliance with the standards, the Audit Commiittee werg able to conform to the structural 2nd
operational requirermant set forth by the 3EC. The oversight funciions ou finandial reporting and
disdosures, risk manzpgement and intarnal contrsls, management and internal awdit and extersal sudit
werg fulfilled by the Audit Committes in general.

The Audit Committee functions can be found 35 part of the Audit Committee’s Charter excegt for four
iterns answgred with “No”. Though these were not stated in the Charter, the Company was abie to
identify and establish ways to ensyre that the Cammittes is periprming its oversight functions on these
arezs. Reference documents are ¢ited as proaf of its implementaticon.

With the Cammittee’s initiative and adherence to fully comply with the standards, everall performance
azmsessment s concluded as RO @ ) _with an average rating of _ 87

Conforme:

PAAKIMC LICAUCO I
Addit Committes Member

Date Slgned: 29 August 2017

Page ot 6



Attachment S;B

NOMINATING AND CORPORATE GOVERNANCE COMMITTEE
SELF-ASSESSMENT FORM

This self-assessment form should be completed by each member of the Committee, with
discussion by the entire Committee on results, focusing on areas of improvement or where there

is a great variation in answers.

Self-Assessment Questions

1="Poor
5= Excellent |

Rating |

Comments

GENERAL PROCEDURES

" Annually reviews its charter and recommends any
- necessary changes to the Board.
' Rules and procedures established by Committee are

| 1 2;“@5 7

] |
. . ; Sy , 123 40) |
consistent with applicable provisions of the bylaws. _ ;
' Annually assesses the Committee’s performance, ‘

 takes any necessary corrective action, and reports 123 @ 5
| the results to the Board. o - ‘

Has adequate access to the services of an 12 3 4 @

_administrative secretary and staff. ]
Engages internal and external resources as it
- determines necessary to carr y out its duties.

123@5

Provides new members with an orientation to educate
 them on their responsibilities.

| MEETING REQUIREMENTS

Meetmg agendas and related background
- information are circulated in a timely fashion to ;
ensure that full and proper consideration is givento |
the issues.

1234@%

Ik’\/kets mgultu ly as outlined in the Committee Charter. |

Meetings allow sufficient time for discussion and !
, questions,
Members regularly prepare for and attend Committee '
_ meetings. ;

[T234) |
1 2 3 4

123@5

Maintains minutes for all meetmgs ILﬂt‘Ltlﬂ"’ the \
activities of the Committee.

1234@.

[_el'l()dlt.d“\ provides meaningful and focused updates

|
| COMMITTEE MEMBER REQUIREMENTS

' Comprised of at least three members. -

' Members have experience valuable to prov1d1ng
direction to the Board on matters relating to corporate

I governance.
| il S

| to the Board of Dlrectors B |

e R =



DUTIES OF COMMITTEE

At an appropriate time prior to each annval meeting |
of stockholders at which directors are to be elected |
or reefected, recommends to the Board for |
nomination by the Board such candidates as the |
Committee, in the exercise of its judgment, has |
found to be well qualified and willing and available
to serve. 1
At an appropriate time after a vacancy arises on the
Board or a director advises the Board of his or her
intention to resign, recommends to the Board for
appointment by the Board to fill such vacancy, such |
prospective member of the Board as the Committee.
in the exercise of its judgment, has found to be well |
qualified and willing and available to serve.
Annually reviews the performance of each current
director and considers the results of such evalvation |
when determining whether or not to recommend the
_nomination of such director for an additional term. |
Develops and recommends to the Board a policy
regarding the consideration of director candidates
recommended by the Company’s security holders
and procedures for submission by security holders
of director nominee recommendations.

123 405

1

12340
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|
e

Evaluates the Committee’s performance on an
annual basis. including the Committee’s compliance
with the Committee Charter. and provides the
Board with any recommendations for changes in
_procedures or policies governing the Committee.

Periodically reports to the Board on the Committee’s |
findings and actions.

Reviews and reassesses the Committee Charter
at lcast annually and submit any recommended
| changes to the Board for its consideration. .

SHANG PROPERTIES, INC.
By:

AN
Edward Kuok Khoon Loong

Date:

123@51

1234®|

12340 |
|




Other amendments

Attachment 6

Likewise, the following amendments are not mandatory for December 31, 2018 reporting period and

have not been early adopted by the Group:

¢ Amendments to PAS 28, Long-term Intercsts in Associates and Joint Ventures (effective

January 1, 2019}

The adoption of the above amendments are not expected to have a material impact on the consolidated

financial statements of the Group.

34.3 Basis of consolidation

The consolidated financial statements comprise the financial statements of the Group as at

December 31, 2018 and 2017. The subsidiaries’ financial statements are prepared for the same

reporting year as the Parent Company. The Group uses uniform accounting policies, any difference

between subsidiaries and the Parent Company are adjusted properly.

The Group is composed of the subsidiaries listed below:

e oot —— - e ——— wcam

_Nature and name of entity
Property development:
8hang Properties Realty Carporation (SPRC)
Shang Property Develapers, inc, {SPDI)
The Rise Development Corperation, Inc. {TRDCI)
Shang Wack Wack Properties, Inc., (SWWPi
Hotel operation:
Shang Global City Properties, Inc. (SGCPI)
Leasing:
SP| Parking Sarvices, Inc. (SPSI)
Shangri-la Plaza Corporation {(SLPC)
KSA Realty Comporaticn (KSA)
Real estale:
lvary Post Properties, Inc. {IPPI)
KPP Realty Corporafion (KRC)
Martin B Properties, Inc. (MBP!)
New Contour Realty, Inc. (NCRE)
Perfect Siteg, Ing. (PSI)
Shang Fort Bonifacio Holdings, Inc. (SFBHI)
Shang Global City Holdings, Inc. (SGCHN
Praperty management;
KPPl Management Services Comporation (KMSC)
Shang Property Management Services, Inc. (SPMSH
Sky Leisure Properties, Inc.
Other supplementary business:
Gipsey, Lid. {Gipsey)
Silver Hero Investments Limited (SHIL)
EPH! Logistics Holdings, tnc. {(ELHI)
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2018

100
100
100
100

60

100
100
70.04

10t
100
100
100
100
100
100

100
100
100

100
60

2017

100
100
100
100

60

100
100
10.04

100
100
100
100
100
100
100

100
160

100
100
60

100
100
100
100

60

100
100
70.04

100
100
100
100
100
100
100

100
100

10C
100
60

Amendinents to PFRS g, Prepayment Features with Negative Compensation (effective January 1, 2019)
Annual Improvements 2015-2017 cycle (effective January 1, 2019)

Amendments to PAS 19, Plan Amendment, Curtailment or Settlement (effective January 1, 2019)
Amendments to PFRS 3, Business Combinations (effective January 1, 2020)

_Ownership %
2018



Except for Gipsey and SHIL, which were incorporated in the British Virgin Islands (BVI) and use Hong
Kong dollars (HK$) as their functional currency, all the other subsidiaries were incorporated and
tegistered in the Philippines which use Philippine Peso as their functional currency,

All subsidiary undertakings are included in the consolidation. The proportion of the voting rights in
the subsidiary undertakings held directly by the Parent Company do not differ from the proportion of
ordinary shares held.

The summarized financial information of subsidiaries with significant non-controlling interest as at
and for the years ended December 31, 2018 and 2017 are disctosed in Note 0.

{a) Subsidiaries

Subsidiaries are all entities (including structured entities) over which the Group has control. The
Group controls an entity when the Group is exposed to, or has rights to, variable returns from its
involvement with the entity and has the ability to affect those returns through its power over the entity.
Subsidiaries are fully consolidated from the date on which control is transferced to the Group. These
are deconsolidated from the date that control ceases.

The Group alse assesses the existence of control where it does not have more than 50% of the voting
power by virtue of de facto control. De facto control may arise in circumstances where the size of the
Group's voting rights relative to the size and dispersion of holdings of other shareholders give the
Group control over the investee,

Whenever the Group obtains control of one or mare other entities, it assesses whether the acquired
group of net assets constitutes a business. In assessing whether a transaction is an acquisition of a
business or assets, the Group identifies the elements in the acquired group, assesses the capability of
the acquired group to produce outputs, and assesses the capability of a market participant to produce
outputs if missing elements exist. If the assets acquired are not a business, the Group acconnts for the
transaction or other event as an asset acquisition.

The Group applies the acquisition method to account for business combinations. The consideration
transferred for the acquisition of a subsidiary is the fair values of the assets transferred, the liabilities
incurred to the former owners of the acquiree and the equity interests issued by the Group, The
consideration transferred includes the fair value of any asset or liability resulting from a contingent
consideration arrangement. Identifiable assets acquired and liabilities and contingent Habilities
assumed in a business combination are measured initially at their fair values at the acquisition date,
On an aequisition-by-acquisition basis, the Group recognizes any non-controlling interest in the
acquiree either at fair value or at the non-controlling interest’s proportionate share of the recognized
amounts of acquiree’s identifiable net assets.

Acquisition-related costs are expensed as incurred.

If the business combination is achieved in stages, the acquisition date carrying value of the acquirer's
previously held equity interest in the acquiree is remeasured to fair value at the acquisition date
through profit or loss.

Any contingent consideration to be transferred by the Group is recognized at fair value at the
acquisition date. Subsequent changes to the fair value of the contingent consideration that is deemed
to be an asset or liability is recognized in accordance with PAS 39 either in profit or loss or as a change
to other comprehensive income. Contingent consideration that is classified as equity is not re-
measured, and its subsequent settlement is not accounted for within equity.
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If the excess of the consideration is transferred, the amount of any non-controlling interest in the
acquiree and the acquisition-date fair value of any previous equity interest in the acquiree over the fair
value of the identifiable net assets acquired is recorded as goodwill. If the total of cunsideration is
transferred, non-controlling interest recognised and previously held interest measured is Jess than the
fair value of the net assets of the subsidiary acquired in the case of a bargain purchase, the difference is
recpgnised directly in profit or loss,

Inter-company transactions, balances and unrealised gains on transactions between Group companies
are eliminated. Unrealized losses are also eliminated, When necessary, amounts reported by
subsidiaries have been adjusted to conform with the Group’s accounting policies.

(b) Changes in ownership interests in subsidiaries without change of control

Transactions with non-controlling interests that do not result in loss of control are accounted for as
equity transactions - that is, as transactions with the owners in their capacity as owners. For purchases
from non-controlling interests, the difference between any consideration paid and the relevant share
acquired of the carrying value of net assets of the subsidiary is recorded in equity. Gains or losses on
disposals to non-controlling interests are also recorded in equity.

{c) Disposal of subsidiaries

When the Group ceases to have control, any retained interest in the entity is re~measured to its fair
value at the date when control is lost, with the ehange in carrying amount recognized in profit or loss.
The fair value is the initial carrying amount for purposes of subsequently accounting for the retained
interest as an associate or financial asset. In addition, any amounts previously recognized in other
comprehensive income in respeet of that entity are accounted for as if the Group had directly disposed
of the related assets or liabilities. This may mean that amounts previously recognized in other
comprehensive income are reclassified to profit or loss.

() Associates and Joint ventures

Associates are all entities over which the Group has significant influence but not control, generally
accompanying a shareholding of between 20% and 50% of the voting rights. Investments in associates
are accounted for using the equity method of accounting,

Interests in joint ventures are accounted for using the equity method, after initially being recognized at
cost in the consolidated statement of financial position.

Under the equity method of accounting, the investments are initielly recognized at cost and adjusted
thereafter to recognize the Group’s share of the post-acquisttion profits or losses of the investee in
profit or loss, and the Group’s share of movements in other comprehensive income of the investee in
other comprehensive income. Dividends received or receivable from associates and joint ventures are
recognized as a reduction in the carrying amount of the investment.

When the Group increases its stake in an existing associate and gains control in that investment, the
investment becomes a subsidiary. When the entity obtains control of the investment (an investor
controls an investee when it is exposed, or has rights, to variable returns from its involvement with the
investee and has the ability to affect those returns through its power over the investee) that was
previously accounted for under equity method, the carrying amount of the investment in associate is
derecognized and the assets and liabilities acquired are recognized in the Group's consolidated
financial statements at acquisition date.
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When the Group's share of losses in an equity-accounted investment equals or exceeds its interest in
the entity, including any other unsecured long-term receivables, the Group does not recognize further
losses, uniess it has incurred obligations or made payments on behalf of the other entity.

Unrealized gains on transactions between the Group and its assoctates and joint ventures are
eliminated to the extent of the Group’s interest in these entities. Unrealized losses are also eliminated
unless the transaction provides evidence of an impairment of the asset transferred. Accounting policies
of equity accounted investees have been changed where necessary to ensure consistency with the
policies adopted by the Group.

If the ownership interest in an associate or a joint venture is reduced but joint control or significant
influence is retained, only a proportionate share of the amounts previously recognized in other
comprehensive income are reclassified to profit or loss where appropriate.

The Group determines at each reporting date whether there is any objeciive evidence that the
investments is impaired. If this is the case, the Group calculates the amount of impairment as the
difference between the recoverable amount of the investments and its carrying value and recognizes the
amount adjacent to ‘share in net earnings of associates’ in the consolidated statement of total
comprehensive income. The carrying amount of equity-accounted investments is tested for
impairment in accordance with the policy described in Note 34.13.

Dilution gains and losses arising in investments are recognized in profit or loss. Investment in
subsidiaries and associates are derecognized upon disposal. Gains and lesses on disposals of these
investments are determined by comparing the proceeds with the carrying amount and are included in
profit or loss,

44.4 Cash and cash equivalents

Cash includes cash on hand and in banks that earns interest at the respeetive bank deposit rates, Cash

equivalents are short-term, highly liquid investments that are readily convertible to known amounts of

cash with original maturities of three months or less from the date of acquisition and are subject to an

insignificant risk of change in value,

34.5 Financial instruments

Accounting policies applied from January 1, 2018

24.5.1  Clasgification of financial assets (PFRS )

The Group classifies its financial assets in the following measurement eategories:

o those to be measured subsequently at fair valoe either through olher comprehensive income
("OCI™) or through profit or loss, and

# those to be measured at amortized cost.

The classification depends on the Group’s business model for managing the financial assets and the
contractual terms of the cash flows,
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Overall Risk Management Philosophy of the Company

Shang Properties, Inc. and its subsidiaries (collectively, the “Company”) is
guided by an organizational culture that optimizes ability to achieve strategic
objectives while ensuring appropriate management of evolving risks.

Each year, the Board reviews the risks affecting the Company and evaluates
the effectiveness of the internal control framework covering: (i) setting of
objectives and budgets, (ii) the establishment of regular reporting of financial
information, in particular, the tracking of deviations between actual
performances and budgets/targets; (iii) the delegation of authority; and (iv)
the establishment of clear lines of accountability

. Risk Policy

Risks are inherent in the business and exposures affecting the Company
can be associated to strategic threats, operational issues, compliance to
laws and reliability of financial reporting.

Strategic risk

Strategies and objectives of the Company as a whole are determined by the
Board. Budge! are prepared annually and reviewed by the Board. In
implementing these strategies and achieving these objectives, each
Executive Director has specific responsibilities for monitoring the conduct
and operations of individual business units within the Company. This
includes the review and approval of business strategies and plans, the
setting of business related performance targets as well as the design and
implementation of internal controls.




Operational risk

Operational risk management is carried out by the Company's management
under policies approved by the Board. The Company’'s management
identifies and evaluates risks inherent to its day-to-day operations in close
cooperation with the Company’s operating units.

To allow for delegation of authority as well to enhance segregation of duties
and accountability, a clear organization structure exists detailing different
levels of authority and control responsibilities within each business unit of
the Company.

Compliance risk

The Company's management compliance process is achieved through
identifying applicable requirements, assess the risks and determine state of
compliance. The Company monitors compliance to laws or regulations
governing areas such as:

¢ Environmental

« Employee health and safety

» Security and Disaster

¢ local tax and statutory laws

Financial & Reporting

The main objective of the Company's financial risk management is to
minimize the potential adverse effects of the unpredictability of financial
markets on the Company's financial performance. Periodic financial
information is provided to the Executive Directors. Variance analysis
between actual performances and targets are prepared and documented for
discussion at Board meetings, with explanations noted for any material
variances and deviations between actual performances and budgets. This
helps the Board and management to monitor the Company’s business
operations and to plan on a prudent and timely basis.

The Board provides principles for overall financial risk management, as
follows:
» Interest rate risk
Foreign exchange risk
Equity price risk
Credit risk
Liguidity risk
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1.0 Objective:

To establish a procedure that will provide protection for information system, services and
data against unauthorized use, disclosure, modification, damage and loss.

2.0 Scope:

The procedure is applicable to all computer users connected to the network

3.0 Definitions;

1.

10.

11.

Authentication - The process of identifying an individual usually based on a
username and password. Authentication is distinct from authorization, which is the
process of giving individuals access to system objects based on their identity.
Authentication merely ensures that the individual is who he or she claims to be, but
says nothing about the access privileges of the individual.

Email - The electronic transmission of information through a mail protocol such as
Simple Mail Transfer Protocol {SMTP).

Encryption - The process by which data is re-arranged into an unreadable or
unintelligible form for confidentiality, transmission or other security purposes.

Firewall - Security device (either hardware or software based) that is used to restrict
access in communication networks. They prevent computer access between
networks, or networks and applications, and only allow access to services that are
expressly registered. They also keep logs of all activity, which may be used in
investigations.

Network Address Translation (NAT); A feature typically employed by firewalls/routers
that interface between external and internal facing networks. NAT allows the
ailocation of multiple IP addresses to machines located in internal networks, without
the existence of these machines being revealed on the external network. Instead,
only a single or small number of IP addresses are advertised to the external network,
which are then mapped by the routerffirewall to the machines on the internal network.
Maiware - come in many forms, such as viruses, Trojan horses, spyware, and
WOrms.

Viruses - Computer Viruses are programs that can replicate their structures or effects
by infecting other files or structures on a computer.

Worms - Computer worms are programs that can replicate themselves throughout a
computer network, performing malicious tasks throughout.

Trojan horse - known as a Trojan is a general term for malicious software that
pretends to be harmless, so that a user willingly allows it to be downloaded onto the
computer.

Botnet - A botnet is a network of zombie computers that have been taken over by a
robot or bot that performs large-scale malicious acts for the creator of the botnet.
Spyware - refers to programs that surreptitiously monitor activity on a computer
system and report that information to others without the user's consent,

Authorized copy of this document must contain the Official Document Seal and SPI Logo.
This document must not be reproduced or photacapied without prior approval of the Management
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4.0 Reference:

None

5.0 Details:

Internet Security

SPI provides Internet access to an array of information, resources and services however,
if Internet use is not securely managed, it can expose the organization to potential
damage to infrastructure and possible reputational damage and loss in productivity.

Oniy authenticated users should have access to the internet from the internal networks.
They are expected to use discretion and common sense and should be responsible for
ensuring that the Internet is used in an effective, ethical, and lawful manner.

All outbound Internet traffic from the network zone should pass through a web filtering
gateway. Access to sites categorized as being potentially harmful will be blocked. All
Internet traffic (inbound and outbound) should pass through an anti-virus gateway. At a
minimum, up-to-date anti-virus and anti-malware software should be instailed and
running on workstations with Internet connectivity.

Employee Responsibilities

An employee who uses the internet shall:

1.
2.

Dot AW

Ensure that all communications are for professional reasons and that they do not
interfere with his/her productivity.

Be responsible for the content of all text, audio, or images that are being sent
over the Internet. All communications should have the employee’s name
attached,

Not transmit copyrighted materials without permission.

Know and abide by all applicable SPI policies dealing with security and
confidentiality of company records.

Run a virus scan on any executable file(s) received through the Internet.

Avoid transmission of nonpublic customer information. If it is necessary to
transmit nonpublic information, employees are required to take steps reasonably
intended to ensure that information is delivered to the proper person who is
authorized to receive such information for a legitimate use.

Refrain from connecting networked workstation to modems without approval. At
no time should networked workstations be connected both to the Internet via a
modem and to the company nefwork.

Email Security

Authorized copy of this document must contain the Official Document Seal and SPI Logo.
This document must not be reproduced or photocopied without prior approval of the Management
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Users should be aware that e-mail is not secure; a third party can intercept any
information included in an e-mail message. Email transmissions are not secured to
prevent unauthorized viewing. IT recommends to encrypt mail messages so that
only specified recipients can read the messages.

Users of Email Service should take precautions when opening an email
attachment:

» Do not open the attachment unless you are 100% positive that the sender
intended you to have it.

= \Viruses often spread themselves by using the email account on a
compuiter they infect.

*  Viruses can "spoof' or mimic an email address so it appears o be
coming from someone you know.,

» Be especially wary of any messages that have nonspecific text, grammar,
spelling and editing errors.

= Messages with vague subjects such should not be trusted.

= A message that addresses you by name shouldn't be trusted either,
since this can be culled from someone's email address book or other
means.

= Content siressing urgency is often an attempt to keep you from being
cautious.

+ Before opening any email attachments, save them on your computer and then
scan them with your antivirus software.

= Saving an attachment does not put your computer at risk, just make
sure you do not open it before scanning.

* To scan a file with Kaspersky Anti-virus, right-click on the file's icon and
select "Scan for viruses”.

e Forward to |T any suspected spam mail for verification.

Malware Filtering

IT employs virus detection processes fo automatically delete or reject email
messages containing commonly-accepted indicators of known malware, such as
viruses.

Phishing

Email messages that urge you to click on a link to change your password, verify
account information, or otherwise give out personal information should not be
trusted. If you suspect that you've received a phishing message but are concerned
about the online account it references, notify IT for assistance.

Spam Tagging

Email Service automatically identifies and marks incoming email messages which
have a high probability of being unwanted, unsolicited, email ("spam™).

Authorized copy of this document must contain the Official Document Seal and SPI Logo.
This document must net be reproduced or photocopied without prior approval of the Management
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Malicious Software Protection

Malicious Software (Malware) can be a virus, worm, Trojan, adware, spyware, root
kit, etc. Malware must be aciively guarded against within the network. All
computing devices are configured with appropriate safeguards against malicious
software.

All software to be installed or downloaded from external sources through the
internet must be screened with virus detection software before being invoked.

IT Responsibilities

1. Anti-virus, anti-spyware and firewall software must be deployed on all windows
based workstations, servers and other computing devices that attach to the
networks.

2. Intrusion detection, network monitoring, incident logging, and response
coordination necessary for the detection, elimination, and recovery from various
forms of attack on computing resources is managed by IT.

3. Computer found to be infected will be removed from the network until such time
as the infection is removed or the computer is reformatted.

4. IT will document each incident.

Employee Responsibilities

1. Employees shall not knowingly introduce a computer virus into company
computers.

2. Employees shall not load externai devices of unknown origin.

3. Incoming external devices in any form shall be scanned for viruses before they
are read.

4. Any associate who suspects that his/her workstation has been infected by a
virus shall IMMEDIATELY POWER OFF the workstation and call the T
Department.

Access Control

Access to proiected information must be restricted to people who are authorized to
access the information.

IT Responsibilities

The System Administrator shall be responsible for the administration of access
conirols to all company computer systems. The System Administrator will process
adds, deletions, and changes upon receipt of a written request from the end user’s
supervisor.

Deletions may be processed by an oral request prior to reception of the written
request. The Systemn Administrator will maintain a list of administrative access
codes and passwords and keep this list in a secure area.

Authorizad copy of this document must contain the Ofiicial Document Seal and SPI Logo.
This document must not be reproduced or photocopied without prior approval of the Management
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Employee Responsibilities

1. Shall be responsible for all computer transactions that are made with his/her
User ID and password. Users are responsible for all activities occurring with
their User-IDs.

2. Shall not disclose passwords to others. Passwords must be changed
immediately if it is suspected that they may have become known to others.
Passwords should not be recorded where they may be easily obtained.

3. Will change passwords at least every 90 days.

4. Should use passwords that will not be easily guessed by others.

5. Shouid log out when leaving a workstation for an extended period.

» Use unique user-tDs and personal non-trivial secret passwords to access
computer systems.

« Log out of all systems when leaving a computer system unattended.

Supervisor's Responsibility

Managers and supervisors should notify the System Administrator promptty
whenever an employee leaves the company or transfers to another department so
that histher access can be revoked. Involuntary terminations must be reported
conhcurrent with the termination.

Human resources Responsibility
The Personnel Department will notify |T of associate transfers and terminations.
involuntary terminations must be reported concurrent with the termination.

Physical Security

it is company guidelines to protect computer hardware, software, data, and
documentation from misuse, theft, unauthorized access, and environmental
hazards.

IT Responsihilities

1. Critical computer equipment, e.g., file servers, must be protected by an
uninterruptible power supply (UPS). Cther computer equipment should be
protected by a surge suppressor.

2. Since IT is responsible for all equipment installations, disconnections,
modifications, and relocations, employees are not allowed to perform these
activities. This does not apply to temporary moves of computers for which an
initial connection that has been set up by IT.

Employee Responsibilities
Each employee:

1. Shall ensure that their computer must not be left unattended when logged into
sensitive systems or data and password screen savers must be enabled.

Authorized copy of this document must contain the Official Decumant Seal and SPi Logo.
This document must not be reproduced or photocopied without prier approval of the Management
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Shall not take laptop/tablet computer and data storage device such as external
hard disk and USB Flash Drive out of the office without the informed consent of
their department manager. informed consent means that the manager knows
what equipment is leaving, what data is on it, and for what purpose it will be
used.

Shall be responsible for all computer transactions that are made with his/her
User 1D and password.

Shall not disclose passwords to others within or outside the company.
Passwords must be changed immediately if it is suspected that others may
know them. Passwords should not be recorded where they may be easily
obtained.

Should use passwords that will not be easily guessed by others.

Should log out when leaving a workstation for an extended period.

Shall exercise care to safeguard the valuable electronic equipment assigned to
them. Empicyees who neglect this duty may be accountable for any loss or
damage that may result.

Copyrights and License Agreements

This directive applies to all software that is owned by SPI, licensed to SPI, or
developed using SPI resources by employees or vendors.

IT Responsibilities

1.
2.

3.

Maintain records of software licenses owned by SPI.

Periodicalty (at least annually) scan company computers to verify that only
authorized software is installed.

Any unlicensed software instailed will immediately remove from computers.

Employee Responsibilities

i

2.
3.

Install software authorized by |T. Only software that is licensed to or owned by
SPI will be instatled to SPI computers.

Copy software authorized by IT.

Download software authorized by IT.

Security Incident Handling

1.

T will verify all reported potential security incidents detected such as an
identified occurrence or weakness indicating a possible breach of information
security policy or failure of safeguards, or a previously unknown situation which
may be security relevant.

iIT will validate the information available about the situation to determine
whether or not a security incident has occurred.

For validated security incident, IT will conduct protective actions to limit the
scope and magnitude of the incident in order to keep the incident from getting
worse and minimizing the business impact. All incidents will be investigated in
order to establish facts and any corrective and/or preventative actions required.
After an incident has been contained, IT will eliminate the components of the
incident, such as deleting malware and disabling breached user accounts, as
well as identifying and mitigating all vuinerabilities that were exploited.

Authorized copy of this document must contain the Official Document Seal and SPI Loge.
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5. In recovery, IT will restore systems to normal operation, confirm that the
systems are functioning normally, and (if applicable) remediate vulnerabilities to
prevent similar incidents. Recovery may involve such aclions as restoring
systems from clean backups, rebuilding systems from scratch, replacing
compromised files with clean versions, installing patches, changing passwords,
and tightening network perimeter security (e.g., firewall rule sets, boundary

router access control lists).

6. After the incident is adeguately handled and closed, |IT will issues an Incident
Report that details the cause and cost of the incident, improving system
defenses, determining system vulnerabilities and removing the cause of the
incident to eliminate possibility of recurrence.

6.0 Attachments:

None

7.0 Forms;

None

Prepared by:
Brainie Rose F. Macaraeg
Information Technology Specialist

| Approved by:

Uday Deshpande
VP-Controller

[ Checked by:
Christopher D. Lazaro

| information Technology Manager

Initial Issus Date: Supersedas Revision Revislon No.

Dated:

NA NA NA
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1.0 Objective:

The primary focus of this document is to provide a plan to respond to a disaster that
destroys or severely cripples the SPI's central computer systems operated by the
Information Technology Department. The intent is to restore operations as quickly as
possibie with the latest and most up-to-date data available.

This disaster recovery plan has the following primary objectives:

1. Present an orderly course of action for restoring critical computing capability
within the soonest possible time.

2. Set criteria for making the decision to recover at a cold site or repair the affected
site.

3. Describe an organizational structure for carrying out the plan.

4. Provide information concerning personnel that will be required to carry out the
plan and the computing expertise required.

5. ldentify the equipment, floor plan, procedures, and other items necessary for the
recovery.

2.0 Scope:

Data recovery efforts in this plan are targeted at getting the systems up and running with
the last available off-site backup. Significant effort will be required after the system
operation is restored to (1) restore data integrity to the point of the disaster and (2) to
synchronize that data with any new data collected from the point of the disaster forward,

Individual users and departments will need to develop their own disaster recovery plans
to cope with the unavailability of the computer systems during the restoration phase of
this plan and to cope with potential data loss and synchronization problems.

3.0 Definitions:

4.0 Reference:

DP-IT-2.1 IT Equipment Lifecycle Management
DP-IT-2.3 Local Area Network Maintenance
DP-IT-3.2 Information Security

DP-IT-3.4 Backup, Recovery and Archiving

Authorized copy of this document must contain the Official Document Seal and SPI Logo.
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5.0 Details:
5.1 Summary of Flow Chart
Activity Responsibility Notes/References

=

Nofify Key Personnel and
Grouped Recovery Team [T Manager

4

Salvage Operations
At Disaster Sife IT Manager/Staff

VP-Controller

Designate Recovery Site

Y

Identify and Purchase New
Equipment Necessary for
Recovery

Immediately following the disaster, a
planned seguence of evenis begins.
Key personnel are notified and
recovery teams are grouped fo
implement the plan.

Early efforts are fargeted at
protecting and preserving the
computer equipment. In particular,
any storage media (hard disk drives
and compact disk) are identified and
either protected from the elemenis or
removed to a clean, dry environment
away from the disaster site.

At the same fime. a susvey of the
disagter scene is done by
appropriate IT Manager to estimaie
the amount of time required to put
the facility (in this case, the building
and utilities) back inta working order.
A decision is then made WVP-
Controlter whether to use a focation
some distance away from the scene
of the disaster where computing and
networking capabilities can  be
femporarily restored until the primary
site is ready. Work begins almost
immediately at repairing or rebuilding
the primary site. This may take
months, the details of which are
beyond the scope of this document,

The recovery process relies heavily
upon vendors to quickly provide
replacements for the resources that
cannot be salvaged. The company
will rely upon gimergency
procurement  procedures  from
purchasing office to quickly place
orders for identified equipment,
supplies, software, and any other
needs.

Authorized copy of this decument must contain the Official Document Seal and SPI Logo.
This document must not be reproduced or photocopied without prior approval of the Management of SPI.




[ Title of Manual: - Document No:
Information Technology Pepartment DP-IT-3.5
S H A V G Document Name: Effectlvity Data:
Disaster Recovery papliagis
Page:
3o0f 6

Salvaged and new components are
reassembled at the recovery site. if
vendors cannot provide a certain
piece of equipment on a timely basis,
Begin Reassembly at it may be necessary for tr!e recovery
Recovery Site I'T Manager/Staff personnel to make last-minute

substitutions. After the equipment
reassembly phase is complete, the
work turns to concentrate on the
data recovery procedures.

h 4 Data recovery relies entirely upon
the use of backups and insiallation
media stored in locations off-site.
Early data recovery efforts focus on
rasioring the operating system(s) for
each serverfcomputer system. Next,
first line recovery of application and
user data from the backup disks is
done.

Re-install Necessary Software
Platform (OS, Applications,
Utilities)

Refer to DP-IT-3.4 Backup,
Restore Data from Recovery and Archiving

Backup
Regular maintenance must be
performed just like in a regular setup
This will ensure operation continuity
even In a cold site environment and
v setup.

Perform Necessary Refer to DP-IT- 2.1 IT Equipment
Maintenance for Operations Lifecycle Management, 5.2.5
Continuity Guidelines for Server/Desktop
Maintenance Troubleshooting

If the recovery process has taken

place at the Cold Site, physical

¥ restoratien of the Administrative

Services Building (or an alternate

Move Back to Restored facility} will have begun. When that

Permanent Location facility is ready for occupancy, the

IT Manager/Staff systems assembled at the Cold Site
are to be moved back to their
permanent home. This plan does not
attempt to address the logistics of
this move, which should be vasily

y less complicated than the work done

to do the recovery at the Cold Site.
End

Authorized copy of this document must contain the Official Document Seal and SFI Logo.
This document must not be reproduced or photocopied without prior approval of the Management of SPI.
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5.2 Details
5.2.1 Pre-Disaster Phase

5.2.1.1 Perform an inifial risk assessment to determine current information systems
vulnerabilities

5.2.1.2 Perform an initial business impact analysis to document and understand the
interdependencies among business processes and determine how the
business would be affected by an information systems outage.

5.2.1.3 Update the Inventory of Information Systems Assets such as Servers, Deskiop
Computers, Network Eguipment, Software, Applications and Data. Please
refer to DP-IT-2.1 IT Equipment Lifecycle Management.

5.2.1.4 |dentify single point of failure within the information systems infrastructure and
identify critical applications, systems, and data.

5.2.1.5 Prioritize key business functions.

5.2.1.6 Determine which methods of incident response team members will use to
communicate in the event of a disaster.

5.2.1.7 Setup and maintain offsite facilities for data backup storage, electronic vaulting
as well as redundant and reliable standby systems.

5.2.1.8 The following are ongoing procedures that must be followed:

« Continuously perform data backup and test those backup regularly for data
integrity and reliability. Please refer to DP-IT-3.4 Backup, Recovery and
Archiving.

e Test plans at least annually, document and review the results and update
the plans as needed

+ Analyze plans on an ongoing basis to ensure alignment with current
business objectives and requirements

e Provide security awareness and disaster recovery education for all
members involved

» Continuously update information security guidelines and network diagrams.
Please Refer to DP-IT-3.2 Information Security and DP-IT-2.3 Local Area
Network Maintenance.

o Secure critical applications and data by patching know vulnerabilities with
the latest fixes and software updates. Please Refer to DP-IT-2.1 IT
Equipment Lifecycle Management, 5.2.4 Guidelines for IT Equipment
Preventive Maintenance.

e Perform continuous computer vulnerability assessments and audits

5.2.1.9 Hands-on training of IT personnel on Disaster Recovery procedures.
5.2.1.10Ensure that all business units have reliable system to update and maintain
their files and databases.

Authorized copy of this document must contain the Official Document Seal and SP| Logo.
This document must not be reproduced or photocopied without prior approval of the Management of SPI.
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52.2

523

Emergency Phase

5.2.2.1 Check Status of Server Room: Power Supply, Servers, Uninterruptible
Power Supplies (UPS), Network equipment.
5.2.2.2 Check Status of Communication Facility: Main Distribution Frame,

Intermediate Frame, Private Automatic Branch Exchange (PABX)

Equipment, Network infrastructure.

B.2.2.3 If necessary, shut down all servers, UPSs, telephone system and network
equipment to prevent electrical damages.
5.2.2 .4 Establish emergency operation procedures at the secondary site.

+ Recreate as closely as possible original site operations including
backup, security, data entry, information distribution and user
assistance functions.

5.2.2.5 Advise users of the emergency procedures and assist users in emergency
operations.

Post Disaster Phase

5.2.3.1 Conduct a site survey of the affected area and identifying the extent of the
damage to all systems.
5.2.3.2 Review the overall damage with the Crisis Management Organization
+ Compile a master inventory of salvageable equipment
o Certify non recoverable items
s Procure replacement items and supplies
» ldentify repair requirements and arrange for repairs
5.2.3.3 Assess the IT operational capability
5.2.3.4 Develop a detailed action plan
» Secure and set up a location
» Establish phone services
o Install the Server Local Area Network (DP-IT-2.3 Local Area Network
Maintenance)
Install the Servers. (DP-IT-3.4 Backup , Recovery and Archiving)
Install or connect fo the Building LAN
Install Wide Area Network (WAN) service
Install the Internet service
» Re-establishment of business systems
5.2.3.5 Notify the appropriate vendors and service providers
5.2.3.8 Communicate status to Crisis Management Authority

Authorized copy of this document must contain the Official Document Seal and SP¥ Lagao.
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. Purpose

The disaster recovery team is a group of qualified personnel that will serve as the
primary front liners task to organize a quick and responsive recovery in an event of a
disaster.

Il. Disaster Recovery Team and their Responsibilities
Recovery Manager / Group IT Manager — Operations

This individual needs to be a skilled manager/administrator who is accustomed
to dealing with pressure situations. He should be a "problem solver" as there
will be many problems arise that have not been anticipated in advance. He
must be able to delegate responsibility to others. He must also have signature
authority to expend funds as a part of the disaster recovery process.

Facilities Coordinator / Chief Engineer

This individual needs some of the same skills as the Recovery Manager.
However, he also needs to be familiar with the process of getting construction
work scheduled and completed on time. He should be able to understand and
oversee the setup of the electrical, environmental, and communications
requirements of a data center.

IT Coordinator / IT Manager

This individual needs to be highly skilled in a number of areas, He must have a
strong background in the Local Area Network and Servers setup and
interfacing of as many of the platforms in use as possible. He needs to be able
to communicate easily with vendor technical representatives and engineers
concerning installation options, performance issues, problem resolution, and a
myriad of other things.

Administrative Coordinator / Asst. HR Manager
This individual needs to be skilled in the business operations of the

Corporation. He should also be a "people person" who can deal with
employees and their families during hard times.

Authorized copy of this document must contain the Official Document Seal and SPI Lego.
This document must net be reproduced or photocopied witheut prior approval of the Management of SPI
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Il. Summary

As the recovery process gets underway, it is imperative that each of the recovery teams
remain in close communication and strive to work together to complete the recovery as

appropriately as possible.
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l.

Purpose

The disaster recovery team is a group of qualified persannel that will serve as the
primary front liners task to organize a quick and responsive recovery in an event of a
disaster.

Disaster Recovery Team and their Responsibilities

Recovery Manager / Group IT Manager — Operations

This individual needs to be a skiled manager/administrator who is accustomed
to dealing with pressure situations. He should be a "problem solver' zs there
will be many problems arise that have not been anticipated in advance. He
must be able to delegate responsibility to others. He must also have signature
authority to expend funds as a part of the disaster ECOVery process.

Facilities Coordinator / Chief Engineer

This individual needs some of the same skills as the Recovery Manager.
However, he aiso needs to be familiar with the process of gefting construction
work scheduled and completed on time. He should be able to understand and
oversee the setup of the electrical, environmental, and communications
requirements of g data center,

IT Coordinator / IT Manager

This individual needs to be highly skilled in a number of areas, He must have a
strong background in the Local Arez Nstwork and Servers setup and
interfacing of as many of the platforms in use as possible. He needs to be able
to communicate easily with vendor technical representatives and engineers
concerning installation options, performance issues, problem resolution, and a
myriad of other things,

Administrative Coordinator / Asst. HR Manager
This individual needs to be skilled in the business operations of the

Corporation. He should also be a "people person” who can desl with
employees and their families during hard times.
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Il. Summary

As the recovery process gets underway, it is imperative that each of the recovery teams

remain in close communication and strive to work together to complete the recovery as
appropriately as possibte.
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1.0 Objective:

To establish the procedure that will provide for the continuity, restoration and recovery of
critical data and systems and to ensure recovery of data in the event of an equipment
failure, intentional destruction of data, or disaster.

2.0 Scope:

This backup procedure applies to all data and systems stored in all servers inciuding the
file server, mail server, database server and web server. The backup procedure
excludes the deskiop

3.0 Definitions:

1. Backup - The saving of files onto hard disk drive or other offline mass storage media
for the purpose of preventing loss of data in the event of equipment failure or
destruction.

2. Restore - The process of bringing off line storage data back from the offline media

and putting it on an online storage system such as a file server.

Running the backup - actual performance of the backups.

Backup generation - copy of backup that was done in the particular course

Full Backup — A full backup creates a copy of every file on a storage device. This is

absolutely the most complete, comprehensive, and foolproof type of backup.

6. Incremental Backup — An incremental backup creates a copy of files that have
changed (modified, added to, or created) since the last backup was performed.

7. Backup Operator — The designated IT Staff conducting the backup and restore
procedure

B. Backup Administrator — The role of IT Manager in managing the storage growth,
backup retention policy, restore requests and making sure backups age completed.

il

4.0 References:

« None
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5.0 Details:
5.1 Summary Flow Chart
5.1.1. Backup Procedure
Activity Responsibility Notes/References
( Start )
_L The Backup Operator or Backup
i ] Administrator {(BO/A) checks the
Check the Previous Backup | Backup OF{efatorf Backup Summary log for all servers
Stafus of all servers ’ Backup Administrator by viewing the Automated Backup
, | Report.
|
No If the backup has been completed,
Back
< Completed S A the BO/A will record the backup

activity details in the Daily Backup

\/ ' Report.

Yes
| _—4 — —1

—

l.og the Result to

Backup Report l‘ _( ¢ }
' —

( End )
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Activity Responsibility Notes/References
SN
A
L The BOYA checks the condition
| Check the condition of Server, Backup Opeyator/ of the server, backup software,
| Backup ngvt\‘rjor?k Data and Backup Administrator data and network

After checking the condition of
the server, backup software,

e Possibleto ™~ No d data and network, the BO/A
< perform manuat B | determines if it is possible to

. backup? e perform the manual backup or

- report to IT Manager the
~ incident,
Yesi
Y - . The BO/A performs the manual
Perform manual backup { D Backup Operator/ backup and monitors the activity
3 / Backup Administrator until completed.

Q/}
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Activity Responsibility Notes/References
7N
B
T
Y The IT Manager verifies the
dentify the cause of Backup status of the Server, Backup
failure if Hardware, Backup Information Technology Software, Data and Network
Software, Data, or Network Department Manager and  other  components
S — — related fo the backup failure
and apply possible solution to
continue the backup process
Y
1
| Record the cause of Backup Operatoi/ The BO/A records in the
backup failure Backup Administrator Backup Failure Report the
cause of backup failure and
the solution to continue the
backup process.
D
5.2 Details

5.2.1 Guidelines for Backup Generation

5.2.1.1 Backups should be generated in all systems that maintain data critical to SPI on
local area network while simultaneously backing up the data to an offsite location
(Parking Building).

5.2.1.2 Backups should include the data stored in all servers identified in DP-I1-2.1.A2.

5.2.1.3 An [ncremental backup shall be performed Monday through Sunday and stored
at Backup Server located Offsite. This is a DAILY backup and shall be retained
for two (2) weeks.

5.2.1.4 A full backup shall be performed every Monday night and stored at Onsite
Backup Storage. This is a WEEKLY backup and shall be retained for four (4)
weeks.

5.2.1.5 Backup schedule for Lotus Domino (mait servers) is FULL Backup and will be
performed dzily, seven days per week.

5.2.1.6 Second copy of the backup will be stored Onsite in an external hard drive.

5.2.1.7 System Administrator shall maintain a log of all backup activities.

5.2.1.8 All data, operating systems and utility files are systematically backed up,
including patches, fixes and updates.

Authorized copy of this document must contain the Official Document Seal and SPI Logo.
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5.2.2 Guidelines for Backup Documentation

5.2.2.1 Documentation is necessary for orderly and efficient data backup and restoration.

5.2.2.2 The System Administrator should fuily document the following items for each
generated data backup in the Daily Backup Report:
 Server Code

Application Software

Backup Schedule

Month

Date of data backup

Type of data backup (incremental, full)

Time Started / Completed

Extent of data backup (directories/ files/bytes)

Elapsed time

5.2.3 Guidelines for Data Restoration

5.2.3.1 Backups shall be accessible in time to allow for system restoration within the
required period of time for that system.
5.2.3.2 The restoration of data using data backups must be tested every 3rd Wednesday
of the Month to ensure that complete data restoration is possible.
5.2.3.3 This ensures reliable testing as to whether:
» Data restoration is possible
o The data backup procedure is practicable
e There is sufficient documentation of the data backup, thus allowing a substitute
to carry
e Out the data restoration if necessary
o The time required for the data restoration meets the availability requirements
5.2.3.4 Data Restoration can be requested through the Restore Request Form
5.2.3.5 All Data Restoration activity shall be log to Weekly Data Restoration Report
5.2.3.6 Unsuccessful Data Restoration shall be recorder to Backup/Restore Failure
Report

Authorized copy of this document must contain the Official Document Seal and SPI Logo.
This document must not be reproduced or photocopied without prior approval of the Management of SPI.
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SHANG

TITLE: Vendor Accreditation Procedures

1. PURPOSE AND SCOPE:

1.1 Purpose: To ensure that the vendors for goods and services who wish to do
business with the Shang Properties Inc. are duly accredited in terms of
compliance with legal, financial requirements and technical competency and to
establish inter-department representation to Vendor Accreditation Committee
(VAC).

1.2 Scope: This procedure is applicable to all Shang Properties employees and shall
be observed by all business units except the Projects Group Division.

This accreditation process shall cover all vendors of goods and services excluding

the following:

a. Authorized dealers/distributors of motor vehicles.

b. Three (3} targest oil companies in the Phitippines and their authorized
dealers.

C. Government accredited agencies or institution

d. Pharmaceutical companies or its authorized distributors/dealers such as
Mercury Drug Stores and their vaccine authorized dealers

e. Foreign principals or suppliers

f. Vendors which supplies special iterns which are purchased thru petty cash

from stores located at Divisoria, Binondo, etc.
g. Kuok affiliates/subsidiaries
Broadcasi/Media Network
i Law, Accounting, Audit Firms and other Consultancy Services
j. Nan-profit and Charitable Institutions
k. Top 10 Insurance Companies

. Hotels and resorts, restaurants and food chains, Wine Cellars and Dealers,
Training or seminar venues and exclusive Membership Club

m. Government Agencies, Cooperatives and Associations
n. Hospitals, Dental and Optical Clinics, Medical Laboratories
Shang Properties Inc. Proprigtary Information Document #: DP-SPI-PROC 1.8

A printed copy is uncontrolled and may be cutdated unless it bears a
red ink “controlled copy” stamp
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o Utility companies (electricity, water, and gas)
p. Banks
q Newspaper or publishing companies,
I Telecom companies
5. Garbage Haulers
t. SPI Mall Tenants
u. Top 100 companies in the Philippines declared by Securities and Exchange

Commission (SEC).
v, Spot Purchase less than 3,000.00 PHP.

W, Vendors with less than Ten (16) Purchase Orders and not more than PHP
300,000.00 of annual cumulative purchase.

1.3 Support Document: Approval Authorization Chart approved by the Chairman.

2. REFERENCED DOCUMENTS
2.1 DP-SPI PROC 1.1 PR to PO Procedure
2.2 DP-DP] PROC 1.8 Vendor Accreditation Procedures
2.3 DP-SPI PROC 1.2 Procurement Bidding Procedure
2.4 DP-5PI PROC 1.3 Exemption from Bidding and Canvassing Procedure
2.5 Approval Authorization Chart Approved by the Chairman

3. MATERIALS AND EQUIPMENT: N/A

4. SAFETY: N/A

5. PROCESS DEFINITION AND CONTROL

5.1 Only accredited vendors shall be considered for bidding of goods and services.

5.2 All potential vendors who will supply goods and services to the company must
undergo an accreditation process, either through in-house accreditation or
under third party assessment, to ensure that the Company deais only with legal,
technically competent and financially capable vendors. In emergency cases, or
for one-time supply, the accreditation process may not be immediately
undertaken. However, prior approval from the Head-Purchasing shall be secured
before proceading with the procurement processes.

5.3 Approval for accreditation by the VAC must be unanimous. Refer to the Approval
Authorization Chart approved by the Chairman.
Shang Properties Inc. Proprietary Information Document #: DP-SPI-PROC 1.8
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5.4 There are two (2} types of Assessment:

5.4.1 In-House Assessment and Accreditation ~ All vendors wiih total
cumulative amount of purchase not more than PHP 300,000.00 annually
and more than fifteen {15} Purchase Orders must undergo in-house
assessment and accreditation.

The initiative must be done by the members of the VAC committee —
from the compilation of reguirements, assessment and up to issuance of
the certificate of accreditation to the vendor.

5.4.2 Third Party Assessment — Ali vendors with total amount of purchase with
more than PHP 300,000.00 annually must undergo Third Party
Assessment.

Evaluation, Ratings and issuance of Accreditation Certificate is still under
the Vendor Accreditation Committee (VAC).

5.5 Vendors that are exempted to this process may refer to section item 1.2.

5.6 Accreditation of Vendors shall be done whenever the following instances are
encountered:

5.6.1 New requirement arises

5.6.2 Need to make a supply situation more competitive

5.6.3 Replacement of vendors due to following reasons:
5.6.3.1 Vendor has gone out of business
5.6.3.2 Vendor has discontinued production of a particular line;
5.6.3.3 Outdated technology; or,

5.6.3.4 Vendors’ performance review results to poor performance as defined
in Vendor Performance Evaluation

5.5.3.5 Existing vendor is recommended for blocking as defined in Vendor
Performance Evaluation

5.6.4 Every three (3) years renewal for existing accredited vendor
5.7 Sources of Potential Vendors for Accreditation:

5.7.1 Purchasing Department shall source individual vendors where a product
/service can be ordered. These include manufacturers or independent

distributors and direct service providers. These can be done through the
following sources:

5.7.1.1 Company’s database of current and past vendors;
5.7.1.2 Trade directories, buyer’s guides, yeflow pages;

5.7.1.3 Vendors themselves through visits from sales force or direct mail
shots;

5.7.1.4 Exhibitions and conferences;

Shang Properties Inc. Proprietary Information Document #: DP-SPI-PROC 1.8
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5.7.1.5 Periodicals;

5.7.1.6 Professional colleagues within the Kuok group and outside the
Company;

5.7.1.7 Embassies; and,
5.7.1.8 E-bay and other electronic portals
5.8 Vendor Accreditation Committee (VAC) Members

5.8.1 Chairmanship of the Vendor Accreditation Commitiee shali be the Vice
President and Group Financial Controller. The chairman shall convene the
committee meetings, resolve issues, and break impasses as regards
Vendor Accreditation whenever necessary.

5.8.2 The committee shall be composed of representatives from Finance,
Technical and Purchasing who shall conduct and determine the following:

5.8.2.1 The desk top raview of all documents and the application form
submitted by the Vendor for completeness. Relevant documents to
evaluate suitability of the product or services being offered by the
vendor shall be reviewed in coordination with the concerned
department.

5.8.2.2 Finance Representative ~ to conduct an analysis of financial viability
of Vendor.

5.8.2.3 Technical representative — shall determine the vendor’s technical
background and capability to perform required works and services.

5.8.3 Technical Representative who shall check the acceptability and
adaptability or interoperability functions of the vendor’s products and/or
services based on the user's specific and documented requirements and
standards. It shall be coordinated with Purchasing.

5.8.4 Each member of the VAC shall complete the Approval Sheet, indicating
the findings/ comments/ assessment and/ or recommendations. Refer to
the Approval Authorization Chart approved by the Chairman.

5.9 Accreditation Requirements

5.9.1 Vendors applying for accreditation shall submit relevant documents listed
in Annex 1, depending on the type of product or service offered.

5.9.2 Each VAC member (refer to section 5.8 for membership composition)
shall be given a set of documents relevant to their review based on the
accreditation criteria (refer to section 6).

5.9.3 The actual site visit shall be done by Purchasing and a representative from
the Requestor and other subject matter experts (whenever necessary)
who are familiar with the product/service of the vendor. Representatives
from other groups such as Legal, Technical, HRAS, and Finance may be
consulted or invited to confirm findings and observations during vendor
visit, which shall serve as basis for accreditation.

Shang Properties Inc. Proprietary information Docusment #: DP-SPI-PROC 1.8
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5.10 Vendor visit is required for:

5.10.1 The accreditation of new/first-time vendors who will potentially supply
both categories of products/services:

5.10.1.1 Category A — service providers with potentially more than
PHP 5 Million annual contract. Vendor visit must be done
prior of any award.

5.10.1.2 Category B — vendors with one-time contract and has more
than PHP 3 Million potential purchase. Vendor visit must be
done prior of any award.

5.10.2 Validation of accreditation or capability of existing vendors with
regular/repeated contract having an annual spend of PHP 5 Million.
Vendor visit must be done at least once avery three years.

5.10.3 Whenever necessary, samples or demonstration units shall be required
from the vendor to ensure the quality and interoperability of the
products being offered. The testing or application of samples shall be
coordinated with the user department. If the product is of such nature
that testing is impractical due ta the time or expense required, VAC
would depend on the Technical evaluation of the design and
specifications, qualifications and reputation of the vendor.

.11 Accreditation Criteria and Documentation Requirements

5.11.1 A vendor applying for accreditation shall be evaluated based on three
criteria - legal requirements compliance, its financial stability, and
technical capability.

5.11.2 LEGAL CAPABILITY
5.11.2.1 The documentary requirements shall be as follows:

a. Business Registration Certificates [Certificate of
Incorporation/Partnership from the Securities Exchange
Commission {SEC}— for corporation/partnership,
Certificate from the Department of Trade & Industry (DTI)
— for sofe proprietorship]

b. incorporation Papers {Articles of
incorporation/Parinership/By-Laws)

Tax Identification Number (TIN)

d. BIR Registration 2303
e, Business Permit/Licenses: Mayor's permit; Health Permit;
Fire Clearance Certificate; Sanitary Permit
f. Exclusive Distributorship Agreement
Shang Properties Inc. Propfietary Informaticn Document #h DP-SPI-PROC 1.8
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5.11.2.2 Vendors applying for accreditation shall be requested to
present the original documents to the Company'’s authorized
representative who will validate the authenticity of submitted

documents.
5.11.2.3 Regulatory Requirements:
a. 555 Certificate of Payments
b. Service Contracts: Department of Labor and Employment
{DOLE} / NLRC Clearance
c. Philippine Contractor Accreditation Board (PCAR) License
d. Any other legal requirements that may be deemed

necessary for the specific product or service being offered.

51124 Note: In case any of the documents presented were found
insufficient, further documentation requirements shall be required.

5.11.3 FINANCIAL STABILITY

5.11.3.1 The VAC Approvat sheet including the following perttinent
documents shall be forwarded to Finance for proper evaluation;

a. Last two (2} years Audited Financial Statement {companies
operating for 3 yrs. or more) or one {1) year Audited Financial
Statement (companies operating for 1 to 2 year/s old); or

b. Un-audited Financial Statements, should be certified true and
correct by the President / CFQ in every page using the
company’s letterhead (for one {1) - year old companies whose
audited FS is not yet available at the time of accreditation); or

. interim Financial Statements should be certified true and
correct by the President / CFO in every page using the
company's letterhead {for companies who wishes to present
their interim FS given the remarkable performance/recent
developments which now becomes more relevant as
compared to histarical audited.

511.3.2 Finance Representative shall review the financial
strengths/capability of all vendors applying for accreditation.

5.11.3.3 Only those vendors who pass will be included in the pool of
accredited suppliers.

5.11.3.4 The result of financial evaluation shall be reflected in the VAC
approval sheet including the findings/comments/assessment/
recommendations.

5.11.3.4.1 Re-evaluation of financial capability of accredited Vendors
must be done at least once every three years.
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5.11.3.4.2 Purchasing & Finance shall perforsn an updated actual spend
analysis.

5.11.3.4.3 Vendor Master shall review the vendor profile and compare
against the updated actual total spend per vendor description
to check if there are vendors that change its risk/value profile.
These Vendors shall be re-classified whenever necessary.

5.11.4 TECHNICAL CAPABILITY

5.11.4.1 Purchasing & the technical representative of the requisitioning
department shall evaluate on the acceptability and suitability of the
product or services offered by the vendor. This can be verified based
on the conformance to regulatory and Company’s standards, past
performance/ relevant experience relative to the product/service
offered can also be considered.

5.11.42 The vendor's adequacy of facilities, manpower and equipment
to deliver the products or services on a continuing basis shall be
validated thru any of the following:

5.11.4.2.1 Vendor Visit (Please refer to the section 9.4)
5.11.4.2.2 3rd Party validation
5.11.4.2.3 Interview of reference sites

5.11.4.3 The following documents shall be used to check on the
product acceptability and adequacy of resources of the vendor:

a. Legal Documentaty requirement for Contractors {Min: A}:
License from Philippine Contractor’s Accreditation Board
(PCAB)

b. Summary of Completed and on-going contracts (refated to
services offered) or List of Clients who have been using the
products offered.

C. Certificate of Product Type Approval from regulatory /
governing agency / international accrediting bodies, when the
type of product requires it

d. Table of Organization/ Competencies of Technicai Personnel
(For service related vendors)

e. Technical Catalogs & Brochures for List of products / services
carried

f. Statement of Types of Machineries & Equipment Owned

5.12 Inclusion in the List of Accredited Vendors

5.12.1 Once the overall accreditation process is completed and the Vendor has
been successfully accredited, relevant information shall be entered in
Vendor Master Data/Procurement System.
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5.12.2 Al Units involved in the purchasing process shall be informed of the
newly accredited vendors. They should refer to and consider only those
included in Vendor Master Data/Procurement System in the processing of
a Purchase Requisition and in the issuance of Request for Quotation /
invitation to Bid or Purchase Order except the vendors in the exclusion
list.

5.12.3 Purchasing shall be responsible for:

5.12.3.1 Ensuring that only accredited vendors are included in Vendor
Master Data/Procurement System.

5.12.3.2 Ensuring that ail changes to critical vendor data are regularly
updated in Vendor Master Data/Procurement System; and,

51233 Securing Vendor Master Data/Procurement System against
uhauthorized access/maodifications. Finance shall review all accredited
vendors inputted to the system by Purchasing.

5.13 All accredited vendors are required to submit the following documents for
validation purposes and to update the Vendor Master file:

5.13.1 Audited Financial Statement
5.13.2 Business Permit {Mayor’s Permit)
5.13.3 Updated or new product Catalogs

5.13.4 Above documents will validate legal existence and financial soundness of
the existing vendors of the company on a continuing basis.

5.14 Issuance of Certificate of Accreditation

5.14.1 A letter to certify accreditation shall be given to all vendors who have
passed the accreditation process of the Company stating the specific
product or service to be offered.

5.14.2 The certification shall be valid for three (3) years from the date of
issuance.

5.14.3 The Company shall consider accredited vendors as “Partners in Business”,

Vendors shall sign Business Ethics Agreement to protect the interest of
both Parties.
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6. ACCREDITATION REQUIREMENTS CHART:
Vendors shall be reguested to submit the foltowing documents for accreditation

process:

Legal Compliance

Letter of Intent (with
Vendor's company
letterhead)

Vendor information Sheet
SEC Business Registration
Certificate
Corporations,
DT1 - Sole Proprietorship
{Articles of Incorporation
or

Partnership / By — Laws)
Tax ldentification Number
Business Permit / Licenses
VAT or
Registration
PCAB and/or
DOLE License
Exclusive Distributorship
Agreement

Any other legal
requirements that may
deemed necessary for
specific product or service
being offered.

for

Non-VAT |

|

Financial Requirement

For In-House Assessment and
Accreditation :

= |ast Twe (2) years Audited
Financial Statement (co.
existent for 3 yrs. or more)
or

= One {1) vyear Audited
Financlal Statement (for 1-
year old companies).

Third Party Assessment:

® Last Five (5) years Audited
Financial Statement (co.
existent for 3 yrs. or more)
or
= Two (2) vyears Audited
Financial Statement {for 1-
year old companies).
e Un-audited Financial
Statements, should be certified
true and correct by the President /
CFO in every page using the
company’s letterhead {for l-year
old companies whose audited FS is
not yet available at the time of
accreditation)

Technical Competency
For Service Providers:

Summary of
Completed and on-
going contracts

{related to  the

services offered)

= For Goods Vendors:
List of Clients who
have been using the
products being
offered.

= Table of Organization
including CVs /
Competencies of
Technical Personnel
(For service related
Vendors).

» Technical Catalogs &
Brochures for List of
products / services
carried,

= Statement of Types of

Equipment  Owned
{for Service
Providers only).

= And other
reguirements that |
may deemed
necessary for specific
product or service
being offered.
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7. VENDOR ACCREDITATION PROCEDURE

Process Requirements / Remarks

* Responsible; Purchasing/ Third Party Assessor
»  Purchasing is responstble for informing the vendor about the accreditation
process and requirements.

Letter of intent/
Invitation Letter

1
¥
¥

e f

Vendor iInformation Sheet e Respaonsible: Vendor/ Third Party Assessor
viS) « Yendors shall submit complete detalls of their company through VIS Farm.
{ e For Third Party Assessor - must inclede all required information in their Report.

|
i r
Compilation of the . » HResponsible: Purchaser/Third Party Assessor
R . t t e purchaser must consolidate alf Legal, Technical and Finandal Requirement, same
EQIEMETS with the Third Party Assessment through DNB Report.
_I_:J:".__ : -
¢ Responsible: Purchasing
. s Purchasing must prepare and seek the approval rating of all YAC Member
Vendor Rating Sheet Committees.
{ « Vendor Rating Sheet must be approved in accordance to the Approval
Authorlzation Chart
-

e

Vendor Accreditation ¢ Responsible: Purchasing
Certificate e (nce accredited and approved as per Approval Authorization chart, Purchasing
| must issue an Accreditation Centificate 1o vendor.
. l_ — —— S

Responsible: Purchasing

Vendor Master File (YMF) Purchasing must prepare z list of alt vendor information necessary in VMF

&

database.
["Prepared by: | Beviewed and Checkedby: ) [Minitial Issue Date
‘;-j-:f\-_k:;;;__ - -
= > Cantos— Oct 04, 2018
Assists s Senior Purchasing Manager - ‘
Recommended by: ~— V Yy Approved by: | Revision Na.
N /. a X Lf \
Rajeev Gam‘{ Karlo P Estavillo |
Vice President/ Group Financial Controller Chief Operations Officer/Chief Finance Officer
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TRAINING '

POLICY
POLICY NO. Effectivity date:  n palsrfie |
Ma; 1,"2?13 Approved date: §9/24°/1¢ |
A. RATIONALE:

The company provides employee training & developmental activities that aims to help
empioyees learn, develop and hone specific knowledge or skills to improve
performance for current and future roles.

The company recognizes the need for employee skills enhancement and competency
development and this policy provides specific guidelines covering all company
sponsored trainings, workshops, conferences and other similar learning and
development platforms.

B. POLICY STATEMENT

The company believes in investing in its core resource by eguipping employeges with
proper and adequate skilis training as well as developing future leaders of the
organization. It is therefore expected that all employees who are given the privilege to
participate in various training and learning platforms, to comply with the implementing
guidelines of this policy.

C. SCOPE & ELIGIBILITY

All employees regardless of rank, tenure and employment status are covered under this
policy.

D. DEFINITION OF TERMS

a. New Employee Orientation - a fundamental and required training program for
employees designed to educate and integrate new employees into the mission,
vision, organizational structure, culture, policies and guidelines of the company.

b. In-House Training — a company sponsored iraining conducted inside company
premises covering behavioral or functional training programs. This may be
facilitated by HR and/or in-house training facilitators or by extemal training
pariners.
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¢. Loca! Public Training/Conferences — a company sponsored training conducied
outside company premises but within the country and may cover behavicral or
functional training programs. This training is facilitated by an exernal
company/group. This also covers lecal forums and conferences that aims to
further improve the knowledge and expose the employee to recent trends and
information related to his/her job and function.

d. International Training/Conferences — a company sponsored training conducted
outside the country and may cover behavioral or functionat training programs.
This also covers locat forums and conferences thai aims to further improve the
knowledge and expose the employee to recent trends and information related to
his/her job and function.

e. Training Cost — includes training fee/conference fee and all other expenses
related to participation in the training such as accommodation,
traveliiransporiation and per diem/meals.

E. IMPLEMENTING GUIDELINES

a. All training requests must be accompanied by a Training Request Form (see

C.

Annex A} with the exemption of the New Employee Orientation. The training
participant must accomplish the Training Request Form and have i approved by
his/her Immediate Superior and Division Head. Once approved, it should be
submitted fo HR for review and final approval.

Once approved by HR, the following guidelines wili apply:

e Forln-House Training, HR will register and enroll the employee.

» For Local and International Training/Conference, employee must accomplish
the required Registration Form and submit to the training provider.
Employee will also handle his/her tiravel requirements and/or
accommeodation if applicable.

All training fees will be processed by HR. However, all transportation and
accommodation requirements must be processed by the employee atiending the
fraining/conference.

Training Request Forms should be submitted in advanced under the following
guidelines:
« In-House Training — at least five (5) working days before the actual training
date
« Local Public Training/Conference — at least seven (7) working days before
the actual training date
¢ |nternational Training/Conference — at least one (1) month or thirty (30)
calendar days before the actual iraining date
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e. A Training Bond Agreement (See Annex D) may be signed based on management
discretion and assessment,

f. In the event that the employee under a Training Bond Agreement, voluntarily or
involuntarily leaves the company, he/she will be required to pay the Training Bond.
Computation will be based on the diminished value of ithe Training Cost vis-a-vis
remaining number of months in the bond period.

Training Bond payable to the company will be deducted from the employee’s final
pay. Should the employee's final pay be insufficient to cover for the training bond,
the employee must pay the company on or before his/her last working day.

0. Al employees who receive training/conference sponsorship from the company are
required to submit the foliowing to HR upon return from the training/conference;

a. Training Report — summary of learning and/or insights from the training/
conference (See Annex B)

b. Pholocopy of Training Certificate

¢. Post Training Evaluation (See Annex C)

Required documents must be submitted to HR not later than seven (7) working days
after completion of the training/conference period. Non-compliance may result to a
corrective action. All forms mentioned above will be filed in the employee’s 201.

i. Aftendance in all company sponsored frainings/conferences is required.
Attendance will be strictly monitored and non-attendance or tardiness will be dealt
with accordingly as follows:

s More than 15minuies tardy
1% oceurrence : Written Warning
2" occurrence  : Warning for Dismissal

« Non-attendance
- 1% occurrence  : Written Waming
2" occurrence  : Warning for Dismissal

In addition, shouid the employee fail to complete the training program/conference
without any justifiable reason(s), the employee will be liable to pay the full
training/course fee.
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j. Foronline attendance monitoring (iAccess), the empioyee must file for OB to ensure
that they are not marked absent during the training day coverage. The approved
Training Reguest Form and/or the Training Cerificate must ailso be uploaded as
proof of OB status in the system.

k. New Employee Orientation will be conducted twice a month at the start of the
payroll cut-off date or every 6" and 21% of the month. If any of these dates fall on a
weekend, New Employee Orientation will be conducted on a Monday after the 8%
and 21 of the month. The new employee shall be required to accomplish the New
Employee Onboarding Checklist Form (See Annex E) after the orientation. The New
Employee Orientation is a prerequisite in the employee's training curriculum. Should
the new employee faii 1o attend the New Employee Orientation, he/she must iake
the next available schedule from HR.




Annex A: Training Request Form

SSHANG  Shang Properties, Inc. and subsidiaries

TRAINING REQUEST FORM

PERSONAL INFORMATION
Employee Name: Employee ID no.
Position Title: Div./Dept.
TRAINING DETAILS
Program/Course Title: Training fee:
Training Provider: Company to cover:
, DTransportation
[ Accommodaton
Venue of Training: l D Per Dlem
D Meals
Inclusive Dates: Time: “appitcable only for international
training
Justification:
Requested by: Endorsed by: Approved by:
Participant Depariment Manager Division Head
FINAL HR APPROVALS
Reviewed by: Noted by: Approved by:
Dlane Agliam Bench Bautista Roselyn Santos

*PLS. SEE ATTACHED JUSTIFICATION & TRAINING DETAILS/ PROPOSAL




Annex B: Training Report Form

q DP-HRD-3.3F2
Training Report Form Page:
6 of 13
Name: Employee 1D no.:
Seminar Title: Div./Dept.:
Training Provider: Date:
Venue:
Instruction:

Please fill-out the information needed in the space provided below.

1. Briefly describe the knowiedge / skills you acquired in attending the seminar
{ training?

2. Make an action plan in the application of the knowledge / skills acquired from
the seminar / training to your job. {This will be the reference of your immediate
superior in assessing the effectiveness of training vis-a-vis your annual
performance)

3. What are your other suggestiory/s to help you enhance your job effectiveness
and efficiency?

Prepared by: Noted by:

Signature ofﬁrﬁcipan’t - Signature of immediate supervisor
over printed name over printed name
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Z POST- EVALUATION FORM

)

COURSE TITLE & DATE
NAME: EMPLOYEE ID NO.:
JOB TITLE: DIVISION/ DEPARMENT:

In this evaluation form, there are no right or wrong answers. Please respond to all the questions below to help us
improve the curriculum, training materials, and/or conduct of training. For each statement, please rate your
response from a scale of one (1) = Poor, two (2) = Fair, three (3) = Good, four (4) = Very Good, and five (5) =
Excellent.

This ferm will be retained and kept cenfidential by the HR Departmant.

Program Content and Objectives

|0|
£
w
N
e

1. Were the contents of the program erganize and were easy to follow?

2. Were your personal objectives for attending the training met?

3. Were the topics covered relevant to your work?

Comments:

Speaker / Facilitator 5 4 13 12|1

1. How would you rate the facilitator's knowledge on the subject matter?

2. Were the concepts, principles and techniques explained in an understandable
manner?

3. How did you find the style of delivery of the facilitator?

4. How wel! did the facilitator invite and encourage individual participation?

Comments;

Please rate the set-up facilities below: 5- 4- 3 |21

1. Venue accessibility and convenience

2. Training material adequacy and completeness

3. Food adequacy and faste

Comments:




Annex C: Post- Evaluation Form Page 2

Overall Rating 5 4 3 121

1. How would you rate the program as a whole?

Comments:

Suggestion for Improvements

Employee’s Signature
Over Printed Name




Annex D: Training Bond Agreement

"égSHANG

TRAINING BOND AGREEMENT

l, Name , Position of Company , agree
to work for the Company covering the period, 20 1o 20, as the
training bond relative to my participation to the Training course to be
conducted by _ Training provider from to , which the Company

will pay for the training cost amounting to

If for any reason, | terminate my employment with the Company before the completion
of the training bond date, | authorize Shang Properties, Inc. to deduct from my final

pay the pro rata amount paid by the Company for the said fraining cost computed as
follows:

o #ofUnservedonths
TotalAmount x — ——————
BondingPeriod

f, the undersigned, sign this Training Bond agreement on at
Mandaluyong City, in confirmation that | fully understand and accept the terms and
conditions stated herein.

Name & Signature of Employee




Annex E: New Empioyee Onboarding Checklist Form

DP-HRD-2.3A1
New Employee Onboarding Checklist Fage:
10 of 13
Name of Employee
Date of Hire
Name Company
Division / Department
Position / Designation
Immediate Superior
- | signature | | Remarks/ l
Description Responsible | (if Date Code no. if
completed) applicable L
Pre-employment BP
requirements 0 _ )
New Employee BP .
_Requirement checkfist | }i
Attendance to new .
' employee orientation M
Orientation on code of "
ethics/ code of conduct | '"nng & OD |
Orientation & Enrollmentin | . )
\
iAccess | tocesshdmin | S —
Bioscrypt enroliment for | . )
fimekeeping | 'AccessAdmin | | -
[ Door access iAccess Admin [ | Egér Access
I — T i —
| Company ID BP r'fg"_plc’yee D
Payroll account enrolment BP
Inclusion to payroli list BP
' Enrollment to group BP 1 -
accidentinsurance

Employee name and signature

Date signed




PROCESS FLOW (LOCAL TRAINING)

START l

Training participant
accomplishes the training
request form and forward to
his/ her immediate superior
and Division Head

Approved?

The requesting Division
shall forward the form to
HRD for review and
approval

¢ NO

Approved?

HR shall return the
form and inform the
requesting Division

HR shall inform the
requesting Division
and give a copy of the
approved form

v

Participant shali register
directly to the training
provider and provide
SOA to HR

v

HR shall process the
payment of the training

v

Participant attends the
training

v

Participant submits the
following decuments to
HR upon return in the
office:

Training Report Ferm
Post Evaluation
Photocopy of the training
certificate

v

END

END




PROCESS FLOW (INTERNATIONAL TRAINING)

START ‘

Training participant
accomplishes the training
request form and forward to
his/ her immediate superior
and Division Head

Approved?

The requesting Division
shall forward the form to
HRD for review and
approval

—

Approved?

YES

END

MR shall return the
form and inform the
requesting Division

HR shall inform the
requesting Division
and give a copy of the
approved form

v

v

e )

Participant shall register
directly to the training
provider and provide
SOA to HR

Participant process
transportation and
accommodation, per
diem requirements

i

HR shall process the
payment of the training

v

Participant attends the
training

v

Participant submits the
following documents to HR
upon return in the office:
Training Report Form
Post Evaluation
Photocopy of the training
certificate

v

END




PROCESS FLOW {(NEW EMPLOYEE ORIENTATION)

‘ STiRT

HR schedules the new
employee orientation.

v

Employee attends
scheduled NEO.

v

HR conducts the
orientation

v

Employee signs off the
New employee checklist
form afier the orientation

2

HR files the form in the
employee's 201

!




