Securities and
Exchange
Commission

PHEL IR PLNES

SEC FORM - I-ACGR

INTEGRATED ANNUAL CORPORATE GOVERNANCE REPORT

1. For the fiscal year ended ...2020

2. SEC Identification Number .. 224%0 3. BIR Tax Identification No, ....000:144-386

4. Exact name of issuer as specified in its charter ......SHANG PROPERTIES, INC,

5. 6
Province, Country or other jurisdiction of
incorporation or organization

. (SEC Use Only)
Industry Classification Code:

7 Administration Office, Shangri-La Plaza Mall, EDSA cor Shaw Boulevard, Mandaluyong City 1550
Address of principal office Postal Code
8 (632) 370-2700
Issuer's telephone number, including area code
9.

Former name, former address, and former fiscal year, if changed since last report.
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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 City of Mandaluyong on HAY 7 8 ZUZ] .

SIGNATURES

. M‘{Ob\jﬂ/

EDWARD KUOK KHOON LOONC KARLO MARCO P. ESTAVILLO HAN CHEN WOO
Chairman of the Board Chief Operating Officer xecutive Director

ELMER G. PEDREGOSA
Compliance Officer

ANTONIO O. COJUANGCO BENJAMIN I. RAMOS MAXIMO G. LICAUCO 1l
Independent Director Independent Director Independent Director
SUBSCRIBED AND SWORN to before me this day of

affiants exhibiting to me their government issued identification cards,ugx;HZ«—/B. an“

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

WILFRED SHAN CHEN WOO 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. COJUANGCO

BENJAMIN I. RAMOS SSSID No. 33-0473944-3

MAXIMO G. LICAUCO Il

KARLO MARCO P, ESTAVILLO Passport No. P3455986B 07 Oct 2019/DFA NCR Central/ 06 Oct
2029

JoVE EVILLANG
NOTARY PUBLIC FOR CITY OF MANDALUYONG
COMMISSION NO. 0285-19 VALID UNTIL JUNE 30, 2021

S e RESOLUTION DATED DECEMBER 1, 2020
Doc. No. % : AS PER SC EN BANC F’f y l;\,(]-)‘ 53970 ’
Page No. __ID. ; 18P LIFETIME 10, 611302; 12- NOFARVRUBLIC
Book No. PTR NO. 4581076, 1-4-21; MAMDALUYONG

2
Series of 2021. MCLE COMPLIANCE MO. VI 0017960 14 APRIL 2022

{
e\

METRO MART COMPLEX, MANDALUYONG CITY



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 City of Mandaluyong on M A 2 8 ';U‘Zl )

SIGNATURES

,(ow(n//

EDWARD KUOK KHOON LOONG KARLO MARCO P. ESTAVILLO \IM HAN CHEN WOO
Chairman of the Board Chief Operating Officer xecutive Director

EM

Compliance Officer

FEDERICO G. NOEL JR.
Corporate Secretary

ANTONIO O. COJUANGCO BENJAMIN I. RAMOS MAXIMO G. LICAUCO Il
Independent Director Independent Director Independent Director

SUBSCRIBED AND SWORN to before me this

daycMAY 2 8 202‘

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

EDWARD KUOK KHOON LOONG Passport No. A37525149

WILFRED SHAN CHEN WOO Passport No. GA228904
ELMER G. PEDREGOSA Passport No. P7469452A
FEDERICO G. NOEL, JR. Passport No. P6098076A
ANTONIO 0. COJUANGCO

BENJAMIN I. RAMOS SSS ID No. 33-0473944-3
MAXIMO G. LICAUCO Il

KARLO MARCO P. ESTAVILLO Passport No. P34559868B

Doc. No. %' H

: SC EN BANC
Page No. :1b :
BookNo. [ ; 1BP LIFETIN

15 Jun 2016/Hong Kong/18 Dec 2021

07 Apr 2014/Hong Kong/07 Apr 2024

07 Jun 2018/DFA NCR West/06 Jun 2028
20 Feb 2018/DFA Mla/19 Feb 2028

07 Oct 2019/DFA NCR Central/ 06 Oct
2029

TANDALUYONG
4TI JUNE 30, 2021
0 DECEMBER 1, 2020

12-28-12; RIZAL

Series of 2021. PTRNO. ‘,M..‘, 1421 MANDALUYONG
MCLE COMPLIANCE NO. VI 0017960 14 APRIL 2022
METRO MART COMPLEX, MANDALUYONG CITY



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 City of Mandaluyong on M AY 2 8 702\

SIGNATURES

B

EDWARD KUOK KHOON LOONG KARLO MARCO P. ESTAVILLO WILFRED SHAN CHEN WOO

Chairman of the Board Chief Operating Officer Executive Director
ELMER G. PEDREGOSA FEDERICO G. NOEL JR.
Compliance Officer Corporate Secretary
ANTONIO O. COJUANGCO BENJAMIN I. RAMOS MAXIMO G. LICAUCO Il
Independent Director Independent Director Independent Director

SUBSCRIBED AND SWORN to before me this day OIM AY 2 8
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 WOO 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 Mia/19 Feb 2028

ANTONIO O. COJUANGCO

BENJAMIN I. RAMOS SSS ID No. 33-0473944-3

MAXIMO G. LICAUCO IlI

KARLO MARCO P. ESTAVILLO Passport No. P3455986B 07 Oct 2019/DFA NCR Central/ 06 Oct
2029

JOVERN@ISEVILLANG -
(OTARY PUBLIC FORICITY OF MANDALUYONG
N e 026510 VALID UNTIL JUNE 30, 2021
2 UTION DATED DECEMBER 1, 2020

COMMISSION NO. 0

7S PER SC EN BANC RE

Doc. No. ; . NO. 53970

— SOy - 12.9R-12- IZAL
Page No. 7|0 ; IBP LIFETIME NO. 01 N}gm@?‘k@! o
Book No. ; PTR NO. 4581076, 1-4-21; MANDE -
Series of 2021 ' MCLE COMPLIANCE NO. V1 0017960 14 A

METRO MART COMPLEX, MANDALUYONG CITY



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

Corporate Governance Report (I-ACGR) is signed on behalf of the

M

thereunto duly authorized, in the City of Mandaluyong on

rAeﬁistrzaqé ?/032‘ u.ndersigned,

EDWARD KUOK KHOON LOONG
Chairman of the Board

ELMER G. PEDREGOSA
Compliance Officer

ANTONIO O. COJUANGCO
Independent Director

SIGNATURES

KARLO MARCO P. ESTAVILLO
Chief Operating Officer

Ly

BENJAMIN I. RAMOS
Independent Director

WILFRED SHAN CHEN WOO
Executive Director

FEDERICO G. NOEL JR.
Corporate Secretary

MAXIMO G. LICAUCO Il
Independent Director

SUBSCRIBED AND SWORN to before me this uA/Yofz 8
affiants exhibiting to me their government issued identification cards, as follows:

EDWARD KUOK KHOON LOONG
WILFRED SHAN CHEN WOO
ELMER G. PEDREGOSA
FEDERICO G. NOEL, JR.
ANTONIO 0. COJUANGCO
BENJAMIN I. RAMOS

MAXIMO G. LICAUCO 11l

KARLO MARCO P. ESTAVILLO

Passport No. A37525149
Passport No. GA228904

Passport No. P7469452A
Passport No. P6098076A

15 Jun 2016/Hong Kong/18 Dec 2021

07 Apr 2014/Hong Kong/07 Apr 2024

07 Jun 2018/DFA NCR West/06 Jun 2028
20 Feb 2018/DFA Mla/19 Feb 2028

SSS ID No. 33-0473944-3

Passport No. P3455986B 07 Oct 2019/DFA NCR Central/ 06 Oct

2029
WwWERN GISEVILLANG
NOTARY p{ﬁuE FOR CITY OF Mmm\&\sv@?}g%@u
. by * s, l.‘:‘ia ’I"-...»-
MMISSION NO. 028 0 1, 2020
Doc. No. @H ; ASCP(E)ER SC EN BANC RESQ:% T 3 BER 1,
PageNo. Jy__;  ROWLNO. "NaTARY pUBLIG,
Book No lﬁ ; IBP LIFETIME NQ. 0112045 14 EALUIYONG
ies of ' NO. 4581076; 1-4-21; MANDALUYORG
e of 20ad F coMP ANCE NO. VI 0017960 14 APRIL 2022
MCLEICOMELS ' NDALUYONG EITY

METRO MART COMPLEX, MA



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 City of Mandaluyong on “ H 2 8 2“2 ‘ ;

SIGNATURES

EDWARD KUOK KHOON LOONG KARLO MARCO P. ESTAVILLO WILFRED SHAN CHEN WOO

Chairman of the Board Chief Operating Officer Executive Director
ELMER G. PEDREGOSA FEDERICO G. NOEL JR.
Compliance Officer Corporate Secretary

— A<~ (-
TONIO O. COJU m BENJAMIN I. RAMOS MAXIMO G. LICAUCO Il
Independent Director Independent Director Independent Director
SUBSCRIBED AND SWORN to before me this dsay¥hY 28 2020 ,

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 WOO 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. COJUANGCO
BENJAMIN I. RAMOS SSS ID No. 33-0473944-3
MAXIMO G. LICAUCO il
KARLO MARCO P. ESTAVILLO Passport No. P3455986B 07 Oct 2019/DFA NCR Central/ 06 Oct 2029
Ef ‘J PLLAND

NOTARY PUBLI - MANDALUYONG
Doc. No. : COMMISSION NO. G ¢ LID ‘mT‘: JUNE 30, 2021
Pake . : AS PER 5C EN BANC DTN ARY PUBIE
Book No. i 18P LIFETIME NO. u'ﬁu,_, 12-28-12; RIZAL
Series of 2021. PTR NO. 4581076; 1-4-21; MANDALUYONG

MCLE COMPUIANCE NO. VI 0017960 14 APRIL 2022
METRO MART COMPLEX, MANDALUYONG CITY



Trusted Since 1898

The Wlanila Time

w W W

| ATTACHMENT 1

m a n i i m e s . n et

REPUBLIC OF THE PHILIPPINES)
CITY OF MANILA )S.S.

AFFIDAVIT OF PUBLICATION

|, Carmina Lourdes B. Dineros, of legal age,
single, Filipino and a resident of 20 Libra St.,
Pamplona Park Subdivision, Pamplona, Las Pifias City
in the Philippines, after having been duly sworn
accordina to law, do hereby depose and state:

SSHANG

PROPFRTIFSA

' NOTICE TO SHAREHOLDERS 6F SHANG PROPERTIES, INC.
Pursuant to the Amended By-Laws of Shang Properties, Inc. (the “Corporation”), all interested

the Financial Consultant of The Manila
wspaper which is published Online and
glish and Edited in Metro Manila, and

holders of the Corporation may now submit the names of their nominees for Independent
Directors and Regular Directors of the Corporation’s Board of Directors who shall be elected during
the Annual Shareholders’ Meeting ta be held on 18 NOVEMBER 2020 via remote communication.
All nominations should be submitted on or before 19 OCTOBER 2020 to the Corporate Secretary
at the following address or by nofifying the Corporate Secretary at spi.asm@shangproperiies.corm.

FEDERICO G. NOEL, JR.
Shang Properties, Inc.

Level 5, Shangri-La Plaza Mall
Edsa cor. Shaw Bivd., Mandaluyong City

-

All nominations should contain at least the following information:
. Names, ages, and citizenship of all nominees;
Positions and offices that each nominee has held, or will hold if known;
Term of office and the period during which the nominee has served as director;
Business experience during the past five (5) years ;
Other directorships held in SEC reporting companies, naming each company;
Family relationships up to the fourth civil degree either by consanguinity or affinity among
mm.apommbymr poration to di
or . ’

Involvement in legal proceedings, i.e., a description of any of the following events that
ocourred during the past five (5) years up to the latest date that are material to an
evaluation of the ability of integrity of any director, any nominee for election as director;

+  Any bankruptcy petition filed by or against any
pmrdpshmormﬂvouﬂooratharatthoﬁmsdhbﬂwpbyuvdhhmmm
prior to that time;

*+  Any iction by final judg i "'_!hanatuva:::rd\eoﬂm,dh.uhﬂnal
. or foreign. or subject to a ing criminal proceeding,
mmmmlﬁMWMrmm:
«  Being subjectto any order, judgment, or decree, not quentl d ded
uvaubd,dm{wﬁ't'd nt dicti

§ d or'loreign. pe tly or
pending or otherwise limiting his involvement in any

type of business, securities, dities or g
mmw-MmMﬂmndmmﬂ(hadmm),m
mumpmmwy,madmmﬁcamaxmmnormomanmd
MMGMmew.meWMuWiw
law or regulation, and the judgment has not been d, suspended. or d
m#mmdm«mwummwmgﬁdalmdwm
of the Corporation’s voting securities;

Disclosure if owning voting trust of more than 5% of the Corporation’s securities; and
Mmmmdhmdmhumwmmm,m.w
regulations.

All nominations shall be subject to pre. ing by the Corporation's Nomi
which shall prepare the final list of nominees.

ion Committee

Interested shareholders may also submit on or before 19 OCTOBER 2020, their proposals for
matters to form part of the Agenda for the Annual Shareholders Meeting.

By Order of the Nomination Committee.

FEDER! " =L, JR.

Corporate S
MT - Sept. 19, 2020 A i

tionwide daily from Monday to Sunday
address at 2/F Sitio Grande, 409 A.
ue, Intramuros, Manila

ittached NOTICE TO SHAREHOLDERS
ROPERTIES, INC.

ied in The Manila Times newspaper in
SEPTEMBER 19, 2020

1ereof g@rwthis Affidavit in Manila,
is L\ day of 12020

CARMINA LOURDES B. DINEROS
Aff{gnt

oo
and sworn to before me this) \ \Qm day

, 2020 in MANILA, Philippines, affiant

exiwiuny w me her Driver's License No. D06-93-
123108 issued at Las Pifias valid until February 08,
2022 and SSS ID No. 33-457-425-09

r n
Doc. No. _..E./Q/_ ATTY. BOC
NOTARY PUBLIC
Page No —Z— im0l Com Ne ?x ' t 12:31:3020
BookNo._____ /7 BPORAG i an 20 R A a0 202
Series of 2020 OR No 963214 C 1-3-2020/R0!INo 3 5471408

UCLE No 2S5 waled ‘s /119 Vil ik w2

THE MANILA TIMES PUBLISHING CORPORATION

2/F Sitio Grande, 409 A. Soriano Ave., Intramuros



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
Devejopment Office; Acts as the Company’s lead counse/
in its joint venture with a Top 3 Real Property Developer
for an uitra-high-end resjdential condominjum
development at Bonifacio Global City.

Acts as lead counsel handling the Company’s land

banking activities in Mabijn 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 counsel,
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 g thousand hectares of land in Carmona
and Silang, Cavite;

Page | 1



Private
2002 - 2016
2000 - 2001

1997 - 2001

country; Implements and supervises the clean-up of said
properties” muniments of titles in preparation for
development; Oversees the handiing of a/ cases
involving the company and jts /andho/dings, whether
handled internally or by external counsels; Performed
Corporate secretary work, corporate housekeep/‘ng and
regulatory compliance functions for the company. Leads
in the negotiations and in the management of the
Corporation’s remaining land procurement activitjes,

Practice of Legal Profession:

Pedregosa Law Offices - Founding Partner

Lachica & Pedregosa Law Offices - Managing Partner
Platon Martinez Flores San Pedro & Leafio Law
Offices - Associate 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; Prosecyted Corporate take-over and
other intra-corporate dispute tases; Conducted
legal audit/dye diligence on the acquisition of g
domestic paper company by a multinational client;

telecommunication company for acquisition by
another multinationa/ company,; Provided legal and
documentary Support for the syndicated or stand-

regulations; Performs general corporate

housekeeping/ acts as corporate secretary for
varfous clients.



2010 - 2016

2001 - 2015

Land and Real Estate Law - Provided legal 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 wel/ as for
ejectment, possession and Jand 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
intellectual  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 ~ Handied various labor cases for corporate
clients;, Conducted CBA negotiations for several
clients; Handled notices of strike mediation and
negotiations;  Assisted Corporate  clients in
compuisory 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 muitinational 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 Ffunctions. 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 (CAO)

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/CFO 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 npew
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
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AUDIT COMMITTEE SELF - ASSESSMENT WORKSHEET

"FOR THE PERIOD JUNE 2017 to MAY 2018

ATTACHMENTS5 - A

Assessment
Is this part of
Responsibilities Speciic Areas the Audit I:apslz::se:te::? Follow-up Rating
under the code Committee's Actions (1to 10)
( If yes, cite reference
Charter Mo i Needed
(Yes or No)
Setting of 1. Committee size Yes e Integrated Annual
Committee Corporate Governance Please
Structure and Report rate
Operation e SEC Form 17-C disclosure
2. Independence Yes e Integrated Annual
Requirement Corporate Governance
Report
® SEC Form 17-C disclosure
3. Qualifications, skills and Yes e Integrated Annual
attributes of members Corporate Governance
and Chair Report
e Company website
4. Financial knowledge of Yes ¢ Integrated Annual
members Corporate Governance
Report
e Company website
5. Succession plan for Yes e Corporate Governance
members and Chair Manual
6. Meetings (frequency, Yes e Corporate Governance
etc.) Manual
e Audit Committee Annual
Report
7. Reporting to the Board Yes e Minutes of the Audit
and issuance of Committee Meetings
certifications and critical
compliance issues
8. Evaluations Yes e Minutes of the Audit
Committee Meetings
9. Resources including Yes e Informal meetings with
access to outside the management
advisors
10. Training and Education Yes e Corporate Governance
Manual
Oversight on 1. Extent of understanding Yes e Corporate Governance
Financial Reporting of the company's Manual Please
and Disclosures business and industry in e Company website rate
which it operates
2. Compliance with financial Yes e Annual Report
reporting regulations
3. Recognition of Yes e Annual Report
management's
responsibility over the
financial statements
4. Appropriateness of Yes ® Annual Report
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Responsibilities
under the code

Assessment

Mt o Has this been
Specific Areas b implemented? PRl Rafing
Committee's Uilie aeataderanca Actions (1to 10)
Charter d’o dithain) Needed
(Yes or No)
accounting policies
adopted by management
5. Reasonableness of Yes e Annual Report
estimates, assumptions,
and judgements used in
the preparations
6. Identification of material Yes e Annual Report
errors and fraud, and
sufficiency of risk
controls
7. Actions or measures in Yes e Annual Report
case of finding of error or e Minutes of the Board of
fraud in financial Director’s Meeting
reporting
8. Review of unusual or Yes e Annual Report
complex transactions e Minutes of the Board of
including all related party Director’s Meeting
transactions
9. Determination of impact Yes e Annual Report
of new accounting e Minutes of the Board of
standards and Director’s Meeting
interpretations
10. Assessment of financial Yes ¢ Annual Report
annual and interim e Minutes of the Board of
reports as to Director’s Meeting
completeness, clarity,
consistency and accuracy
of disclosures of material
information including on
subsequent events and
related party
transactions
11. Review and approval of Yes e Annual Report
management ¢ Minutes of the Board of
representation letter Director’s Meeting
before submission to
external auditor
12. Communication of the Yes e Discuss the matter as the
AudCom with legal need arises
counsel covering
litigation, claims,
contingencies or other
significant legal issues
that impact financial
statements
13. Fair and balance review Yes e Minutes of the Board of
of financial reports Director’s Meeting
e Annual Report
14. Assessment of Yes e Minutes of the Board of

correspondence between

Director’s Meeting
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Assessment

19 St e of Has this been
Responsibilities ; the Audit i Follow-up Rating
under the code esc A Committee's Nplemanted? Actions (1to 10)
( If yes, cite reference
Charter deskiient) Needed
(Yes or No)
the company and e Annual Report
regulators regarding
financial statement
filings and disclosures
Oversight on Risk . Obtaining management's Yes e Audit Committee Annual
Management and assurance on the state of Report Please
Internal Controls internal controls e Minutes of the Board of rate
Director’s Meeting
. Review of internal Yes ¢ Audit Committee Annual
auditor's evaluation of Report
internal controls e Minutes of the Board of
Director’s Meeting
. Evaluation of internal Yes e Audit Committee Annual
control issues raised by Report
external auditors e Minutes of the Board of
Director’s Meeting
. Assessment of control Yes e Audit Committee Annual
environment including IT Report
systems and functions e Minutes of the Board of
Director’s Meeting
e Corporate Governance
Manual
. Setting a framework for Yes e Whistle Blowing Policy
fraud prevention and e Fraud Policy
detection including
whistle-blower program
. Deliberation on findings Yes e Audit Committee Annual
of weaknesses in controls Report
and reporting process e Minutes of the Board of
Director’s Meeting
. Understanding and Yes e Internal Audit Reports
assessment of identified e Annual Report
risks ¢ Enterprise Risk
Management System
. Evaluation of sufficiency Yes e Internal Audit Reports
and effectiveness of risk e Corporate Governance
management processes Manual
and policies e Enterprise Risk
Management System
. Preparation and No e Enterprise Risk The company
implementation of a Management System has yet to
Business Continuity Plan e Partial implementation is develop a
covered by Crisis complete
Management Policy and Business
IT Disaster Recovery Plan. | Continuity
Plan or
Business
Continuity
Management
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Assessment

b part ot Has this been
Responsibilities the Audit Follow-up Rating
under the code WoEific Arme Committee's e i Actions (1to 10)
( If yes, cite reference
Charter Aokt Needed
(Yes or No)
System.
10. Promotion of risk Yes e Integrated Annual
awareness in the Corporate Governance
organization Report
e Corporate Governance
Manual
e Enterprise Risk
Management System
Oversight on 1. Evaluation of compliance Yes e Code of Conduct
Management and with the Code of Conduct e Code of Business Ethics Please
Internal Audit for management e Corporate Governance rate
Manual
2. Communication with Yes e Audit Committee Annual
management and Report
internal auditor e Minutes of the Audit
Committee Meeting
3. Assessment of adequacy Yes o Audit Committee Annual
of resources and Report
independence of Internal
Auditor
4. Qualifications of an Yes e Job Descriptions
Internal Auditor
5. In-house or outsource Yes e Integrated Annual
internal audit function Corporate Governance
Report
6. Compliance with Yes ¢ Job Descriptions
International Standards e Internal Audit Charter
on the Professional
Practice of Internal
Auditing
7. Review and approval of Yes e Minutes of the Audit
internal audit annual Committee Meeting
plan
8. Extent and scope of Yes e Annual Internal Audit
internal audit work Plan
e Minutes of the Audit
Committee Meeting
9. Reporting process Yes e Internal Audit Charter
e Job Descriptions
e Minutes of the Audit
Committee Meeting
Oversight on 1. Assessment of Yes e Annual Report
External Audit independence and o Minutes of the Board of Please
professional Director’'s Meeting rate

qualifications and
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Responsibilities
under the code

Assessment

Rating
(1 to 10)

i parf o Has this been
Specific Areas e Audlt' implemented? Fitllarup
i b ( If yes, cite reference i
Charter d:: cihein) Needed
(Yes or No)
competence of external
auditor

2. Engagement and rotation Yes ¢ Annual Report
process of external e Minutes of the Board of
auditor or firm Director’s Meeting

3. Review and approval of Yes e Minutes of the Board of
scope of work and fees Director’s Meeting
of external auditor e Annual Report

4. Assessment of non-audit Yes e Annual Report
services e Integrated Annual

Corporate Governance
Report

5. Understanding Yes e Minutes of the Board of
disagreements between Director’s Meeting
the auditor and the
management

6. Actions on the findings of Yes e Internal Audit Status
the external auditor Update Report (external

audit findings)

7. Management's Yes e Minutes of the Board of
competence regarding Director’s Meeting
financial reporting e Annual Report
responsibilities including e Job Description
aggressiveness and
reasonableness of
decisions

8. Evaluation of Yes e Minutes of the Board of
performance of external Director’s Meeting
audit - reappointment
and resignation

9. Compliance of external Yes e Annual Report
auditor with auditing
standards

10. Completeness and Yes e Minutes of the Board of

timeliness of
communication with
external auditor as to
critical policies,
alternative treatments,
observations on internal
controls, 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 system:

Outstanding 9-10
Good 7-8
Satisfactory 5-6
Needs strengthening 3-4
Needs immediate attention 1-2

Overall assessment of performance rating*:
Summary of Evaluation:

In compliance with the standards, the Audit Committee were able to conform to the structural and
operational requirement set forth by the SEC. The oversight functions on financial reporting and
disclosures, risk management and internal controls, management and internal audit and external
audit were fulfilled by the Audit Committee in general.

The Audit Committee functions can be found as part of the Audit Committee’s Charter except for
one item answered with “No”. Though this was not stated in the Charter, the Company was able to
identify and establish ways to ensure that the Committee is performing its oversight functions on
this area. Reference documents are cited as proof of its implementation.

With the Committee’s initiative and adherence to fully comply with the standards, overall
performance assessment is concluded as _with an average rating of

Conforme:

MAXIMO LICAUCO 1li/ BENJAMIN RAMOS/ CYNTHIA DEL CASTILLO (to be accomplished separately)
Audit Committee Member

Date Signed: June 2018
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ATTACHMENT5-B

NOMINATING AND CORPORATE GOV ERNANCE 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,

Rating
Self-Assessment Questions 1="Poor Comments
5= Excellent
GENERAL PROCEDURES il s i
Annually reviews its charter and recommends any 12 3 @ 5
necessary changes to the Board. -7

Rules and procedures established by Committee are 123 4 @
consistent with applicable provisions of the bylaws. -
Annually assesses the Committee s performance.
takes any necessary corrective action. and reports 12 3@ 5
| the results to the Board, ’ ?
Has adequate access to the services of an | @
: L 4
_administrative secretary and staff,
Engaggs internal and external resources as it 123 @ 5
determines necessary to carry out its duties. >
Provides new members with an orientation to educate

' them on their responsibilities. P234Q |
MEETING REQUIREMENTS ;
Meeting agendas and related background f

| information are circulated in a timely fashion to 1234 @ E

I ensure that full and proper consideration is given to

' the issues.

_ Meets regularly as outlined in the Commitiee Charter. | 1 2 3 4 G

- Meetings allow sufficient time for discussion and 1234 @ i

| questions. 5
Mem.bers regularly prepare for and attend Committee |23 @ s
meetings. ) )

- Maintains minutes for all meetings reflecting the {23 4 @
activities of the Committee. “

Periodically provides meaningful and focused updates 9 3 <
A 2 J
to the Board of Directors.

L«COMMITT«EE MEMBER REQUIREMENTS
- Comprised of at least three members. I
' Members have experience valuable to providing

| direction to the Board on matters relating to corporate
|_governance.

[39]
(€8]
42‘,
@‘

[ o]
LWS]
e




At an appropriate time prior to each annual meeting
of stockholders at which directors are to be elected
or reelected. recommends 10 the Board for
nomination by the Board such candidates as the
Committee. in the exercise of its Jjudgment, has
found to be well qualified and willing and available
to serve,

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.

[

Lo
n

Annually reviews the performance of each current
director and considers the results of such evaluation
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.

[

('S
rhn

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.

[S]

(U]

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

[ 3]

(OS]

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

i

[

(OS]

SHANG PROPERTIES, INC.
By:

: 0,
N
Edward Kuok Khoon Loong

Date:

!




ATTACHMENT 6

&

In March 2019, IFRIC published an Agenda Decision on whether borrowing costs can be

capitalized on real estate inventories that a

re under construction and for which the related

revenue will be recognized over time under par. 35(c) of IFRS 15. IFRIC concluded that

borrowing costs cannot be capitalized for such real est

definition of a qualifying asset under IAS 2

ate inventories as they do not meet the
3 considering that these inventories are ready for

their intended sale in their current condition.

Had the Group adopted the IFRIC agenda decision

, borrowing costs capitalized as part of real

estate inventories related to projects with pre-selling activities should have been expensed
out in the period incurred. A restatement would have impact on interest expense and bank
charges, cost of sales and services, income tax expense, properties held for sale, deferred
income tax liabilities, net and opening balance of retained earnings.

(¢) New standards, amendments and interpretations not yet adopted

A number of new standards, amendments to standards and interpretations to existing standards are
effective for annual periods after January 1, 2020 and have not been early adopted nor applied by the
Group in preparing these financial statements. None o

effect on the consolidated financial statements of

f these standards are expected to have significant

the Group.

31.3 Basis of consolidation

The consolidated financial statements comprise the financial statements of the Group as at
December 31, 2020 and 2019. 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:

Ownership %
Nature and name of entity 2020 2019 2018
Property development:
Shang Properties Realty Corporation (SPRC) 100 100 100
Shang Property Developers, inc. (SPDI) 100 100 100
The Rise Development Corporation, Inc. (TRDCI) 100 100 100
Shang Wack Wack Properties, Inc. (SWWPI) 100 100 100
SPI Property Holdings, Inc. (SPI-PHI) 100 - -
SPI Property Developers, inc. (SPI-PDI) 100 - -
SPI Land Development, Inc. (SPI-LDI) 100 - -
Hotel operation:
Shang Global City Properties, Inc. (SGCPI) 60 60 60
Leasing:
SPI Parking Services, Inc. (SPSI) 100 100 100
Shangri-la Plaza Corporation (SLPC) 100 100 100
KSA Realty Corporation (KSA) 70.04 70.04 70.04
Real estate:
Ivory Post Properties, Inc. (IPPI) 100 100 100
KPPI Realty Corporation (KRC) 100 100 100
Martin B Properties, Inc. (MBPI) 100 100 100
New Contour Realty, Inc. (NCRI) 100 100 100
Perfect Sites, Inc. (PSI) 100 100 100
Shang Fort Bonifacio Holdings, Inc. (SFBHI) 100 100 100
Shang Global City Holdings, Inc. (SGCHI) 100 100 100
Sky Leisure Properties, Inc. (SLP) 100 100 -
Property management:
KPPI Management Services Corporation (KMSC) 100 100 100
Shang Property Management Services, Inc. (SPMSI) 100 100 100
Other supplementary business:
Gipsey, Ltd. (Gipsey) 100 100 100
Silver Hero Investments Limited (SHIL) 100 100 100
EPHI Logistics Holdings, Inc. (ELH1) 60 60 60

(55)



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
registered 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, 2020 and 2019 are disclosed in Note g,

(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 transferred to the Group. These are
deconsolidated from the date that control ceases.

The Group also 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 more 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 accounts 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 liabilities assumed
in a business combination are measured initially at their fair values at the acquisition date. On an
acquisition-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 acecordance with PFRS g 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.

(56)



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 consideration is
transferred, non-controlling interest recognized and previously held interest measured is less than the
fair value of the net assets of the subsidiary acquired in the case of a bargain purchase, the difference is
recognized directly in profit or loss.

Inter-company transactions, balances and unrealized 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 change 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 respect 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.

(d) 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 initially recognized at cost and adjusted
thereafter to recognize the Group’s share of the post-acquisition 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.

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,
unless it has incurred obligations or made payments on behalf of the other entity.
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Unrealized gains on transactions between the Group and its associates 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 objective evidence that the investment
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 31.13.

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

31.4 Cash and cash equivalents

Cash includes cash on hand and in banks that earns interest at the respective 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.

31.5 Financial instruments

31.5.1 Classification of financial assets

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

» those to be measured subsequently at fair value either through other comprehensive income (“OCI”)
or through profit or loss, and

e 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.

For assets measured at fair value, gains and losses will either be recorded in profit or loss or OCI. For
investments in equity instruments that are not held for trading, this will depend on whether the Group

has made an irrevocable election at the time of initial recognition to account for the equity investment at
FVOCI.

The Group reclassifies debt investments when and only when its business model for managing those
assets changes.

31.5.2 Measurement of financial assets
At initial recognition, the Group measures a financial asset at its fair value plus, in the case of a financial
asset not at fair value through profit or loss (“FVTPL”), transaction costs that are directly atiributable to

the acquisition of the financial asset. Transaction costs of financial assets carried at FVTPL are expensed
in profit or loss.
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[.  Overall Risk Management Philosophy of the Company

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

is
ic

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, (if) the establishment of regular reporting of financi
information, in particular, the tracking of deviations between acty
performances and budgets/targets: (iii) the delegation of authority; and (i
the establishment of clear lines of accountability

Il. Risk Policy

al
al
v)

Risks are inherent in the business and exposures affecting the Company

can be associated to strategic threats, operational issues, compliance
laws and reliability of financi

ial reporting.
Strategic risk

fo

Strategies and objectives of the Company as a whole are determined by the

Board. Budget 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 condu
and operations of individual business units within the Company. Th

ct
is

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 s 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

e Employee health and safety

e Security and Disaster

e Local tax and statutory faws

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:

o Interest rate risk

e Foreign exchange risk

e Equity price risk

o Credit risk

e 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. 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.

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

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

4. 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.

5. Network Address Translation (NAT): A feature typically employed by firewalls/routers
that interface between external and internal facing networks. NAT allows the
allocation of muitipie 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 router/firewall to the machines on the internal network.

6. Malware - come in many forms, such as viruses, Trojan horses, spyware, and
worms.

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

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

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

10. 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.

11. 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 SP} Logo.
This docurment must not be reproduced or photocopied without prior approval of the Management
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4.0 Reference:

None

5.0 Details:

Internet Security

SP! 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.

Only 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. Al
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 installed and
running on workstations with Internet connectivity.

Employee Responsibilities

An employee who uses the Internet shall:

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

2. 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 SP policies dealing with security and

confidentiality of company records.

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

6. 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 network.

B w

~I

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:

e 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
computer they infect.

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

e 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 frusted either,
since this can be culled from someocne's email address book or other
means.

= Content stressing urgency is often an attempt fo keep you from being
cautious.

o 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 IT any suspected spam mail for verification.

Malware Filtering

IT employs virus detection processes to 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 Docurnent Seal and SPI Logo.
This document must not 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 actively 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. 1T will document each incident.

Employee Responsibilities

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

2. Employees shall not load external 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 IT
Department.

Access Control

Access to protected 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
controls 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 System Administrator will maintain a list of administrative access
codes and passwords and keep this list in a secure area.

Authorized copy of this document must contain the Oficial Document Seal and SPI Logo.
This document must not be repraduced 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-1Ds.

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

e Use unique user-1Ds 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 promptly
whenever an employee leaves the company or transfers to another department so
that his/her access can be revoked. Involuntary terminations must be reported
concurrent with the termination.

Human resources Responsibility
The Personnel Department will notify IT 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 Responsibilities

1. Critical computer equipment, e.g., file servers, must be protected by an
uninterruptible power supply (UPS). Other 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 Document Seal and SP! Logo.
This document must not be reproduced or photocopied without prior 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 ID 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. Employees who neglect this duty may be accountable for any loss or
damage that may resuit.

Copyrights and License Agreements

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

IT Responsibilities

1.

Maintain records of software licenses owned by SPL

2. Periodically (at least annually) scan company computers to verify that only

authorized software is installed.

3. Any unlicensed software installed will immediately remove from computers.

Employee Responsibilities

4

i

Install software authorized by IT. Only software that is licensed o or owned by
SPI will be installed to SPI computers.

2. Copy software authorized by IT.

3.

Download software authorized by IT.

Security Incident Handling

1.

IT 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.

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

For validated security incident, 1T 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. Al 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 vulnerabilities that were exploited.

Authorized copy of this document must contain the Official Document Seal and SP! Logo.
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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 actions 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 fists).

After the incident is adequately 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: Approved by:

. Brainie Rose F, Macaraeg Uday Deshpande

! Information Technology Specialist VP-Controller

~ Checked by: Initial Issue Date: | Supersedes Revision Revision No,
; Christopher D. Lazaro | Dated:

| Information Technology Manager 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
possible 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. Identify 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 SP! Logo.
This document must not be reproduced or photocopied without prior approval of the Management of SPI.
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5.0 Details:
5.1 Summary of Flow Chart
Activity Responsibility Notes/References
(’ Star ) i fh the d
Immediately following the disaster, a
A T / planned sequence of events begins.
i Key personnel are notified and
! recovery teams are grouped to
\j* implement the plan.
. o Early efforls are targeted at
Notify Key Personnel and _ protectng  and  preserving  the
Grouped Recovery Team IT Manager computer equipment. in particular,
any storage media (hard disk drives
and compact disk) are identified and
either protected from the elements or
removed to a clean, dry environment
, away from the disaster site.
I )
| Salvage Operations f ) Al the same time. a survey of the
; = z&t{gsasﬁsr Site IT Manager/Staff disaster scene is  done by
|
!

Designate Recovery Site

A4

Identify and Purchase New
Equipment Necessary for
Recovery

1
|
|
. Y T

p

VP-Controller

the amount of time required to put
the facliity (in this case, the building
and utifities) back into working order.
A decision is then made VP-
Controller whether {o use a location
some distance away from the scene
of the disaster where computing and
networking capabiliies can be
temporarily 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 emergency
procurement  procedures  from
purchasing office to quickly place
orders for identified equipment,
supplies, software, and any other
needs.
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Begin Reassembly at
Recovery Site

Y

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

Restore Data from
Backup

¥

Perform Necessary
Maintenance for Operations
Continuity

4

Move Back to Restored
Permanent Location

=

IT Manager/Staff

IT Manager/Staff

Salvaged and new components are
reassembled at the recovery site. If
vendors cannot provide a certain
piece of equipment on a timely basis,
it may be necessary for the recovery
personnel to make last-minute
substitutions. After the equipment
reassembly phase is complete, the
work tums to concentrate on the
data recovery procedures,

Data recovery relies entirely upon
the use of backups and installation
media stored in locations off-site,
Early data recovery efforts focus on
restoring the operating systern(s) for
each server/computer system. Next,
first line recovery of application and
user data from the backup disks is
done.

Refer to DP-IT-3.4 Backup,
Recovery and Archiving

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

Refer to DP-IT- 2.1 IT Equipment
Lifecycle Management, 5.2.5
Guidelines for Server/Deskiop
Maintenance Troubleshooting

if the recovery process has taken
piace at the Cold Site, physicai
restoration of the Administrative
Services Building (or an alternate
facility) will have begun. When that
facility is ready for occupancy, the
systems assembled at the Cold Site
are to be moved back to their
permanent home. This pian does not
attempt to address the logistics of
this move, which should be vastly
less complicated than the work done
tc do the recovery at the Cold Site.

Authorized copy of this document must contain the Official Document Sea) and SP! Logo.
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5.2 Details

5.2.1 Pre-Disaster Phase

5.2.1.1 Perform an initial 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 cutage.

5.2.1.3 Update the Inventory of information Systemns Assets such as Servers, Desktop
Computers, Network Equipment, Software, Applications and Data. Please
refer to DP-IT-2.1 IT Equipment Lifecycie Management.

5.2.1.4 ldentify 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:

e 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.

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

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

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

e 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.

e Secure critical applications and data by patching know vulnerabilities with
the latest fixes and software updates. Please Refer to DP-IT-2.1 |T
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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5.2.3

Emergency Phase

5.2.2.1 Check Status of Server Room: Power Supply, Servers, Uninterruptible
Power Supplies (UPS), Network equipment.

5.2.2.2Check Status of Communication Facility: Main Distribution Frame,
Intermediate Frame, Private Automatic Branch Exchange (PABX)
Equipment, Network Infrastructure.

5.2.2.3 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.

o 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
e Compile a master inventory of salvageable equipment
o Certify non recoverable items
e Procure replacement items and supplies
e 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
e Secure and set up a location
o Establish phone services
e Install the Server Local Area Network (DP-IT-2.3 Local Area Network
Maintenance)
e Install the Servers. (DP-IT-3.4 Backup , Recovery and Archiving)
° Install or connect to the Building LAN
¢ Install Wide Area Network (WAN) service
o Install the Internet service
e Re-establishment of business systems
5.2.3.5 Notify the appropriate vendors and service providers
5.2.3.6 Communicate status to Crisis Management Authority

Authorized copy of this document must contain the Official Document Seal and SP| Logo.
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il. Disaster Recovery Team and their Responsibilities

Recovery Manager / Group IT Manager - Operations

This individual needs to be a skilled manager/administrator who is accusiomed
o} ueanm with pressure situations. He should be 2 "problem solver” as there
wil be many problems arise that nave not been anticipated in *Svar“cc He
must be abie to dele gafv:- responsibility (o others. He must also have s ignature
authorily to expend funds as 2 part of the disaster recovery process.

Facilities Coordinator / Chief Engineer

This Individua! needs some of the same sxills as the Recovery Manager.
However, he also needs to be familiar with the process of getting construction
work scheduled and completed on time. He shouid be able to understand and
oversee the setup of the elec trical, environ imental, and communications

+

requirements of 5 data center.

iT Coordinator / IT Manager
This individual needs to be highly skilled in 2 number of areas, He must have g
strong b:ckgrounu in the Local Area Network and Servers setup m
interfacing of as many of the platforms in use as possible. He needs 1o be ahj
w© ccm"*umcaze eas ly wvn vEn ‘ar eieahnécaé representatives and engineers
formance issues. problem resolution. and g

“T
e

myriad of o‘rner ahmgs‘
Administrative Coordinator / Asst. HR Manager
This individual needs to be skilled in the business operations of the

Corporauon He should also be a ‘people person" who can deg] with
employees and their families during hard times.
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H. Summary
acn of the recovery teams

As the recovery process g
fo work together to complete the recovery as

remain In close communi

appropriately as possible.

€«
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i Brainie Rose F. Macarasg | Uday Deshpande
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Backup, Recovery and Archiving —

Procedure 10f6

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 including the
file server, mail server, database server and web server. The backup procedure
excludes the desktop

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.

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.

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

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

e N

o

4.0 References:

s None
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5.0 Details:
5.1 Summary Flow Chart
5.1.1. Backup Procedure
Activity Responsibility Notes/References
Start )
7 The Backup Operator or Backup
'1 Administrator (BO/A) checks the
Check the Previous Backup Backup Operator/ Backup Summary log for all servers
Status of all servers { Backup Administrator by viewing the Automated Backup
N Report.
v
N
Backup T N [f the backup has been completed,
, Completed /”““”’* A the BO/A will record the backup
7 activity details in the Daily Backup
. P
S Report.
Yes |
Log the Result to .qu.mj/ ~ L
Backup Report [

Authorized copy of this document must contain the Official Document Seal and SR Logo.
This document must not be reproduced or photocopied without prior approval of the Management
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Activity Responsibility Notes/References
- \\«,
[ Al
L ]
%"“'t"/i
y

Backup Software, Data and
Network

perform manual

Iy backup? -

i

¢
i

Backup Operator/
Backup Administrator

s

o\ Backup Operator/
' Backup Administrator

The BO/A checks the condition
of the server, backup software,
data and network

After checking the condition of
the server, backup software,
data and network, the BO/A
determines if it is possible to
perform the manual backup or
report to [T Manager the
incident.

The BO/A performs the manual
backup and monitors the activity
until completed.

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




Title of Manua; Document No:
information Technology Department DP-IT-3.4
{ S /_% N g“‘i Document Name: Effectivity Date:
Backup/Restore Procedure _ 01/01/2018
Page:
40f6
Activity Responsibility Notes/References
BN‘
\“j
Y B The IT Manager verifies the

identify the cause of Backup ,
failure if Hardware, Backup |
Software, Data, or Network |

Information Technology
Department Manager

status of the Server, Backup
Software, Data and Network
and other  components
related to the backup failure

and apply possible solution to
continue the backup process
.y

Record the cause of
backup failure

The BOJ/A records in the
Backup Failure Report the
cause of backup failure and
| the solution to continue the
backup process.

Backup Operator/
Backup Administrator

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-IT-2.1.A2.

5.2.1.3 An Incremental 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 (mail servers) is FULL Backup and will be
performed daily, 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 SP Logo.
This document must not be reproduced or photocopied without prior approval of the Management



Title of Manual:

Document No:

SH %N ™ Document Name:
o Wt (}

Information Technology Department DP-IT-3.4
Effectivity Date:
Backup/Restore Procedure S 01/01/2018
50f6

5.2.2 Guidelines for Backup Documentation

5.2.2.1 Documentation is necessary for orderly and efficient data backup and restoration.
5.2.2.2The System Administrator should fully 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

e & o e © 0 e © @

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 possibie.

5.2.3.3 This ensures reliable testing as to whether:
o Data restoration is possible
e The data backup procedure is practicable

e There is sufficient documentation of the data backup, thus allowing a substitute

to carry
o Out the data restoration if necessary

e 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
9.2.3.6 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 pricr approval of the Management of SPJ.
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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) largest oil companies in the Philippines and their authorized
dealers.

o 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 items which are purchased thru petty cash
from stores located at Divisoria, Binondo, etc.

g. Kuok affiliates/subsidiaries
Broadcast/Media Network

i. Law, Accounting, Audit Firms and other Consultancy Services

j. Non-profit and Charitable Institutions

k. Top 10 Insurance Companies

L. 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. Proprietary Information Document #: DP-SPI-PROC 1.8

A printed copy is uncontrolled and may be cutdated unless it bears a
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Utility companies (electricity, water, and gas)
Banks

Newspaper or publishing companies,
Telecom companies

Garbage Haulers

SPI Mall Tenants

Top 100 companies in the Philippines declared by Securities and Exchange
Commission {SEC]}.

Spot Purchase less than 3,000.00 PHP.

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-DPI PROC 1.8 Vendor Accreditation Procedures
2.3 DP-SP! PROC 1.2 Procurement Bidding Procedure

2.4 DP-SP} 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 deals 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 proceeding 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.

Sh’ari{g Properties Inc. F’m@rietary 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 with 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 requirements, assessment and up to issuance of
the certificate of accreditation to the vendor.

5.4.2 Third Party Assessment — All 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

5.6.3.5 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, yellow 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 Committee shall 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 review 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. 1t 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.

Sfaahg Pmperties in¢. Proprietary information Document #: 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

5.10.1.2

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

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 every 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 shali be
coordinated with the user department. If the product is of such nature
that testing is impractical due to the time or expense required, VAC
would depend on the Technical evaluation of the design and
specifications, qualifications and reputation of the vendor.

5.11  Accreditation Criteria and Documentation Requirements

5.11.1 Avendor 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 (DTl)
— for sole proprietorship]
b. Incorporation Papers (Articles of
Incorporation/Partnership/By-Laws)
c. Tax ldentification Number {TIN)
d. BIR Registration 2303
e. Business Permit/Licenses: Mayor’s permit; Health Permit;
Fire Clearance Certificate; Sanitary Permit
f. Exclusive Distributorship Agreement
Shahg Prbpefties inc. Proprietary Information ' Document #: DP-SPI-PROC 1.8

A printed copy is uncontrolled and may be outdated unless it bears a
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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.

51123 Regulatory Requirements:
SSS Certificate of Payments

b. Service Contracts: Department of Labor and Employment
{DOLE) / NLRC Clearance

c. Philippine Contractor Accreditation Board (PCAB) License

d. Any other legal requirements that may be deemed

necessary for the specific product or service being offered.

5.11.2.4 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 Approval sheet including the following pertinent
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 / CFO 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

c. 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 historical audited.

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

5.11.33 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.

Shang Properties inc. Proprietary Information ' Document # DP-SPI-PROC 1.8
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5.11.3.4.2 Purchasing & Finance shall perform 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

5.1143 The following documents shall be used to check on the
product acceptability and adequacy of resources of the vendor:
a. Legal Documentary requirement for Contractors (Min: A):
License from Philippine Contractor’s Accreditation Board
{PCAB])
b. Summary of Completed and on-going contracts {related 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 Technical 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.

Shang Properties inc. Proprietary Information ' " Document #: DP-SPI-PROC 1.8
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5.12.2 All Units involved in the purchasing process shalt be informed of the
newly accredited vendors. They should refer to and consider only those
included in Vendor Master Data/Pracurement 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
fist.

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 all changes to critical vendor data are regularly
updated in Vendor Master Data/Procurement System; and,

5.12.33 Securing Vendor Master Data/Procurement System against
unauthorized access/modifications. 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 vendars 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.

' 'Shang ?roperties inc. Proprietary Information Document #: DP-SPI-PROC 1.8
A printed copy is uncontrolled and may be outdated unless it bears a
red ink “controlled copy” stamp
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6. ACCREDITATION REQUIREMENTS CHART:
Vendors shall be requested to submit the following documents for accreditation
process:

Letter of Intent (with
Vendor's company
letterhead)

Vendor Information Sheet
SEC Business Registration
Certificate for
Corporations,

DTI - Sole Proprietorship
(Articles of Incorporation
or

Partnership / By — Laws)
Tax Identification Number

Business Permit / Licenses
VAT or Non-VAT
Registration

PCAB and/or

DOLE License

Exclusive Distributorship
Agreement

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

Shangypibpérties Inc. Proprieta?y information

For In-House Assessment and
Accreditation :

s last Two (2) years Audited
Financial Statement (co.
existent for 3 yrs. or more)
or

= One (1) year Audited
Financial Statement (for 1-
year old companies).

Third Party Assessment:

s Last Five (5) years Audited
Financial Statement (co.
existent for 3 yrs. or more}
or

s Two (2) vyears Audited
Financial Statement (for 1-
year old companies).

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

A printed copy is uncontrolled and may be outdated unless it bears a

red ink “controlled copy” stamp

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 CV's /
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.

" Document #: DP-SPI-PROC 1.8
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7. VENDOR ACCREDITATION PROCEDURE

Process Requirements / Remarks

Letter of Intent/
Invitation Letter

-

Vendor Information Sheet
(VIS)
.
Compilation of the

Requirements

-

Vendor Rating Sheet

B

Vendor Accreditation
Certificate

-
Vendor Master File (VMF)

Responsible: Purchasing/ Third Party Assessor
Purchasing is responsible for informing the vendor about the accreditation
process and reguirements.

Responsible: Vendor/ Third Party Assessor
Vendors shall submit complete details of their company through VIS Form.
For Third Party Assessor - must include all required information in their Report.

Responsible: Purchaser/Third Party Assessor
Purchaser must consolidate all Legal, Technical and Financial Requirement, same
with the Third Party Assessment through DNB Report.

Responsible: Purchasing

Purchasing must prepare and seek the approval rating of all VAC Member
Committees.

Vendor Rating Sheet must be approved in accordance to the Approval
Authorization Chart

Responsible: Purchasing
Once accredited and approved as per Approval Authorization chart, Purchasing
must issue an Accreditation Certificate to vendor.

Responsible: Purchasing
Purchasing must prepare a list of all vendor information necessary in VMF
database.

Prepared by:

viewed and Checked by:

Shang Properties inc. Proprietary Information

Vice President/ Group Financtal Controller | Chief Operations Officer/Chief Finance Officer

| Tnitial Issue Date
il
-
Lenf Oct 04,2018
Assistant P ading Manager Senior Purchasing Manager
Recommended by: ~ V

Approved by: [ Revision No.

Karlo P Estavillo

A printed copy is uncontrolled and may be outdated unless it bears a

red ink “controlled copy” stamp

Document #: DP-SPI-PROC 1.8
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‘ SHANG PROPERTIES INC. |Document No : OHSM-SPI-5.1 Eff. Date : 01-29-2021
%b HAN G OH&S MANUAL Revision No. : 00 Pages :1lofl
OHS POLICY

OCCUPATIONAL, HEALTH AND SAFETY POLICY

Shang Properties Inc. recognizes and accepts its health and safety duties for providing a safe and
healthy working environment for all its workers and other interested parties to its premises under
its legal and other requirements for the prevention of work-related injury and ill health. We aim to
remove, reduce or if possible eliminate risk to the health, safety and welfare of all workers and
ensure work activities are done safely. Shang Properties Inc. commits to actively pursue ever
improving health and safety through programs that enable each employee to do their job right in a
safe and healthy workplace. We shall also consult and seek the cooperation of all workers,
customers and other persons, and encourage suggestions for realizing our health and safety
objectives to create a safe working environment with a zero accident rate through:

- Providing and maintaining facilities for the safe and healthy welfare;

- Acquisition of information, instruction, training and supervision that is reasonably necessary to
ensure that each worker is safe from injury and risks to health; and

- Compliance to safe work practices, with the intent of avoiding injury and damage to machines
and equipment.

Executive Director
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=

Policies and Procedures

Date of Last Revision:

New Policy
Prepared by;
TRAINING
POLlCY Rosglyn A. Santos
HRAS Director
POLICY NO. Effectivity date: , -
May 1, 2018 Approved date: 74 a4 / g
A. RATIONALE:

D.

The company provides employee training & developmental activities that aims to help
employees 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.

POLICY STATEMENT

The company believes in investing in its core resource by equipping employees with
proper and adequate skills 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.

SCOPE & ELIGIBILITY

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

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 training 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
partners.




HUMAN RESOURCES AND ADMINISTRATIVE SERVICES POLICIES AND PROCEDURES

TRAINING POLICY Page No. 20f4

POLICY NO.

Date of Last Revision | New Policy

c. Local Public Training/Conferences — a company sponsored training conducted
outside company premises but within the country and may cover behavioral or
functional training programs. This training is facilitated by an external
company/group. This also covers local 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 functional training programs.
This also covers local 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.

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

E. IMPLEMENTING GUIDELINES

a. All training requests must be accompanied by a Training Request Form (see
Annex A) with the exemption of the New Employee Orientation. The training
participant must accomplish the Training Request Form and have it approved by
his/fher Immediate Superior and Division Head. Once approved, it should be
submitted to HR for review and final approval.

b. Once approved by HR, the following guidelines will apply:
e ForIn-House Training, HR will register and enroll the employee.
e 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 travel requirements and/or
accommodation if applicable.

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

d. Training Request Forms should be submitted in advanced under the following

guidelines:
e In-House Training — at least five (5) working days before the actual training
date

e Local Public Training/Conference — at least seven (7) working days before
the actual training date

o International Training/Conference — at least one (1) month or thirty (30)
calendar days before the actual training date
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POLICY NO.

Date of Last Revision | New Policy

f.

e. A Training Bond Agreement (See Annex D) may be signed based on management

discretion and assessment.

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 the 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.

All employees who receive training/conference sponsorship from the company are
required to submit the following 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. Photocopy of Training Certificate

c. 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.

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

e More than 15minutes tardy
- 1% occurrence - Written Warmning
2" occurrence Warning for Dismissal

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

In addition, should 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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For online attendance monitoring (iAccess), the employee must file for OB to ensure
that they are not marked absent during the training day coverage. The approved
Training Request Form and/or the Training Certificate must also be uploaded as
proof of OB status in the system.

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 fail on a
weekend, New Employee Orientation will be conducted on a Monday after the 6%
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 fail to attend the New Employee Orientation, he/she must take
the next available schedule from HR.




Annex A: Training Request Form

N

S HAN G’ Shang Properties, Inc. and subsidiaries

PERSONAL INFORMATION

Employee Name: Employee ID no.
Position Title: Div./Dept.
TRAINING DETAILS
Program/Course Title: Training fee:
Training Provider: Company to cover:
D Transportation

D Accommodation

Venue of Training: D Per Diem
D Meals
Inclusive Dates: Time: *applicable only for intemational
training
Justification:
Requested by: Endorsed by: Approved by:
Participant Department Manager Division Head
FINAL HR APPROVALS
Reviewed by: Noted by: Approved by:
Diane Agliam Bench Bautista Roselyn Santos

*PLS. SEE ATTACHED JUSTIFICATION & TRAINING DETAILS/ PROPOSAL




Annex B: Training Report Form

DP-HRD-3.3F2

Training Report Form Page:
6 of 13

Name: Employee D 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 knowledge / 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 suggestion/s to help you enhance your job effectiveness
and efficiency?

Prepared by: Noted by:

Signature of participant Signature of immediate supervisor
over printed name over printed name




Annex C: Post- Evaluation Form Page 1

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 form will be retained and kept confidential by the HR Department.

Program Content and Objectives 5 4 3121

1. Were the contents of the program organize 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 3121

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 well did the facilitator invite and encourage individual participation?

Comments:

Please rate the set-up facilities below: 5§ 14 |3 12}1

1. Venue accessibility and convenience

2. Training material adequacy and completeness

3. Food adequacy and taste

Comments:




Annex C: Post- Evaluation Form Page 2

Overall Rating 5§ 141321

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

IESe

TRAINING BOND AGREEMENT

PROPERT

L, Name , Position of Company , agree
to work for the Company covering the period, 20 to 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 training cost computed as
follows:

#ofUnservedMlonths
BondingPenod

TotalAmount x

|, 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 Employee 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/
Description Responsible (if Date Code no. if
completed) applicable
Pre-employment BP
requirements
New Employee BP
Requirement checklist
Attendance to new -
employee orientation Training & OD
Orientation on code of ..
ethics/ code of conduct Training & OD
Orientation & Enroliment in | . .
iAccess iAccess Admin
Bioscrypt enroliment for . .
timekeeping iAccess Admin
Door access iAccess Admin Eg?r Access
Company ID BP ﬁgnployee ID
Payroll account enrolment BP
Inclusion to payroll list BP
Enroliment to group
. \ BP
accident insurance

Employee name and signature

Date signed




PROCESS FLOW (LOCAL TRAINING)

START

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

NO

Approved?

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

'L NO
< Approved?

YES

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

v

Participant shall 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 documents to
HR upon return in the
office:

Training Report Form
Post Evaluation
Phatocopy of the training
certificate

R
S

END

HR shall return the
form and inform the
requesting Division




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

v o

END

YES

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 v

Participant shall register Participant process
directly to the training transportation and

SOA to HR diem requirements

provider and provide I accommodation, per

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

i
B




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 after the orientation

v

HR files the form in the
employee’s 201

v

END






