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SEC FORM – I-ACGR 

 
INTEGRATED ANNUAL CORPORATE GOVERNANCE REPORT 

 
 

GENERAL INSTRUCTIONS 
 
A. Use of Form I-ACGR 
 

This SEC Form shall be used as a tool to disclose Publicly-Listed Companies’ compliance/non-
compliance with the recommendations provided under the Code of Corporate Governance for 
Publicly-Listed Companies, which follows the “comply or explain” approach, and for harmonizing the 
corporate governance reportorial requirements of the SEC and the Philippine Stock Exchange (PSE).  

 
B. Preparation of Report 
 

These general instructions are not to be filed with the report. The report shall contain the numbers 
and captions of all items.  
 
The I-ACGR has four columns, arranged as follows: 
 

RECOMMENDED CG 

PRACTICE/POLICY 

COMPLIANT/ 

NON-

COMPLIANT 

ADDITIONAL 

INFORMATION 

EXPLANATION 

Contains CG Practices/ Policies, 
labelled as follows: 
 
(1) “Recommendations” – 

derived  from the CG Code 
for PLCs;  

(2) “Supplement to 
Recommendation” –  
derived from the PSE CG 
Guidelines for Listed 
Companies; 

(3) “Additional 
Recommendations” – CG  
Practices not found in the CG 
Code for PLCs and PSE CG 
Guidelines but are expected 
already of PLCs; and   

(4)  “Optional 
Recommendation” – 
practices taken from the 
ASEAN Corporate 
Governance Scorecard  
 

*Items under (1) – (3) must be 

answered/disclosed by the 

PLCs following the “comply or 

explain” approach. Answering 

of items under (4) are left to 

the discretion of PLCs. 

The company 
shall indicate 
compliance or 
non-
compliance 
with the 
recommended 
practice. 

The company 
shall provide 
additional 
information to 
support their 
compliance 
with the 
recommended 
CG practice 

The PLCs shall provide 
the explanations for 
any non-compliance, 
pursuant to the “comply 
or explain” approach.  
 
Please note that the 
explanation given should 
describe the non-
compliance and include 
how the overall 
Principle being 
recommended is still 
being achieved by the 
company. 
 
*“Not Applicable” or 
“None” shall not be 
considered as 
sufficient explanation  
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C. Signature and Filing of the Report 
 

a. Three (3) copies of a fully accomplished I-ACGR shall be filed with the Main Office of the 
Commission on or before May 30 of the following year for every year that the company 
remains listed in the PSE; 
 

b. At least one (1) complete copy of the I-ACGR shall be duly notarized and shall bear original and 
manual signatures 
 

c. The I-ACGR shall be signed under oath by: (1) Chairman of the Board; (2) Chief Executive Officer 
or President; (3) All Independent Directors; (4) Compliance Officer; and (5) Corporate Secretary. 
 

d. The I-ACGR shall cover all relevant information from January to December of the given year. 
 

e. All reports shall comply with the full disclosure requirements of the Securities Regulation Code. 
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SEC FORM – I-ACGR 

 
INTEGRATED ANNUAL CORPORATE GOVERNANCE REPORT 

 
 
1. For the fiscal year ended ......................................... 

 
2. SEC Identification Number .............................   3.  BIR Tax Identification No.  ............................... 
  
4. Exact name of issuer as specified in its charter ................................................................. 
  
5.   ..................................................................................................                 6.                 (SEC Use Only) 
      Province, Country or other jurisdiction of 

incorporation or organization 
                 Industry Classification Code: 
 

 
7.  .......................................................................................................        .............................................. 
 Address of principal office        Postal Code 
 
8.  .................................................................................. 
 Issuer's telephone number, including area code 
 
9.  ........................................................................................................................................ 
 Former name, former address, and former fiscal year, if changed since last report. 

 
 
  

SHANG PROPERTIES, INC.
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INTEGRATED ANNUAL CORPORATE GOVERNANCE REPORT 

 COMPLIANT/ 

NON-

COMPLIANT 

ADDITIONAL INFORMATION EXPLANATION 

  The Board’s Governance Responsibilities 

Principle 1: The company should be headed by a competent, working board to foster the long- term success of the corporation, and to sustain its 

competitiveness and profitability in a manner consistent with its corporate objectives and the long- term best interests of its shareholders and other 

stakeholders.  

Recommendation 1.1  

1. Board is composed of directors with 

collective working knowledge, experience 

or expertise that is relevant to the 

company’s industry/sector. 

 Provide information or link/reference 

to a document containing 

information on the following:  

 

1. Academic qualifications, industry 

knowledge, professional 

experience, expertise and 

relevant trainings of directors 

2. Qualification standards for 

directors to facilitate the selection 

of potential nominees and to 

serve as benchmark for the 

evaluation of its performance 

 

 

2. Board has an appropriate mix of 

competence and expertise. 

  

3. Directors remain qualified for their positions 

individually and collectively to enable 

them to fulfill their roles and responsibilities 

and respond to the needs of the 

organization. 

  

Recommendation 1.2 

1. Board is composed of a majority of non-

executive directors. 

 Identify or provide link/reference to a 

document identifying the directors 

and the type of their directorships 

 

 

Recommendation 1.3 

1. Company provides in its Board Charter 

and Manual on Corporate Governance a 

policy on training of directors. 

 Provide link or reference to the 

company’s Board Charter and 

Manual on Corporate Governance 

relating to its policy on training of 

directors. 
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2. Company has an orientation program for 

first time directors. 

 Provide information or link/reference 

to a document containing 

information on the orientation 

program and trainings of directors for 

the previous year, including the 

number of hours attended and 

topics covered. 

 

3. Company has relevant annual continuing 

training for all directors. 

 

  

Recommendation 1.4  

1. Board has a policy on board diversity.  Provide information on or 

link/reference to a document 

containing information on the 

company’s board diversity policy. 

 

Indicate gender composition of the 

board. 

 

Optional: Recommendation 1.4   

1. Company has a policy on and discloses 

measurable objectives for implementing its 

board diversity and reports on progress in 

achieving its objectives. 

 Provide information on or 

link/reference to a document 

containing the company’s policy 

and measureable objectives for 

implementing board diversity.  

 

Provide link or reference to a 

progress report in achieving its 

objectives. 

 

Recommendation 1.5    

1. Board is assisted by a Corporate Secretary.  Provide information on or 

link/reference to a document 

containing information on the 

Corporate Secretary, including 

his/her name, qualifications, duties 

and functions. 

 

 

2. Corporate Secretary is a separate 

individual from the Compliance Officer. 

  

3. Corporate Secretary is not a member of 

the Board of Directors. 
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4. Corporate Secretary attends training/s on 

corporate governance. 

 Provide information or link/reference 

to a document containing 

information on the corporate 

governance training attended, 

including number of hours and topics 

covered 

 

Optional: Recommendation 1.5   

1. Corporate Secretary distributes materials 

for board meetings at least five business 

days before scheduled meeting.  

 Provide proof that corporate 

secretary distributed board meeting 

materials at least five business days 

before scheduled meeting 

 

Recommendation 1.6   

1. Board is assisted by a Compliance Officer.  Provide information on or 

link/reference to a document 

containing information on the 

Compliance Officer, including his/her 

name, position, qualifications, duties 

and functions. 

 

2. Compliance Officer has a rank of Senior 

Vice President or an equivalent position 

with adequate stature and authority in the 

corporation. 

  

3. Compliance Officer is not a member of 

the board. 

  

4. Compliance Officer attends training/s on 

corporate governance. 

 Provide information on or 

link/reference to a document 

containing information on the 

corporate governance training 

attended, including number of hours 

and topics covered 

 

  

Principle 2: The fiduciary roles, responsibilities and accountabilities of the Board as provided under the law, the company’s articles and by-laws, and 

other legal pronouncements and guidelines should be clearly made known to all directors as well as to stockholders and other stakeholders.  

Recommendation 2.1  

1. Directors act on a fully informed basis, in 

good faith, with due diligence and care, 

and in the best interest of the company. 

 Provide information or reference to a 

document containing information on 

how the directors performed their 

duties (can include board resolutions, 

minutes of meeting) 

 

Recommendation 2.2    
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1. Board oversees the development, review 

and approval of the company’s business 

objectives and strategy. 

 Provide information or link/reference 

to a document containing 

information on how the directors 

performed this function (can include 

board resolutions, minutes of 

meeting) 

 

Indicate frequency of review of 

business objectives and strategy 

 

 

2. Board oversees and monitors the 

implementation of the company’s business 

objectives and strategy. 

  

Supplement to Recommendation 2.2 

1. Board has a clearly defined and updated 

vision, mission and core values. 

 Indicate or provide link/reference to 

a document containing the 

company’s vision, mission and core 

values. 

 

Indicate frequency of review of the 

vision, mission and core values. 

 

 

2. Board has a strategy execution process 

that facilitates effective management 

performance and is attuned to the 

company’s business environment, and 

culture. 

 

 Provide information on or 

link/reference to a document 

containing information on the 

strategy execution process.  

 

Recommendation 2.3    

1. Board is headed by a competent and 

qualified Chairperson. 

 Provide information or reference to a 

document containing information on 

the Chairperson, including his/her 

name and qualifications 

 

 

Recommendation 2.4    
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1. Board ensures and adopts an effective 

succession planning program for directors, 

key officers and management. 

 

 

 Disclose and provide information or 

link/reference to a document 

containing information on the 

company’s succession planning 

policies and programs and its 

implementation 

 

2. Board adopts a policy on the retirement 

for directors and key officers. 

  

Recommendation 2.5  

1. Board aligns the remuneration of key 

officers and board members with long-

term interests of the company. 

 

 Provide information on or 

link/reference to a document 

containing information on the 

company’s remuneration policy and 

its implementation, including the 

relationship between remuneration 

and performance. 

 

 

2. Board adopts a policy specifying the 

relationship between remuneration and 

performance. 

 

  

3. Directors do not participate in discussions 

or deliberations involving his/her own 

remuneration. 

 

  

Optional: Recommendation 2.5  

1. Board approves the remuneration of senior 

executives. 

 

 

 Provide proof of board approval  

2. Company has measurable standards to 

align the performance-based 

remuneration of the executive directors 

and senior executives with long-term 

interest, such as claw back provision and 

deferred bonuses. 

 Provide information on or 

link/reference to a document 

containing measurable standards to 

align performance-based 

remuneration with the long-term 

interest of the company.  

 

 

Recommendation 2.6  
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1. Board has a formal and transparent board 

nomination and election policy. 

 

 Provide information or reference to a 

document containing information on 

the company’s nomination and 

election policy and process and its 

implementation, including the criteria 

used in selecting new directors, how 

the shortlisted candidates and how it 

encourages nominations from 

shareholders. 

 

Provide proof if minority shareholders 

have a right to nominate candidates 

to the board 

 

Provide information if there was an 

assessment of the effectiveness of 

the Board’s processes in the 

nomination, election or replacement 

of a director. 

 

2. Board nomination and election policy is 

disclosed in the company’s Manual on 

Corporate Governance. 

  

3. Board nomination and election policy 

includes how the company accepted 

nominations from minority shareholders. 

 

  

4. Board nomination and election policy 

includes how the board shortlists 

candidates. 

 

  

5. Board nomination and election policy 

includes an assessment of the 

effectiveness of the Board’s processes in 

the nomination, election or replacement 

of a director.  

 

  

6. Board has a process for identifying the 

quality of directors that is aligned with the 

strategic direction of the company. 

 

  

Optional: Recommendation to 2.6 

1. Company uses professional search firms or 

other external sources of candidates (such 

as director databases set up by director or 

shareholder bodies) when searching for 

candidates to the board of directors. 

 

 Identify the professional search firm 

used or other external sources of 

candidates 

 

Recommendation 2.7  
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1. Board has overall responsibility in ensuring 

that there is a group-wide policy and 

system governing related party 

transactions (RPTs) and other unusual or 

infrequently occurring transactions. 

 Provide information on or reference 

to a document containing the 

company’s policy on related party 

transaction, including policy on 

review and approval of significant 

RPTs 

 

Identify transactions that were 

approved pursuant to the policy. 

 

2. RPT policy includes appropriate review 

and approval of material RPTs, which 

guarantee fairness and transparency of 

the transactions. 

  

3. RPT policy encompasses all entities within 

the group, taking into account their size, 

structure, risk profile and complexity of 

operations. 

 

  

Supplement to Recommendations 2.7  

1. Board clearly defines the threshold for 

disclosure and approval of RPTs and 

categorizes such transactions according 

to those that are considered de minimis or 

transactions that need not be reported or 

announced, those that need to be 

disclosed, and those that need prior 

shareholder approval. The aggregate 

amount of RPTs within any twelve (12) 

month period should be considered for 

purposes of applying the thresholds for 

disclosure and approval.  

 

 Provide information on a materiality 

threshold for RPT disclosure and 

approval, if any.  

 

Provide information on RPT 

categories 

 

2. Board establishes a voting system whereby 

a majority of non-related party 

shareholders approve specific types of 

related party transactions during 

shareholders’ meetings. 

 

 Provide information on voting system, 

if any. 

 

Recommendation 2.8  
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1. Board is primarily responsible for approving 

the selection of Management led by the 

Chief Executive Officer (CEO) and the 

heads of the other control functions (Chief 

Risk Officer, Chief Compliance Officer and 

Chief Audit Executive). 

 Provide information on or reference 

to a document containing the 

Board’s policy and responsibility for 

approving the selection of 

management.  

 

Identity the Management team 

appointed  

 

2. Board is primarily responsible for assessing 

the performance of Management led by 

the Chief Executive Officer (CEO) and the 

heads of the other control functions (Chief 

Risk Officer, Chief Compliance Officer and 

Chief Audit Executive). 

 Provide information on or reference 

to a document containing the 

Board’s policy and responsibility for 

assessing the performance of 

management. 

 

Provide information on the 

assessment process and indicate 

frequency of assessment of 

performance.  

 

 

Recommendation 2.9  

1. Board establishes an effective 

performance management framework 

that ensures that Management’s 

performance is at par with the standards 

set by the Board and Senior Management. 

 

 Provide information on or 

link/reference to a document 

containing the Board’s performance 

management framework for 

management and personnel.  

 

  

 

 

2. Board establishes an effective 

performance management framework 

that ensures that personnel’s performance 

is at par with the standards set by the 

Board and Senior Management. 

 

  

Recommendation 2.10  
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1. Board oversees that an appropriate 

internal control system is in place. 

 

 

 Provide information on or 

link/reference to a document 

showing the Board’s responsibility for 

overseeing that an appropriate 

internal control system is in place and 

what is included in the internal 

control system 

 

 

2. The internal control system includes a 

mechanism for monitoring and managing 

potential conflict of interest of the 

Management, members and shareholders. 

  

3. Board approves the Internal Audit Charter.  Provide reference or link to the 

company’s Internal Audit Charter 

 

 

Recommendation 2.11  

1. Board oversees that the company has in 

place a sound enterprise risk management 

(ERM) framework to effectively identify, 

monitor, assess and manage key business 

risks. 

 Provide information on or 

link/reference to a document 

showing the Board’s oversight 

responsibility on the establishment of 

a sound enterprise risk management 

framework and how the board was 

guided by the framework. 

 

Provide proof of effectiveness of risk 

management strategies, if any.  

 

 

2. The risk management framework guides 

the board in identifying units/business lines 

and enterprise-level risk exposures, as well 

as the effectiveness of risk management 

strategies. 

 

  

Recommendation 2.12  

1. Board has a Board Charter that formalizes 

and clearly states its roles, responsibilities 

and accountabilities in carrying out its 

fiduciary role. 

 Provide link to the company’s 

website where the Board Charter is 

disclosed. 

 

2. Board Charter serves as a guide to the 

directors in the performance of their 

functions. 

 

  

3. Board Charter is publicly available and 

posted on the company’s website. 
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Additional Recommendation to Principle 2  

1. Board has a clear insider trading policy.   Provide information on or 

link/reference to a document 

showing company’s insider trading 

policy.  

 

 

Optional: Principle 2 

1. Company has a policy on granting loans 

to directors, either forbidding the practice 

or ensuring that the transaction is 

conducted at arm’s length basis and at 

market rates.  

 Provide information on or 

link/reference to a document 

showing company’s policy on 

granting loans to directors, if any. 

 

2. Company discloses the types of decision 

requiring board of directors’ approval. 

 Indicate the types of decision 

requiring board of directors’ 

approval and where there are 

disclosed.  

 

  

Principle 3: Board committees should be set up to the extent possible to support the effective performance of the Board’s functions, particularly with 

respect to audit, risk management, related party transactions, and other key corporate governance concerns, such as nomination and 

remuneration. The composition, functions and responsibilities of all committees established should be contained in a publicly available Committee 

Charter.  

Recommendation 3.1  

1. Board establishes board committees that 

focus on specific board functions to aid in 

the optimal performance of its roles and 

responsibilities. 

 Provide information or link/reference 

to a document containing 

information on all the board 

committees established by the 

company. 

 

 

Recommendation 3.2   
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1. Board establishes an Audit Committee to 

enhance its oversight capability over the 

company’s financial reporting, internal 

control system, internal and external audit 

processes, and compliance with 

applicable laws and regulations. 

 Provide information or link/reference 

to a document containing 

information on the Audit Committee, 

including its functions. 

 

Indicate if it is the Audit Committee’s 

responsibility to recommend the 

appointment and removal of the 

company’s external auditor. 

 

 

2. Audit Committee is composed of at least 

three appropriately qualified non-

executive directors, the majority of whom, 

including the Chairman is independent. 

 Provide information or link/reference 

to a document containing 

information on the members of the 

Audit Committee, including their 

qualifications and type of 

directorship. 

 

 

3. All the members of the committee have 

relevant background, knowledge, skills, 

and/or experience in the areas of 

accounting, auditing and finance. 

 Provide information or link/reference 

to a document containing 

information on the background, 

knowledge, skills, and/or experience 

of the members of the Audit 

Committee. 

 

 

4. The Chairman of the Audit Committee is 

not the Chairman of the Board or of any 

other committee. 

 Provide information or link/reference 

to a document containing 

information on the Chairman of the 

Audit Committee 

 

 

Supplement to Recommendation 3.2  

1. Audit Committee approves all non-audit 

services conducted by the external 

auditor. 

 Provide proof that the Audit 

Committee approved all non-audit 

services conducted by the external 

auditor. 
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2. Audit Committee conducts regular 

meetings and dialogues with the external 

audit team without anyone from 

management present.  

 Provide proof that the Audit 

Committee conducted regular 

meetings and dialogues with the 

external audit team without anyone 

from management present. 

 

 

Optional: Recommendation 3.2   

1. Audit Committee meet at least four times 

during the year.  

 Indicate the number of Audit 

Committee meetings during the year 

and provide proof 

 

 

2. Audit Committee approves the 

appointment and removal of the internal 

auditor. 

 Provide proof that the Audit 

Committee approved the 

appointment and removal of the 

internal auditor.  

 

 

Recommendation 3.3   

1. Board establishes a Corporate 

Governance Committee tasked to assist 

the Board in the performance of its 

corporate governance responsibilities, 

including the functions that were formerly 

assigned to a Nomination and 

Remuneration Committee. 

 Provide information or reference to a 

document containing information on 

the Corporate Governance 

Committee, including its functions 

 

Indicate if the Committee undertook 

the process of identifying the quality 

of directors aligned with the 

company’s strategic direction, if 

applicable.  

 

 

2. Corporate Governance Committee is 

composed of at least three members, all 

of whom should be independent directors. 

 Provide information or link/reference 

to a document containing 

information on the members of the 

Corporate Governance Committee, 

including their qualifications and 

type of directorship. 
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3. Chairman of the Corporate Governance 

Committee is an independent director. 

 Provide information or link/reference 

to a document containing 

information on the Chairman of the 

Corporate Governance Committee. 

 

 

Optional: Recommendation 3.3. 

1. Corporate Governance Committee meet 

at least twice during the year. 

 Indicate the number of Corporate 

Governance Committee meetings 

held during the year and provide 

proof thereof. 

 

 

Recommendation 3.4   

1. Board establishes a separate Board Risk 

Oversight Committee (BROC) that should 

be responsible for the oversight of a 

company’s Enterprise Risk Management 

system to ensure its functionality and 

effectiveness. 

 Provide information or link/reference 

to a document containing 

information on the Board Risk 

Oversight Committee (BROC), 

including its functions 

 

2. BROC is composed of at least three 

members, the majority of whom should be 

independent directors, including the 

Chairman. 

 Provide information or link/reference 

to a document containing 

information on the members of the 

BROC, including their qualifications 

and type of directorship 

 

 

3. The Chairman of the BROC is not the 

Chairman of the Board or of any other 

committee. 

 Provide information or link/reference 

to a document containing 

information on the Chairman of the 

BROC 

 

 

4. At least one member of the BROC has 

relevant thorough knowledge and 

experience on risk and risk management. 

 Provide information or link/reference 

to a document containing 

information on the background, skills, 

and/or experience of the members 

of the BROC. 
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Recommendation 3.5   

1. Board establishes a Related Party 

Transactions (RPT) Committee, which is 

tasked with reviewing all material related 

party transactions of the company. 

 Provide information or link/reference 

to a document containing 

information on the Related Party 

Transactions (RPT) Committee, 

including its functions. 

 

 

2. RPT Committee is composed of at least 

three non-executive directors, two of 

whom should be independent, including 

the Chairman. 

 Provide information or link/reference 

to a document containing 

information on the members of the 

RPT Committee, including their 

qualifications and type of 

directorship. 

 

 

Recommendation 3.6  

1. All established committees have a 

Committee Charter stating in plain terms 

their respective purposes, memberships, 

structures, operations, reporting process, 

resources and other relevant information. 

 

 Provide information on or 

link/reference to the company’s 

committee charters, containing all 

the required information, particularly 

the functions of the Committee that 

is necessary for performance 

evaluation purposes. 

 

2. Committee Charters provide standards for 

evaluating the performance of the 

Committees. 

 

  

3. Committee Charters were fully disclosed 

on the company’s website. 

 Provide link to company’s website 

where the Committee Charters are 

disclosed.  

 

 

 

  

Principle 4: To show full commitment to the company, the directors should devote the time and attention necessary to properly and effectively 

perform their duties and responsibilities, including sufficient time to be familiar with the corporation’s business. 

Recommendation 4.1   
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1. The Directors attend and actively 

participate in all meetings of the Board, 

Committees and shareholders in person or 

through tele-/videoconferencing 

conducted in accordance with the rules 

and regulations of the Commission. 

 Provide information or link/reference 

to a document containing 

information on the process and 

procedure for 

tele/videoconferencing board 

and/or committee meetings. 

 

Provide information or link/reference 

to a document containing 

information on the attendance and 

participation of directors to Board, 

Committee and shareholders’ 

meetings. 

 

 

 

2. The directors review meeting materials for 

all Board and Committee meetings.  

   

3. The directors ask the necessary questions 

or seek clarifications and explanations 

during the Board and Committee 

meetings. 

 Provide information or link/reference 

to a document containing 

information on any questions raised 

or clarification/explanation sought by 

the directors 

 

 

Recommendation 4.2   

1. Non-executive directors concurrently serve 

in a maximum of five publicly-listed 

companies to ensure that they have 

sufficient time to fully prepare for minutes, 

challenge Management’s 

proposals/views, and oversee the long-

term strategy of the company. 

 Disclose if the company has a policy 

setting the limit of board seats that a 

non-executive director can hold 

simultaneously.  

 

Provide information or reference to a 

document containing information on 

the directorships of the company’s 

directors in both listed and non-listed 

companies 
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Recommendation 4.3   

1. The directors notify the company’s board 

before accepting a directorship in another 

company. 

 Provide copy of written notification 

to the board or minutes of board 

meeting wherein the matter was 

discussed.  

 

 

Optional: Principle 4  

1. Company does not have any executive 

directors who serve in more than two 

boards of listed companies outside of the 

group. 

   

2. Company schedules board of directors’ 

meetings before the start of the financial 

year. 

3.  

   

4. Board of directors meet at least six times 

during the year.  

 Indicate the number of board 

meetings during the year and 

provide proof 

 

 

5. Company requires as minimum quorum of 

at least 2/3 for board decisions. 

 Indicate the required minimum 

quorum for board decisions 

 

 

  

Principle 5: The board should endeavor to exercise an objective and independent judgment on all corporate affairs 

Recommendation 5.1  

1. The Board has at least 3 independent 

directors or such number as to constitute 

one-third of the board, whichever is higher. 

 Provide information or link/reference 

to a document containing 

information on the number of 

independent directors in the board 

 

 

Recommendation 5.2   
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1. The independent directors possess all the 

qualifications and none of the 

disqualifications to hold the positions. 

 

 Provide information or link/reference 

to a document containing 

information on the qualifications of 

the independent directors.  

 

 

Supplement to Recommendation 5.2   

1. Company has no shareholder agreements, 

by-laws provisions, or other arrangements 

that constrain the directors’ ability to vote 

independently. 

 

 Provide link/reference to a 

document containing information 

that directors are not constrained to 

vote independently. 

 

Recommendation 5.3    

1. The independent directors serve for a 

cumulative term of nine years (reckoned 

from 2012). 

 Provide information or link/reference 

to a document showing the years IDs 

have served as such. 

 

 

2. The company bars an independent 

director from serving in such capacity after 

the term limit of nine years. 

 Provide information or link/reference 

to a document containing 

information on the company’s policy 

on term limits for its independent 

director 

 

 

3. In the instance that the company retains 

an independent director in the same 

capacity after nine years, the board 

provides meritorious justification and seeks 

shareholders’ approval during the annual 

shareholders’ meeting. 

 

 Provide reference to the meritorious 

justification and proof of 

shareholders’ approval during the 

annual shareholders’ meeting. 

 

Recommendation 5.4   

1. The positions of Chairman of the Board 

and Chief Executive Officer are held by 

separate individuals. 

 Identify the company’s Chairman of 

the Board and Chief Executive 

Officer 
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2. The Chairman of the Board and Chief 

Executive Officer have clearly defined 

responsibilities. 

 Provide information or link/reference 

to a document containing 

information on the roles and 

responsibilities of the Chairman of the 

Board and Chief Executive Officer. 

 

Identify the relationship of Chairman 

and CEO. 

 

 

Recommendation 5.5   

1. If the Chairman of the Board is not an 

independent director, the board 

designates a lead director among the 

independent directors.  

 Provide information or link/reference 

to a document containing 

information on a lead independent 

director and his roles and 

responsibilities, if any. 

 

Indicate if Chairman is independent. 

 

 

Recommendation 5.6  

1. Directors with material interest in a 

transaction affecting the corporation 

abstain from taking part in the 

deliberations on the transaction. 

 

 Provide proof of abstention, if this 

was the case 

 

Recommendation 5.7   

1. The non-executive directors (NEDs) have 

separate periodic meetings with the 

external auditor and heads of the internal 

audit, compliance and risk functions, 

without any executive present. 

 

 Provide proof and details of said 

meeting, if any. 

 

Provide information on the frequency 

and attendees of meetings.  

 

2. The meetings are chaired by the lead 

independent director. 

 

  

Optional: Principle 5  
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1. None of the directors is a former CEO of 

the company in the past 2 years. 

 Provide name/s of company CEO for 

the past 2 years 

 

 

  

Principle 6: The best measure of the Board’s effectiveness is through an assessment process. The Board should regularly carry out evaluations to 

appraise its performance as a body, and assess whether it possesses the right mix of backgrounds and competencies. 

Recommendation 6.1  

1. Board conducts an annual self-assessment 

of its performance as a whole. 

 Provide proof of self-assessments 

conducted for the whole board, the 

individual members, the Chairman 

and the Committees 

 

 

 

2. The Chairman conducts a self-assessment 

of his performance. 

 

  

3. The individual members conduct a self-

assessment of their performance. 

 

  

4. Each committee conducts a self-

assessment of its performance. 

 

  

5. Every three years, the assessments are 

supported by an external facilitator. 

 Identify the external facilitator and 

provide proof of use of an external 

facilitator. 

 

 

Recommendation 6.2  

1. Board has in place a system that provides, 

at the minimum, criteria and process to 

determine the performance of the Board, 

individual directors and committees. 

 

 

 Provide information or link/reference 

to a document containing 

information on the system of the 

company to evaluate the 

performance of the board, individual 

directors and committees, including 

a feedback mechanism from 

shareholders 

 

 

2. The system allows for a feedback 

mechanism from the shareholders. 

  

  

Principle 7: Members of the Board are duty-bound to apply high ethical standards, taking into account the interests of all stakeholders. 

Recommendation 7.1  
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1. Board adopts a Code of Business Conduct 

and Ethics, which provide standards for 

professional and ethical behavior, as well 

as articulate acceptable and 

unacceptable conduct and practices in 

internal and external dealings of the 

company.  

 Provide information on or 

link/reference to the company’s 

Code of Business Conduct and 

Ethics. 

 

 

 

2. The Code is properly disseminated to the 

Board, senior management and 

employees. 

 Provide information on or discuss how 

the company disseminated the 

Code to its Board, senior 

management and employees. 

 

3. The Code is disclosed and made available 

to the public through the company 

website. 

 Provide a link to the company’s 

website where the Code of Business 

Conduct and Ethics is posted/ 

disclosed. 

 

Supplement to Recommendation 7.1 

1. Company has clear and stringent policies 

and procedures on curbing and penalizing 

company involvement in offering, paying 

and receiving bribes.  

 Provide information on or 

link/reference to a document 

containing information on the 

company’s policy and procedure on 

curbing and penalizing bribery 

 

 

Recommendation 7.2      

1. Board ensures the proper and efficient 

implementation and monitoring of 

compliance with the Code of Business 

Conduct and Ethics.  

 Provide proof of implementation and 

monitoring of compliance with the 

Code of Business Conduct and Ethics 

and internal policies.  

 

Indicate who are required to comply 

with the Code of Business Conduct 

and Ethics and any findings on non-

compliance. 

 

 

2. Board ensures the proper and efficient 

implementation and monitoring of 

compliance with company internal 

policies. 

  

Disclosure and Transparency 
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Principle 8: The company should establish corporate disclosure policies and procedures that are practical and in accordance with best practices 

and regulatory expectations. 

Recommendation 8.1   

1. Board establishes corporate disclosure 

policies and procedures to ensure a 

comprehensive, accurate, reliable and 

timely report to shareholders and other 

stakeholders that gives a fair and 

complete picture of a company’s financial 

condition, results and business operations. 

 Provide information on or 

link/reference to the company’s 

disclosure policies and procedures 

including reports distributed/made 

available to shareholders and other 

stockholders 

 

Supplement to Recommendations 8.1  

1. Company distributes or makes available 

annual and quarterly consolidated reports, 

cash flow statements, and special audit 

revisions. Consolidated financial 

statements are published within ninety (90) 

days from the end of the fiscal year, while 

interim reports are published within forty-

five (45) days from the end of the reporting 

period. 

 Indicate the number of days within 

which the consolidated and interim 

reports were published, distributed or 

made available from the end of the 

fiscal year and end of the reporting 

period, respectively.  

 

2. Company discloses in its annual report the 

principal risks associated with the identity 

of the company’s controlling shareholders; 

the degree of ownership concentration; 

cross-holdings among company affiliates; 

and any imbalances between the 

controlling shareholders’ voting power and 

overall equity position in the company. 

 Provide link or reference to the 

company’s annual report where the 

following are disclosed: 

1. principal risks to minority 

shareholders associated with 

the identity of the company’s 

controlling shareholders; 

2. cross-holdings among 

company affiliates; and 

3. any imbalances between the 

controlling shareholders’ 

voting power and overall 

equity position in the 

company. 

 

Recommendation 8.2  
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1. Company has a policy requiring all 

directors to disclose/report to the 

company any dealings in the company’s 

shares within three business days. 

 Provide information on or 

link/reference to the company’s 

policy requiring directors and officers 

to disclose their dealings in the 

company’s share.  

 

Indicate actual dealings of directors 

involving the corporation’s shares 

including their nature, 

number/percentage and date of 

transaction. 

 

 

2. Company has a policy requiring all officers 

to disclose/report to the company any 

dealings in the company’s shares within 

three business days. 

  

Supplement to Recommendation 8.2 

1. Company discloses the trading of the 

corporation’s shares by directors, officers 

(or persons performing similar functions) 

and controlling shareholders. This includes 

the disclosure of the company's purchase 

of its shares from the market (e.g. share 

buy-back program). 

 

 Provide information on or 

link/reference to the shareholdings of 

directors, management and top 100 

shareholders. 

 

Provide link or reference to the 

company’s Conglomerate Map. 

 

 

Recommendation 8.3  

1. Board fully discloses all relevant and 

material information on individual board 

members to evaluate their experience 

and qualifications, and assess any 

potential conflicts of interest that might 

affect their judgment. 

 

 Provide link or reference to the 

directors’ academic qualifications, 

share ownership in the company, 

membership in other boards, other 

executive positions, professional 

experiences, expertise and relevant 

trainings attended. 
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2. Board fully discloses all relevant and 

material information on key executives to 

evaluate their experience and 

qualifications, and assess any potential 

conflicts of interest that might affect their 

judgment. 

 

 Provide link or reference to the key 

officers’ academic qualifications, 

share ownership in the company, 

membership in other boards, other 

executive positions, professional 

experiences, expertise and relevant 

trainings attended. 

 

 

Recommendation 8.4  

1. Company provides a clear disclosure of its 

policies and procedure for setting Board 

remuneration, including the level and mix 

of the same.  

 

 Disclose or provide link/reference to 

the company policy and practice for 

setting board remuneration  

 

2. Company provides a clear disclosure of its 

policies and procedure for setting 

executive remuneration, including the 

level and mix of the same.  

 

 Disclose or provide link/reference to 

the company policy and practice for 

determining executive remuneration 

 

3. Company discloses the remuneration on 

an individual basis, including termination 

and retirement provisions. 

 Provide breakdown of director 

remuneration and executive 

compensation, particularly the 

remuneration of the CEO. 

 

 

Recommendation 8.5   

1. Company discloses its policies governing 

Related Party Transactions (RPTs) and other 

unusual or infrequently occurring 

transactions in their Manual on Corporate 

Governance.  

 Disclose or provide reference/link to 

company’s RPT policies 

 

Indicate if the director with conflict of 

interest abstained from the board 

discussion on that particular 

transaction.  
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2. Company discloses material or significant 

RPTs reviewed and approved during the 

year.  

 Provide information on all RPTs for the 

previous year or reference to a 

document containing the following 

information on all RPTs: 

1. name of the related 

counterparty; 

2. relationship with the party; 

3. transaction date; 

4. type/nature of transaction; 

5. amount or contract price; 

6. terms of the transaction; 

7. rationale for entering into the 

transaction;  

8. the required approval (i.e., 

names of the board of 

directors approving, names 

and percentage of 

shareholders who approved) 

based on the company’s 

policy; and  

9. other terms and conditions 

 

 

Supplement to Recommendation 8.5 

1. Company requires directors to disclose 

their interests in transactions or any other 

conflict of interests.  

 Indicate where and when directors 

disclose their interests in transactions 

or any other conflict of interests. 

 

 

 

Optional : Recommendation 8.5 

1. Company discloses that RPTs are 

conducted in such a way to ensure that 

they are fair and at arms’ length.  

 

 Provide link or reference where this is 

disclosed, if any 

 

 

 

Recommendation 8.6  
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1. Company makes a full, fair, accurate and 

timely disclosure to the public of every 

material fact or event that occur, 

particularly on the acquisition or disposal 

of significant assets, which could adversely 

affect the viability or the interest of its 

shareholders and other stakeholders. 

 Provide link or reference where this is 

disclosed 

 

2. Board appoints an independent party to 

evaluate the fairness of the transaction 

price on the acquisition or disposal of 

assets. 

 Identify independent party 

appointed to evaluate the fairness of 

the transaction price 

 

Disclose the rules and procedures for 

evaluating the fairness of the 

transaction price, if any.   

 

Supplement to Recommendation 8.6 

1. Company discloses the existence, 

justification and details on shareholder 

agreements, voting trust agreements, 

confidentiality agreements, and such 

other agreements that may impact on 

the control, ownership, and strategic 

direction of the company.  

 Provide link or reference where these 

are disclosed. 

 

Recommendation 8.7   

1. Company’s corporate governance 

policies, programs and procedures are 

contained in its Manual on Corporate 

Governance (MCG). 

 

 Provide link to the company’s 

website where the Manual on 

Corporate Governance is posted. 

 

2. Company’s MCG is submitted to the SEC 

and PSE. 

 

  

3. Company’s MCG is posted on its company 

website.  

 

  

Supplement to Recommendation 8.7 
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1. Company submits to the SEC and PSE an 

updated MCG to disclose any changes in 

its corporate governance practices. 

 

 Provide proof of submission.  

Optional: Principle 8  

1. Does the company’s Annual Report 

disclose the following information:  

 

 Provide link or reference to the 

company’s Annual Report 

containing the said information. 

 

a. Corporate Objectives 

 

  

b. Financial performance indicators 

 

  

c. Non-financial performance indicators 

 

  

d. Dividend Policy 

 

  

e. Biographical details (at least age, 

academic qualifications, date of first 

appointment, relevant experience, 

and other directorships in listed 

companies) of all directors 

 

  

f. Attendance details of each director in 

all directors meetings held during the 

year 

 

  

g. Total remuneration of each member of 

the board of directors 

 

  

2. The Annual Report contains a statement 

confirming the company’s full compliance 

with the Code of Corporate Governance 

and where there is non-compliance, 

identifies and explains reason for each 

such issue. 

 Provide link or reference to where this 

is contained in the Annual Report 
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3. The Annual Report/Annual CG Report 

discloses that the board of directors 

conducted a review of the company's 

material controls (including operational, 

financial and compliance controls) and 

risk management systems. 

 Provide link or reference to where this 

is contained in the Annual Report 

 

4. The Annual Report/Annual CG Report 

contains a statement from the board of 

directors or Audit Committee commenting 

on the adequacy of the company's 

internal controls/risk management systems. 

 Provide link or reference to where this 

is contained in the Annual Report 

 

5. The company discloses in the Annual 

Report the key risks to which the company 

is materially exposed to (i.e. financial, 

operational including IT, environmental, 

social, economic). 

 Provide link or reference to where 

these are contained in the Annual 

Report 

 

  

Principle 9: The company should establish standards for the appropriate selection of an external auditor, and exercise effective oversight of the 

same to strengthen the external auditor’s independence and enhance audit quality. 

Recommendation 9.1  

1. Audit Committee has a robust process for 

approving and recommending the 

appointment, reappointment, removal, 

and fees of the external auditors.  

 Provide information or link/reference 

to a document containing 

information on the process for 

approving and recommending the 

appointment, reappointment, 

removal and fees of the company’s 

external auditor. 

 

 

2. The appointment, reappointment, 

removal, and fees of the external auditor is 

recommended by the Audit Committee, 

approved by the Board and ratified by the 

shareholders. 

 

 Indicate the percentage of 

shareholders that ratified the 

appointment, reappointment, 

removal and fees of the external 

auditor. 
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3. For removal of the external auditor, the 

reasons for removal or change are 

disclosed to the regulators and the public 

through the company website and 

required disclosures. 

 

 Provide information on or 

link/reference to a document 

containing the company’s reason for 

removal or change of external 

auditor. 

 

Supplement to Recommendation 9.1  

1. Company has a policy of rotating the lead 

audit partner every five years. 

 Provide information on or 

link/reference to a document 

containing the policy of rotating the 

lead audit partner every five years. 

 

Recommendation 9.2   

1. Audit Committee Charter includes the 

Audit Committee’s responsibility on:  

 

i. assessing the integrity and 

independence of external auditors; 

ii. exercising effective oversight to 

review and monitor the external 

auditor’s independence and 

objectivity; and  

iii. exercising effective oversight to 

review and monitor the 

effectiveness of the audit process, 

taking into consideration relevant 

Philippine professional and 

regulatory requirements. 

  

 Provide link/reference to the 

company’s Audit Committee Charter 

 

2. Audit Committee Charter contains the 

Committee’s responsibility on reviewing 

and monitoring the external auditor’s 

suitability and effectiveness on an annual 

basis. 

 

 Provide link/reference to the 

company’s Audit Committee Charter  

 

Supplement to Recommendations 9.2 
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1. Audit Committee ensures that the external 

auditor is credible, competent and has the 

ability to understand complex related 

party transactions, its counterparties, and 

valuations of such transactions. 

 

 

 Provide link/reference to the 

company’s Audit Committee Charter 

 

2. Audit Committee ensures that the external 

auditor has adequate quality control 

procedures. 

 

 Provide link/reference to the 

company’s Audit Committee Charter 

 

 

 

 

Recommendation 9.3  

1. Company discloses the nature of non-

audit services performed by its external 

auditor in the Annual Report to deal with 

the potential conflict of interest.  

 

 Disclose the nature of non-audit 

services performed by the external 

auditor, if any.  

 

2. Audit Committee stays alert for any 

potential conflict of interest situations, 

given the guidelines or policies on non-

audit services, which could be viewed as 

impairing the external auditor’s objectivity. 

 

 Provide link or reference to guidelines 

or policies on non-audit services 

 

Supplement to Recommendation 9.3  

1. Fees paid for non-audit services do not 

outweigh the fees paid for audit services. 

 

 Provide information on audit and 

non-audit fees paid.  

 

Additional Recommendation to Principle 9 
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1. Company’s external auditor is duly 

accredited by the SEC under Group A 

category. 

 

 Provide information on company’s 

external auditor, such as: 

 

1. Name of the audit 

engagement partner; 

2. Accreditation number;  

3. Date Accredited; 

4. Expiry date of accreditation; 

and 

5. Name, address, contact 

number of the audit firm. 

 

 

2. Company’s external auditor agreed to be 

subjected to the SEC Oversight Assurance 

Review (SOAR) Inspection Program 

conducted by the SEC’s Office of the 

General Accountant (OGA). 

 

 Provide information on the following:  

1. Date it was subjected to 

SOAR inspection, if subjected; 

2. Name of the Audit firm; and 

3. Members of the engagement 

team inspected by the SEC. 

 

 

Principle 10: The company should ensure that the material and reportable non-financial and sustainability issues are disclosed. 

Recommendation 10.1   

1. Board has a clear and focused policy on 

the disclosure of non-financial information, 

with emphasis on the management of 

economic, environmental, social and 

governance (EESG) issues of its business, 

which underpin sustainability.  

 

 

 Disclose or provide link on the 

company’s policies and practices on 

the disclosure of non-financial 

information, including EESG issues. 

 

2. Company adopts a globally recognized 

standard/framework in reporting 

sustainability and non-financial issues. 

 

 Provide link to Sustainability Report, if 

any. Disclose the standards used. 
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Principle 11: The company should maintain a comprehensive and cost-efficient communication channel for disseminating relevant information. This 

channel is crucial for informed decision-making by investors, stakeholders and other interested users. 

Recommendation 11.1  

1. Company has media and analysts’ 

briefings as channels of communication to 

ensure the timely and accurate 

dissemination of public, material and 

relevant information to its shareholders 

and other investors. 

 

 Disclose and identify the 

communication channels used by 

the company (i.e., website, Analyst’s 

briefing, Media briefings /press 

conferences, Quarterly reporting, 

Current reporting, etc.). 

Provide links, if any. 

 

 

Supplemental to Principle 11  

1. Company has a website disclosing up-to-

date information on the following:  

 

 Provide link to company website  

a. Financial statements/reports (latest 

quarterly) 

 

  

b. Materials provided in briefings to 

analysts and media 

 

  

c. Downloadable annual report 

 

  

d. Notice of ASM and/or SSM 

 

  

e. Minutes of ASM and/or SSM 

 

  

f. Company’s Articles of Incorporation 

and By-Laws  

 

  

Additional Recommendation to Principle 11 

1. Company complies with SEC-prescribed 

website template. 

 

 

   

lourenz.mondares
Typewritten Text
      Compliant

lourenz.mondares
Typewritten Text
In addition to online disclosures to the SEC and PSE, SPI taps the Print media to post announcements regarding significant Company developments.

lourenz.mondares
Typewritten Text
       Compliant

lourenz.mondares
Typewritten Text
      Compliant

lourenz.mondares
Typewritten Text
      Compliant

lourenz.mondares
Typewritten Text
      Compliant

lourenz.mondares
Typewritten Text
      Compliant

lourenz.mondares
Typewritten Text
      Compliant

lourenz.mondares
Typewritten Text
      Compliant

lourenz.mondares
Typewritten Text
link: https://www.shangproperties.com/

lourenz.mondares
Typewritten Text
About Us / Disclosures / Quarterly Report - SEC Form 17-Q

lourenz.mondares
Typewritten Text
About Us / Disclosures / Annual Report - SEC 17-A

lourenz.mondares
Typewritten Text
About Us / Disclosures / Notice of Annual or Special Stockholders' Meetings

lourenz.mondares
Typewritten Text
About Us / Disclosures / Minutes of all General or Special Stockholders'Meetings

lourenz.mondares
Typewritten Text
About Us / Our Brand / Articles of Incorporation and By-Laws and all Amendments thereto

lourenz.mondares
Typewritten Text
     Compliant

lourenz.mondares
Typewritten Text
link: https://www.shangproperties.com/

lourenz.mondares
Typewritten Text
About Us / Our Brand / News & Updates - The Press Room

lourenz.mondares
Typewritten Text
link: https://www.shangproperties.com/

lourenz.mondares
Typewritten Text
link: https://www.shangproperties.com/

lourenz.mondares
Typewritten Text

lourenz.mondares
Typewritten Text
link: https://www.shangproperties.com/

lourenz.mondares
Typewritten Text
link: https://www.shangproperties.com/

lourenz.mondares
Typewritten Text
link: https://www.shangproperties.com/

lourenz.mondares
Typewritten Text
link: https://www.shangproperties.com/



SEC Form – I-ACGR * Updated 21Dec2017 

Page 35 of 47 

Internal Control System and Risk Management Framework 

Principle 12: To ensure the integrity, transparency and proper governance in the conduct of its affairs, the company should have a strong and 

effective internal control system and enterprise risk management framework. 

Recommendation 12.1  

1. Company has an adequate and effective 

internal control system in the conduct of its 

business. 

 List quality service programs for the 

internal audit functions. 

 

Indicate frequency of review of the 

internal control system 

 

 

2. Company has an adequate and effective 

enterprise risk management framework in 

the conduct of its business. 

 Identify international framework used 

for Enterprise Risk Management 

 

Provide information or reference to a 

document containing information 

on: 

 

1. Company’s risk management 

procedures and processes 

2. Key risks the company is 

currently facing 

3. How the company manages the 

key risks 

 

Indicate frequency of review of the 

enterprise risk management 

framework. 

 

 

Supplement to Recommendations 12.1  
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1. Company has a formal comprehensive 

enterprise-wide compliance program 

covering compliance with laws and 

relevant regulations that is annually 

reviewed. The program includes 

appropriate training and awareness 

initiatives to facilitate understanding, 

acceptance and compliance with the 

said issuances. 

 

 Provide information on or link/ 

reference to a document containing 

the company’s compliance program 

covering compliance with laws and 

relevant regulations.  

 

Indicate frequency of review. 

 

Optional: Recommendation 12.1  

1. Company has a governance process on IT 

issues including disruption, cyber security, 

and disaster recovery, to ensure that all 

key risks are identified, managed and 

reported to the board. 

 

 Provide information on IT governance 

process 

 

Recommendation 12.2   

1. Company has in place an independent 

internal audit function that provides an 

independent and objective assurance, 

and consulting services designed to add 

value and improve the company’s 

operations. 

 

 Disclose if the internal audit is in-

house or outsourced. If outsourced, 

identify external firm.  

 

Recommendation 12.3  

1. Company has a qualified Chief Audit 

Executive (CAE) appointed by the Board.  

 Identify the company’s Chief Audit 

Executive (CAE) and provide 

information on or reference to a 

document containing his/her 

responsibilities. 
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2. CAE oversees and is responsible for the 

internal audit activity of the organization, 

including that portion that is outsourced to 

a third party service provider.  

 

   

3. In case of a fully outsourced internal audit 

activity, a qualified independent 

executive or senior management 

personnel is assigned the responsibility for 

managing the fully outsourced internal 

audit activity. 

 

 Identify qualified independent 

executive or senior management 

personnel, if applicable. 

 

Recommendation 12.4     

1. Company has a separate risk 

management function to identify, assess 

and monitor key risk exposures. 

 

 Provide information on company’s 

risk management function. 

 

Supplement to Recommendation 12.4 

1. Company seeks external technical 

support in risk management when such 

competence is not available internally. 

 

 Identify source of external technical 

support, if any. 

 

Recommendation 12.5      

1. In managing the company’s Risk 

Management System, the company has a 

Chief Risk Officer (CRO), who is the 

ultimate champion of Enterprise Risk 

Management (ERM). 

 Identify the company’s Chief Risk 

Officer (CRO) and provide 

information on or reference to a 

document containing his/her 

responsibilities and 

qualifications/background. 

 

 

2. CRO has adequate authority, stature, 

resources and support to fulfill his/her 

responsibilities. 

 

   

Additional Recommendation to Principle 12 
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1. Company’s Chief Executive Officer and 

Chief Audit Executive attest in writing, at 

least annually, that a sound internal audit, 

control and compliance system is in place 

and working effectively. 

 Provide link to CEO and CAE’s 

attestation 

 

Cultivating a Synergic Relationship with Shareholders 

Principle 13: The company should treat all shareholders fairly and equitably, and also recognize, protect and facilitate the exercise of their rights. 

Recommendation 13.1   

1. Board ensures that basic shareholder rights 

are disclosed in the Manual on Corporate 

Governance.  

 Provide link or reference to the 

company’s Manual on Corporate 

Governance where shareholders’ 

rights are disclosed. 

 

2. Board ensures that basic shareholder rights 

are disclosed on the company’s website. 

 Provide link to company’s website  

Supplement to Recommendation 13.1 

1. Company’s common share has one vote 

for one share.  

   

2. Board ensures that all shareholders of the 

same class are treated equally with 

respect to voting rights, subscription rights 

and transfer rights. 

 Provide information on all classes of 

shares, including their voting rights if 

any.  

 

3. Board has an effective, secure, and 

efficient voting system. 

 Provide link to voting procedure. 

Indicate if voting is by poll or show of 

hands. 

 

4. Board has an effective shareholder voting 

mechanisms such as supermajority or 

“majority of minority” requirements to 

protect minority shareholders against 

actions of controlling shareholders. 

 

 Provide information on shareholder 

voting mechanisms such as 

supermajority or “majority of 

minority”, if any.  
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5. Board allows shareholders to call a special 

shareholders’ meeting and submit a 

proposal for consideration or agenda item 

at the AGM or special meeting.   

 

 Provide information on how this was 

allowed by board (i.e., minutes of 

meeting, board resolution) 

 

6. Board clearly articulates and enforces 

policies with respect to treatment of 

minority shareholders. 

 

 Provide information or link/reference 

to the policies on treatment of 

minority shareholders 

 

 

7. Company has a transparent and specific 

dividend policy.  

 Provide information on or 

link/reference to the company’s 

dividend Policy. 

 

 

Indicate if company declared 

dividends. If yes, indicate the number 

of days within which the dividends 

were paid after declaration.  In case 

the company has offered scrip-

dividends, indicate if the company 

paid the dividends within 60 days 

from declaration 

 

 

Optional: Recommendation 13.1  

1. Company appoints an independent party 

to count and/or validate the votes at the 

Annual Shareholders’ Meeting.  

 

 Identify the independent party that 

counted/validated the votes at the 

ASM, if any.  

 

 

Recommendation 13.2  
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1. Board encourages active shareholder 

participation by sending the Notice of 

Annual and Special Shareholders’ 

Meeting with sufficient and relevant 

information at least 28 days before the 

meeting. 

 Indicate the number of days before 

the annual stockholders’ meeting or 

special stockholders’ meeting when 

the notice and agenda were sent 

out 

 

Indicate whether shareholders’ 

approval of remuneration or any 

changes therein were included in the 

agenda of the meeting. 

 

Provide link to the Agenda included 

in the company’s Information 

Statement (SEC Form 20-IS) 

 

Supplemental to Recommendation 13.2   

1. Company’s Notice of Annual 

Stockholders’ Meeting contains the 

following information: 

 

 Provide link or reference to the 

company’s notice of Annual 

Shareholders’ Meeting 

 

a. The profiles of directors (i.e., age, 

academic qualifications, date of first 

appointment, experience, and 

directorships in other listed companies)  

 

   

b. Auditors seeking appointment/re-

appointment 

 

   

c. Proxy documents  

 

   

Optional: Recommendation 13.2    

1. Company provides rationale for the 

agenda items for the annual stockholders 

meeting 

 

 Provide link or reference to the 

rationale for the agenda items 

 

Recommendation 13.3  
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1. Board encourages active shareholder 

participation by making the result of the 

votes taken during the most recent 

Annual or Special Shareholders’ Meeting 

publicly available the next working day.  

 

 

 Provide information or reference to a 

document containing information on 

all relevant questions raised and 

answers during the ASM and special 

meeting and the results of the vote 

taken during the most recent 

ASM/SSM. 

 

2. Minutes of the Annual and Special 

Shareholders’ Meetings were available on 

the company website within five business 

days from the end of the meeting.  

 Provide link to minutes of meeting in 

the company website.  

 

Indicate voting results for all agenda 

items, including the approving, 

dissenting and abstaining votes.  

 

Indicate also if the voting on 

resolutions was by poll.  

 

Include whether there was 

opportunity to ask question and the 

answers given, if any 

 

 

Supplement to Recommendation 13.3  

1. Board ensures the attendance of the 

external auditor and other relevant 

individuals to answer shareholders 

questions during the ASM and SSM.  

 

 Indicate if the external auditor and 

other relevant individuals were 

present during the ASM and/or 

special meeting 

 

Recommendation 13.4  

1. Board makes available, at the option of a 

shareholder, an alternative dispute 

mechanism to resolve intra-corporate 

disputes in an amicable and effective 

manner.  

 

 Provide details of the alternative 

dispute resolution made available to 

resolve intra-corporate disputes 
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2. The alternative dispute mechanism is 

included in the company’s Manual on 

Corporate Governance. 

 

 Provide link/reference to where it is 

found in the Manual on Corporate 

Governance 

 

Recommendation 13.5  

1. Board establishes an Investor Relations 

Office (IRO) to ensure constant 

engagement with its shareholders. 

 Disclose the contact details of the 

officer/office responsible for investor 

relations, such as: 

1. Name of the person 

2. Telephone number 

3. Fax number 

            4. E-mail address 

 

 

2. IRO is present at every shareholder’s 

meeting. 

 Indicate if the IRO was present during 

the ASM. 

 

 

Supplemental Recommendations to Principle 13 

1. Board avoids anti-takeover measures or 

similar devices that may entrench 

ineffective management or the existing 

controlling shareholder group 

 

 Provide information on how anti-

takeover measures or similar devices 

were avoided by the board, if any. 

 

2. Company has at least thirty percent (30%) 

public float to increase liquidity in the 

market.  

 

 Indicate the company’s public float.  

Optional: Principle 13   

1. Company has policies and practices to 

encourage shareholders to engage with 

the company beyond the Annual 

Stockholders’ Meeting 

 

 Disclose or provide link/reference to 

policies and practices to encourage 

shareholders’ participation beyond 

ASM 
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2. Company practices secure electronic 

voting in absentia at the Annual 

Shareholders’ Meeting. 

 

 Disclose the process and procedure 

for secure electronic voting in 

absentia, if any.  

 

Duties to Stakeholders 

Principle 14: The rights of stakeholders established by law, by contractual relations and through voluntary commitments must be respected. Where 

stakeholders’ rights and/or interests are at stake, stakeholders should have the opportunity to obtain prompt effective redress for the violation of 

their rights. 

Recommendation 14.1   

1. Board identifies the company’s various 

stakeholders and promotes cooperation 

between them and the company in 

creating wealth, growth and sustainability. 

 Identify the company’s shareholder 

and provide information or reference 

to a document containing 

information on the company’s 

policies and programs for its 

stakeholders. 

 

 

Recommendation 14.2   

1. Board establishes clear policies and 

programs to provide a mechanism on the 

fair treatment and protection of 

stakeholders. 

 

 Identify policies and programs for the 

protection and fair treatment of 

company’s stakeholders 

 

 

Recommendation 14.3  

1. Board adopts a transparent framework 

and process that allow stakeholders to 

communicate with the company and to 

obtain redress for the violation of their 

rights. 

 Provide the contact details (i.e., 

name of contact person, dedicated 

phone number or e-mail address, 

etc.) which stakeholders can use to 

voice their concerns and/or 

complaints for possible violation of 

their rights. 

 

Provide information on 

whistleblowing policy, practices and 

procedures for stakeholders 
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Supplement to Recommendation 14.3  

1. Company establishes an alternative 

dispute resolution system so that conflicts 

and differences with key stakeholders is 

settled in a fair and expeditious manner. 

 

 

 Provide information on the 

alternative dispute resolution system 

established by the company. 

 

Additional Recommendations to Principle 14  

1. Company does not seek any exemption 

from the application of a law, rule or 

regulation especially when it refers to a 

corporate governance issue. If an 

exemption was sought, the company 

discloses the reason for such action, as 

well as presents the specific steps being 

taken to finally comply with the applicable 

law, rule or regulation.  

 

 Disclose any requests for exemption 

by the company and the reason for 

the request. 

 

2. Company respects intellectual property 

rights. 

 

 Provide specific instances, if any.   

Optional: Principle 14  

1. Company discloses its policies and 

practices that address customers’ welfare  

 

 Identify policies, programs and 

practices that address customers’ 

welfare or provide link/reference to a 

document containing the same. 

 

 

2. Company discloses its policies and 

practices that address supplier/contractor 

selection procedures 

  

 Identify policies, programs and 

practices that address 

supplier/contractor selection 

procedures or provide link/reference 

to a document containing the same. 
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Principle 15: A mechanism for employee participation should be developed to create a symbiotic environment, realize the company’s goals and 

participate in its corporate governance processes. 

Recommendation 15.1 

1. Board establishes policies, programs and 

procedures that encourage employees to 

actively participate in the realization of the 

company’s goals and in its governance. 

 Provide information on or 

link/reference to company policies, 

programs and procedures that 

encourage employee participation. 

 

 

Supplement to Recommendation 15.1  

1. Company has a reward/compensation 

policy that accounts for the performance 

of the company beyond short-term 

financial measures. 

 

 Disclose if company has in place a 

merit-based performance incentive 

mechanism such as an employee 

stock option plan (ESOP) or any such 

scheme that awards and incentivizes 

employees, at the same time aligns 

their interests with those of the 

shareholders. 

 

 

2. Company has policies and practices on 

health, safety and welfare of its 

employees.  

 

 Disclose and provide information on 

policies and practices on health, 

safety and welfare of employees. 

Include statistics and data, if any.  

 

3. Company has policies and practices on 

training and development of its 

employees. 

 

 Disclose and provide information on 

policies and practices on training 

and development of employees.  

Include information on any training 

conducted or attended.  

 

Recommendation 15.2 

1. Board sets the tone and makes a stand 

against corrupt practices by adopting an 

anti-corruption policy and program in its 

Code of Conduct.  

 

 Identify or provide link/reference to 

the company’s policies, programs 

and practices on anti-corruption 
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2. Board disseminates the policy and 

program to employees across the 

organization through trainings to embed 

them in the company’s culture. 

 Identify how the board disseminated 

the policy and program to 

employees across the organization 

 

Supplement to Recommendation 15.2 

1. Company has clear and stringent policies 

and procedures on curbing and penalizing 

employee involvement in offering, paying 

and receiving bribes. 

 Identify or provide link/reference to 

the company policy and procedures 

on penalizing employees involved in 

corrupt practices.  

 

Include any finding of violations of 

the company policy. 

 

 

Recommendation 15.3   

1. Board establishes a suitable framework for 

whistleblowing that allows employees to 

freely communicate their concerns about 

illegal or unethical practices, without fear 

of retaliation  

 Disclose or provide link/reference to 

the company whistle-blowing policy 

and procedure for employees.  

 

Indicate if the framework includes 

procedures to protect the 

employees from retaliation.  

 

Provide contact details to report any 

illegal or unethical behavior.  

 

2. Board establishes a suitable framework for 

whistleblowing that allows employees to 

have direct access to an independent 

member of the Board or a unit created to 

handle whistleblowing concerns. 

   

3. Board supervises and ensures the 

enforcement of the whistleblowing 

framework. 

 Provide information on how the 

board supervised and ensured 

enforcement of the whistleblowing 

framework, including any incident of 

whistleblowing. 
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The Board has the authority to do so, although there has been no occasion requiring the enforcementof the Company's whistle blowing policy.
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1. About Us / Corporate Governance / Company's Policies / Conflict of Interest Policy
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2. Corporate Governance/ Company's Policies / Fraud PolicyPlease see also the Company's Code of Business Conduct and EthicsAbout Us / Corporate Governance / Code of Business Conductand Ethics
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About Us / Corporate Governance / Code of Business Conducts and Ethics
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Principle 16: The company should be socially responsible in all its dealings with the communities where it operates. It should ensure that its 

interactions serve its environment and stakeholders in a positive and progressive manner that is fully supportive of its comprehensive and balanced 

development. 

Recommendation 16.1   

1. Company recognizes and places 

importance on the interdependence 

between business and society, and 

promotes a mutually beneficial 

relationship that allows the company to 

grow its business, while contributing to the 

advancement of the society where it 

operates. 

 

 Provide information or reference to a 

document containing information on 

the company’s community 

involvement and environment-

related programs.  

 

Optional: Principle 16   

1. Company ensures that its value chain is 

environmentally friendly or is consistent 

with promoting sustainable development 

 

 

 Identify or provide link/reference to 

policies, programs and practices to 

ensure that its value chain is 

environmentally friendly or is 

consistent with promoting sustainable 

development. 

 

 

2. Company exerts effort to interact positively 

with the communities in which it operates 

 Identify or provide link/reference to 

policies, programs and practices to 

interact positively with the 

communities in which it operates. 

 

 

lourenz.mondares
Typewritten Text
As per the Company's Sustainability Report for 2023, it has launched feeding and livehood programs that greatly address local needs and concerns and has likewise invested in education, environmental and social welfare programs primarily directed at the grassroots level.

lourenz.mondares
Typewritten Text
The Company's 100% owned subsidiary, Shangri-La Plaza Corporation, is ISO 9001: 2015 (Quality Management System) and ISO 14001: 2015 (Environmental Management System) Certified. Shangri-La Plaza Corporation owns and operates the Shangri-La Plaza Mall.
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      Compliant

lourenz.mondares
Typewritten Text
      Compliant

lourenz.mondares
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     Compliant

lourenz.mondares
Typewritten Text
SLPC operates a chapel that holds regular weekend masses for Shang Place residents and mall goers. All collections go to the Parish.





NOTICE TO SHAREHOLDERS OF SHANG PROPERTIES, INC. 

Pursuant to the Amended By-Laws of Shang Properties, Inc. (the "Corporation"), all interested 
shareholders 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 to be held on 18 June 2024 at 
EDSA Shangri-La Manila, No. 1 Garden Way, Ortigas Center, Mandaluyong City and via 
remote communication. All nominations should be submitted on or before 19 May 2024 to the 
Corporate Secretary at the following address or by notifying the Corporate Secretary at 
spi.asm@shangproperties.com : 

FEDERICO G. NOEL, JR. 
Shang Properties, Inc. 
Level 5, Shangri-La Plaza Mall 
Edsa cor. Shaw Blvd., 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 directors, executive officers, or persons chosen by the Corporation to become 
directors or executive officers; 
Involvement in legal proceedings, i.e., a description of any of the following events that 
occurred 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 business of which such person was a 
general partner or executive officer either at the time of the bankruptcy or within two 
years prior to that time; 
Any conviction by final judgment, including the nature of the offense, in a criminal 
proceedings, domestic or foreign, or being subject to a pending criminal proceeding, 
domestic or foreign, excluding traffic violations and other minor offenses; 
Being subject to any order, judgment, or decree, not subsequently, reversed, 
suspended, or vacated, of any court of competent jurisdiction, domestic or foreign, 
permanently or temporarily enjoining, barring, suspending or otherwise limiting his 
involvement in any type of business, securities, commodities or banking activities; 
Being found by a domestic or foreign court of competent jurisdiction (in a civil action), 
the SEC or comparable foreign body, or a domestic or foreign exchange or other 
organized trading market or self regulatory organization, to have violated securities or 
commodities law or regulation, and the judgment has not been reversed, suspended, 
or vacated; 
Disclosure if owning directly or indirectly as record and/or beneficial owner of any 
class of the Corporation's voting securities; 
Disclosure if owning voting trust of more than 5% of the Corporation's securities; and 
Should not have any of the disqualifications laid down by prevailing laws, rules, and 
regulations. 

All nominations shall be subject to pre-screening by the Corporation's Nomination Committee 
which shall prepare the final list of nominees. 

Interested shareholders may also submit on or before 19 May 2024, their proposals for 
matters to form part of the Agenda for the Annual Shareholders Meeting. 

By Qrder of the Nomination Committee. 
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EMILUISA CORTEZ PENANO 

CURRICULUM VITAE OVERVIEW 

 

PROFESSIONAL EXPERIENCE 

Atty. Penano joined the SPI family in 2020 as Deputy General Counsel. She also acts as Counsel 

and Corporate Secretary for The Rise Condominium Corporation.  

During the third quarter of 2022, she has assumed the additional responsibilities of being the 

Compliance Officer for the Annual Corporate Governance Report, as well as for the Sustainable 

Report of the SPI.  In March of 2023, she has also taken on the role of Counsel for the Shangri-La 

Plaza Mall.  

Prior to her current engagement with SPI, Atty. Penano has worked in the public sector, both in 

the national and local government settings, for an aggregate period spanning more than two 

decades. In brief, she has worked with the Department of Agrarian Reform, the Foreign-Assisted 

Projects Office, the Cagayan Economic Zone Authority, the Government Procurement Policy 

Board-Technical Support Office, the Taguig City Government, and in the House of 

Representatives of the Philippines in various capacities, such as: legal counsel/executive 

assistant/project manager/chief of staff/executive director/consultant. She has also worked as a 

partner in a law firm in Makati City. 

Pertinent to her current responsibility as SPI Compliance Officer are her relevant previous work 

experiences as a legal consultant performing legal investigations/doing/being part of legal, 

technical and financial audit of various foreign assisted projects. As Legal Consultant/Executive 

Assistant/Chief of Staff, she also spearheaded and supervised the Taguig City Government’s 

compliance with the Department of Interior and Local Government’s (DILG) Seal of Good 

Housekeeping (SGH) from 2011-2013, and the DILG’s Seal of Good Local Governance (SGLG) from 

2014 until 2018, as well as the Seal of Child-Friendly Local Governance (SCFLG) from 2014 to 

2018.  The SGH, which was the precursor of the SGLG, measured the financial transparency and 

instituted public reporting of budget and expenditure of local governments (as per the Full 

Disclosure Policy). It is one of the earliest efforts to institutionalize results-based performance 

management in the country. The SGH evolved into the SGLG which is a progressive system that 

gives distinction to remarkable local government performance across several areas as follows: 

Financial Administration and Sustainability; Disaster Preparedness; Social Protection and 

Sensitivity; Health Compliance and Responsiveness; Sustainable Education; Business-Friendliness 

and Competitiveness; Safety, Peace and Order; Environmental Management; Tourism, Heritage 

Development, Culture and Arts; and Youth Development. The SCFLG, meanwhile, is one of the 

strategies developed to achieve a Child-Friendly Philippines by making it as a recognition system 
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for local government units (LGUs) that deliver positive results for children’s well-being (as shown 

in the LGUs’ giving priority to children in their planning, budgeting, legislation and delivery of 

services, as well as in their ability to assure that all children enjoy their rights to survival, 

development, protection, and participation).   

EDUCATIONAL ATTAINMENT  

Atty. Penano graduated at the top of her high school class in 1986 from Saint Theresa’s College, 

Quezon City. She then obtained her BS Legal Management degree with an Honorable Mention 

award from the Ateneo de Manila University in 1990. In 1995, she finished her Bachelor of Laws 

with a Best Law Intern award from the University of the Philippines College of Law. In 1996, while 

already employed with the public sector, she passed the Bar.  
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For Level 4 to 5

Division/Department:    
Position:

Basis Equivalent 

Points

Sources Total 

Points

Actual 

Score

100 % Achievement of Target

2024 Aggressive Budget

25 Points

Between 95% - 99% of Target

2024 Aggressive Budget

15 Points

100 % Achievement of Target

2024 Aggressive Budget

25 Points

Between 95% - 99% of Target

2024 Aggressive Budget

15 Points

TOTAL - COMPANY-WIDE GOALS 50

DIVISIONAL/DEPARTMENTAL GOALS (FINANCIAL/OPERATIONAL GOALS)

1 Goal 1 (Please identify) 100 % Achievement of Target

YE 2023:____________

Target 2024:_________

10 Points Financial 

Statement as of:

10

2 Goal 2 (Please identify) 100 % Achievement of Target

YE 2023:____________

Target 2024:_________

10 Points Financial 

Statement as of:

10

3 Goal 3 (Please identify) 100 % Achievement of Target

YE 2023:____________

Target 2024:_________

10 Points Divisional/

Departmental  

Records as of:

10

TOTAL - DIVISIONAL DIVISIONAL/DEPARTMENTAL GOALS 30

INDIVIDUAL GOALS

1 Mandatory Occupational Safety and Health Training Attended the OSH Training by 

30 September 2024

5 Points FLS Record 5

2 Mandatory Fire, Life, Safety Training Attended the FLS Training by 

30 September 2024

5 Points FLS Record 5

3 Attend Evacuation Drill December 2023 - September 

2024

5 Points HR Record 5

4 No Disciplinary Record December 2023 - September 

2024

5 Points HR Record 5

TOTAL - INDIVIDUAL GOALS 20

TOTAL KEY PERFORMANCE INDICATOR GOALS 100

Conforme:_________________________________
                     Printed Name, Signature and Date

2 EBITDA (Earnings Before Interest, Taxes, Depreciation and 

Amortization)

Financial 

Statement as of:

I am aware that for the year 2024, the Company is strictly implementing the Key Performance Indicators. The goals have been explained to me and should

there be a bonus at the end of 2024, the number of points achieved with KPI Goals will be used as one of the measurements to establish such bonus. Also,

I agree and understand that bonuses are at the absolute discretion of the Company and are based on the performance of the company and my own

individual contribution.  

Key Performance Indicators 2024

Name of Employee: 

Goals

COMPANY-WIDE GOALS

1 Gross Operating Revenue (GOR) Financial 

Statement as of:

25

25
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For Level 3

Division/Department:    
Position:

Basis Equivalent 

Points

Sources Total 

Points

Actual 

Score

100 % Achievement of Target

2024 Aggressive Budget

25 Points

Between 95% - 99% of Target

2024 Aggressive Budget

15 Points

100 % Achievement of Target

2024 Aggressive Budget

25 Points

Between 95% - 99% of Target

2024 Aggressive Budget

15 Points

TOTAL - COMPANY-WIDE GOALS 50

DIVISIONAL/DEPARTMENTAL GOALS (FINANCIAL/OPERATIONAL GOALS)

1 Goal 1 (Please identify) 100 % Achievement of Target

YE 2023:____________

Target 2024:_________

10 Points Financial 

Statement as of:

10

2 Goal 2 (Please identify) 100 % Achievement of Target

YE 2023:____________

Target 2024:_________

10 Points Financial 

Statement as of:

10

3 Goal 3 (Please identify) 100 % Achievement of Target

YE 2023:____________

Target 2024:_________

10 Points Divisional/

Departmental  

Records as of:

10

TOTAL - DIVISIONAL DIVISIONAL/DEPARTMENTAL GOALS 30

INDIVIDUAL GOALS

A. Specific Job Related Goal/Project

1 Goal/Project 1 (Please identify) 100 % Achievement of Target

YE 2023:____________

Target 2024:_________

10 Points Departmental 

Records as of:

5

2 Goal/Project 2 (Please identify) 100 % Achievement of Target

YE 2023:____________

Target 2024:_________

10 Points Departmental 

Records as of:

5

TOTAL - INDIVIDUAL GOALS 10

B. Corporate Governance

1 Mandatory Occupational Safety and Health Training, FLS Training and 

Attend Evacuation Drill

Attended the OSH Training by 

30 September 2024

5 Points FLS Record 5

2 No Disciplinary Record December 2023 - September 

2024

5 Points HR Record 5

TOTAL - INDIVIDUAL GOALS 10

TOTAL KEY PERFORMANCE INDICATOR GOALS 100

Conforme:_________________________________
                     Printed Name, Signature and Date

2 EBITDA (Earnings Before Interest, Taxes, Depreciation and 

Amortization)

Financial 

Statement as of:

25

I am aware that for the year 2024, the Company is strictly implementing the Key Performance Indicators. The goals have been explained to me and should

there be a bonus at the end of 2024, the number of points achieved with KPI Goals will be used as one of the measurements to establish such bonus. Also,

I agree and understand that bonuses are at the absolute discretion of the Company and are based on the performance of the company and my own

individual contribution.  

Key Performance Indicators 2024

Name of Employee: 

Goals

COMPANY-WIDE GOALS

1 Gross Operating Revenue (GOR) Financial 

Statement as of:

25
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CORPORA TE GOVERNANCE 

Policy No. 
Subject ENTERPRISE RISK MANAGEMENT SYSTEM 

Page 1 of 2 

Prepared by JM Logrono 

Reviewed and 
Recommended by Executive Committee 

Approved 
by 

Date Date 

I. Overall Risk Management Philosophy of the Company

01 July 2014 

Shang Properties, Inc. and its subsidiaries (collectively, the 11Company") is
guided by an organizational culture that optimizes ability to achieve strategic
objectives while ensuring appropriate management of evolving risks.

Each year 1 the Board reviews the risks affecting the Company and evaluates
the effectiveness of the internal control framework covering: (i) setting of
objectives and budgets, (ii) the establishment of regular reporting of financial
information, in particular, the tracking of deviations between actual
performances and budgets/targets; (iii) the delegation of authority; and (iv)
the establishment of clear lines of accountability

II. Risk Policy

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

Strategic risk

Strategies and objectives of the Company as a whole are determined by the
Board. 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 conduct
and operations of individual business units within the · Company. This
includes the review and approval of business strategies and plans, the
setting of business related performance targets as well as the design and
implementation of internal controls.
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Title of Manual: Document No: 

Information Technology Department DPMIT�3.2 

SHANG 
Document Name: Effectivity Date: 

01/01/2018 

Information Security 
Page; 

1 of 7 

1.0 Objective: 

To establish a procedure that will provide protection for information system, seNices 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 multiple IP addresses to machines located in internal networks, without
the existence of these machines being revealed on the external network. Instead,
only a single or small number of IP addresses are advertised to the external network,
which are then mapped by the router/firewall to the machines on the internal network.

6. Malware - come in many forms, such as viruses, Trojan horses, spyware 1 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 harmless, 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 document must not be reproduced or photocopied without prior approval of the Management 
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Title of Manual: Document No: 

Information Technology Department DP-IT-3.5 

SHi\NG 
Document Name: Effectlvlty Date: 

Disaster Recovery 01/01/2018 

Page; 

1 of 6 

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 SPl'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-lT-2.1 IT Equipment Lifecycle Management 
DP-IT-2.3 Local Area Network Maintenance 
DP-IT-3.2 Information Security 
DP-IT-3.4 Backup, Recovery and Archiving 

Authorized copy of this document must contain the Official Document Seal and SPI Logo. 
This document must not be reproduced or photocopied without prior approval of the Management of SP!. 
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Title of Manual: 
Document No: 

Information Technology Department DP-IT-3.5.A 1 

SHANG 
Document Name:. Effectlvity Dat!!: 

Disaster Recovery Team 01/01/2018 

Page: 

1 of 2 

I. Purpose

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

II. Disaster Recovery Team and their Responsibilities

Recovery Manager I Group IT Manager - Operations 

This individual needs to be a skilled manager/administrator who is accustomed 
to dealing with pressure situations. He should be a "problem solver0 as there 

be many problems arise that have not been anticipated in advance. He 
must be able to delegate responsibility to others. He must also have signature 
authority to expend funds as a part of the disaster recovery process. 

Facilities Coordinator/ Chief Engineer 

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

IT Coordinator/ IT Manager 

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

Administrative Coordinator I Asst. HR Manager 

This individual needs to be skilled in the business operations of the 
Corporation. He should also be a 11people person" who can deal with 
empioyees and their families during hard times. 

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

'1 
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Title of Manual: Document No: 

Information Technology Department DP-IT-3.4 A 1 

SHANG 
Document Name: Effectivity Date: 

Backup, Recovery and Archiving 01/01/2018 

Procedure 
Fage: 

1 of 6 

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.

2. Restore - The process of bringing off line storage data back from the offline media
and putting it on an online storage system such as a file server.

3. Running the backup - actual performance of the backups.
4. Backup generation - copy of backup that was done in the particular course
5. Full Backup -A full backup creates a copy of every file on a storage device. This is

absolutely the most complete, comprehensive, and foolproof type of backup.
6. Incremental Backup -An incremental backup creates a copy of files that have

changed (modified, added to, or created) since the last backup was performed.
7. Backup Operator - The designated IT Staff conducting the backup and restore

procedure
8. Backup Administrator-The role of IT Manager in managing the storage growth,

backup retention policy, restore requests and making sure backups are completed.

4.0 References: 

• None

Authorized copy of this document must contain the Official Document Seal and SPl Logo. 
This document must not be reproduced or photocopied without prior approvar of the Management 
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Title of Manual: Document No: 

Information Technology Department DP-IT-3.2a 

SSHANG 
Document Name: Effectivity Date: 

Email Security July 15, 2022 

Page: 

1 of 4 

1.0 Objective: 

The purpose of the Company's email policy is to ensure the proper use of the email system 
and make authorized users aware of the acceptable and unacceptable use. This prevents 
the loss of intellectual property as a result of leaks to confidential and personal information. 

2.0 Scope: 

The procedure is applicable to all email accounts registered under SPI and its subsidiaries. 

3.0 Definitions: 

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

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

3. Spam Mail - also known as junk email, refers to unsolicited email messages, usually
sent in bulk to a large list of recipients.

4. Quarantined email - A quarantined email has been through an email filtering system
that flags it as a potential threat to your network security. The email filtering system
then moves it to a quarantine area instead of delivering it to the recipient's in box.

5. Whitelisting - is the process of adding an email to an approved sender list, so emails
from that sender are never moved to the spam folder. Instead, when a recipient
whitelists an email address, they are confirming that they know and trust the sender.

4.0 Reference: 
None 

5.0 Details: 

Legal Risk 

Email is a business communication tool and users are obliged to use this tool in a 
responsible, effective, and lawful manner. It is important that users are aware of the legal 
risks of email: 

■ If user sends/forwards emails with any libelous, defamatory, offensive, racist or
obscene remarks, he/she can be held liable together with the company.

■ If user unlawfully sends/forwards confidential information, he/she can be held liable
together with the company.

• If user unlawfully forwards/copies messages without permission, he/she can be
held liable together with the company for copyright infringement.

• If user sends an attachment that contains a virus, he/she can be held liable together
with the company.

Email Account Policy 

1. For standardization of email accounts, email address will be patterned as
First name followed by the Last name separated by a period.

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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SHANG PROPERTIES INC. 

OH&S MANUAL 

 Document No. : OHSM-SPI-5.1 Eff. Date :  01-29-2021 

 Revision No. : 00 Pages : 1 of 1 

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.

Wilfred Woo 
Executive Director 
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HUMAN RESOURCES AND ADMINISTRATIVE SERVICES POLICIES AND PROCEDURES 

TRAINING POLICY 

POLICY NO. 

Page No. 2 of 4 

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 training 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/her 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: 

 For In-House Training, HR will register and enroll the employee. 

 For Local and International Training/Conference, employee must accomplish 
the required Registration Form and submit to the training provider.  
Employee will also handle his/her 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: 

 In-House Training – at least five (5) working days before the actual training 
date 

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

 International Training/Conference – at least one (1) month or thirty (30) 
calendar days before the actual training date 
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e. A Training Bond Agreement (See Annex D) may be signed based on management 

discretion and assessment.  
 

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

 
g. 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. 

 
i. 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: 
 

 More than 15minutes tardy 
- 1st occurrence : Written Warning 
- 2nd occurrence : Warning for Dismissal 

 

 Non-attendance 
- 1st occurrence : Written Warning 
- 2nd 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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j. 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. 

 
k. New Employee Orientation will be conducted twice a month at the start of the 

payroll cut-off date or every 6th and 21st of the month.  If any of these dates fall on a 
weekend, New Employee Orientation will be conducted on a Monday after the 6 th 
and 21st 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 
 

    
 

  

                           Shang Properties,  Inc. and subsidiaries 

   

  
  TRAINING REQUEST FORM 

 
  PERSONAL INFORMATION 

   Employee Name:   

 

       Employee ID no. 

 

    

   Position Title:         Div./Dept.   

   

 

        

   TRAINING DETAILS 

   Program/Course Title:       Training fee: 

                     

   Training Provider:         Company to cover: 

            Transportation 

             Accommodation 

             Per Diem 

             Meals 

*applicable only for international 

training 

 
  

 

        

 

  
Venue of Training: 

  

       

 

  

Inclusive Dates: 

  

 

 

  Time:   

   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 
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Training Report Form 

 
DP-HRD-3.3F2 

Page:  
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Name:   Employee  ID no.: 

Seminar Title:   Div./Dept.:  

Training Provider: 
Venue: 

 Date:  
 

 
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-à-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 
over printed name 

 Signature of immediate supervisor  
over printed name 
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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 3 2 1 

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 3 2 1 

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

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

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

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

             

Comments:            

  

  

  

             

Please rate the set-up facilities below:  5 4 3 2 1 

1.  Venue accessibility and convenience               

2.  Training material adequacy and completeness              

3.  Food adequacy and taste                

             

Comments:            

  

  

  

             

 

 

POST- EVALUATION FORM  
_____________________ 

                                              COURSE TITLE & DATE 
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Overall Rating  5 4 3 2 1 

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   
 

 
 

TRAINING BOND AGREEMENT 
 
 
 

 

I, ____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, I terminate my employment with the Company before the completion 
of the training bond date, I 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: 

iodBondingPer

MonthsofUnserved
tTotalAmoun

#
  

 
I, the undersigned, sign this Training Bond agreement on __________ at 
Mandaluyong City, in confirmation that I fully understand and accept the terms and 
conditions stated herein. 
 
 
 
Name & Signature of Employee 
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New Employee Onboarding Checklist 

 
DP-HRD-2.3A1 

Page:  

10 of 13 
 

 
Name of Employee  : ____________________________________ 
 
Date of Hire   : _______________________________________ 

 
Name Company  : ____________________________________ 

 
Division / Department  : ____________________________________ 

 
Position / Designation  : ____________________________________ 

 
Immediate Superior  :_____________________________________ 

 

Description Responsible 
Signature 

(if 
completed) 

Date 
Remarks/ 

Code no. if 
applicable 

Pre-employment 
requirements 

BP   
 

New Employee 
Requirement checklist 

BP   
 

Attendance to new 
employee orientation 

Training & OD   
 

Orientation on code of 
ethics/ code of conduct 

Training & OD   
 

Orientation & Enrollment in 
iAccess 

iAccess Admin   
 

Bioscrypt enrollment for 
timekeeping 

iAccess Admin   
 

Door access iAccess Admin   
Door Access 
no.: 

Company ID BP   
Employee ID 
no.: 

Payroll account enrolment BP   
 

Inclusion to payroll list BP   
 

Enrollment to group 
accident insurance 

BP   
 

 
Employee name and signature : _______________________________ 
 
Date signed    : _______________________________ 

 
 



 
PROCESS FLOW (LOCAL TRAINING) 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Training participant 
accomplishes the training 

request form and forward to 
his/ her immediate superior 

and Division Head 

The requesting Division 
shall forward the form to 

HRD for review and 
approval 

YES 

END 

Approved? 

NO 

HR shall inform the 
requesting Division 

and give a copy of the  
approved form 

Participant shall register 
directly to the training 
provider and provide 

SOA to HR 

 

  Approved? 

YES 

NO 

HR shall return the 
form and inform the 
requesting Division 

START 

HR shall process the 
payment of the training 

 

Participant attends the 
training 

Participant submits the 
following documents to 
HR upon return in the 

office: 
Training Report Form 

Post Evaluation 
Photocopy of the training 

certificate 

END 

END 



 
PROCESS FLOW (INTERNATIONAL TRAINING) 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Training participant 
accomplishes the training 

request form and forward to 
his/ her immediate superior 

and Division Head 

The requesting Division 
shall forward the form to 

HRD for review and 
approval 

YES 

END 

Approved? 

NO 

HR shall inform the 
requesting Division 

and give a copy of the  
approved form 

Participant shall register 
directly to the training 
provider and provide 

SOA to HR 

 

  Approved? 

YES 

NO 

HR shall return the 
form and inform the 
requesting Division 

START 

HR shall process the 
payment of the training 

 

Participant attends the 
training 

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

Training Report Form 
Post Evaluation 

Photocopy of the training 
certificate 

END 

END 

Participant process 
transportation and 

accommodation, per 
diem requirements 

 



 
 

PROCESS FLOW (NEW EMPLOYEE ORIENTATION) 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

HR schedules the new 
employee orientation. 

HR conducts the 
orientation 

START 

Employee attends 
scheduled NEO. 

Employee signs off the 
New employee checklist 
form after the orientation 

 

END 

HR files the form in the 
employee’s 201  
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