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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.  

  

 

 

 

 



Division/Department:    
Position:

Basis Equivalent 

Points

Sources Total 

Points

Actual 

Score

100 % Achievement of Target

2025 Aggressive Budget

25 Points

Between 95% - 99% of Target

2025 Aggressive Budget

15 Points

100 % Achievement of Target

2025 Aggressive Budget

25 Points

Between 95% - 99% of Target

2025 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 2024:____________

Target 2025:_________

10 Points Financial 

Statement or 

Div/Dept Records 

as of:

10

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

YE 2024:____________

Target 2025:_________

5 Points Financial 

Statement or 

Div/Dept Records 

as of:

5

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

YE 2024:____________

Target 2025:_________

5 Points Financial 

Statement or 

Div/Dept Records 

as of:

5

TOTAL - DIVISIONAL DIVISIONAL/DEPARTMENTAL GOALS 20

2 EBITDA (Earnings Before Interest, Taxes, Depreciation and 

Amortization)

Financial 

Statement as of:

25

Key Performance Indicators 2025

Name of Employee: 

Goals

COMPANY-WIDE GOALS

1 Gross Operating Revenue (GOR) Financial 

Statement as of:

25
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Division/Department:    
Position:

Basis Equivalent 

Points

Sources Total 

Points

Actual 

Score

INDIVIDUAL GOALS

A. Specific Job Related Goal/Project

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

YE 2024:____________

Target 2025:_________

10 Points Departmental 

Records as of:

10

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

YE 2024:____________

Target 2025:_________

10 Points Departmental 

Records as of:

10

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

YE 2024:____________

Target 2025:_________

10 Points Departmental 

Records as of:

10

TOTAL - INDIVIDUAL GOALS 30

Conforme:_________________________________
                     Printed Name, Signature and Date

I am aware that for the year 2025, 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 2025, 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 2025

Name of Employee: 

Goals
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The Group is composed of the subsidiaries listed below: 
 
  Ownership % 
Nature and name of entity 2025 2024 2023 
Property development:    

Shang Properties Realty Corporation (SPRC) 100 100 100 
Shang Property Developers, Inc. (SPDI) 100 100 100 
The Rise Development Corporation, Inc. (TRDCI) 100 100 100 
Shang Wack Wack Properties, Inc. (SWWPI) 100 100 100 
SPI Property Holdings, Inc. (SPI-PHI) 100 100 100 
SPI Land Development, Inc. (SPI-LDI) 100 100 100 
Rapidshare Realty and Development Corporation (RRDC) 100 100 - 

Hotel operation:    
Shang Global City Properties, Inc. (SGCPI) 60 60 60 

Leasing:    
SPI Parking Services, Inc. (SPSI) 100 100 100 
Shangri-la Plaza Corporation (SLPC) 100 100 100 
KSA Realty Corporation (KSA) 70.04 70.04 70.04 
SPI Property Developers, Inc. (SPI-PDI) 100 100 100 

Real estate:    
Ivory Post Properties, Inc. (IPPI) 100 100 100 
KPPI Realty Corporation (KRC) 100 100 100 
Martin B Properties, Inc. (MBPI) 100 100 100 
New Contour Realty, Inc. (NCRI) 100 100 100 
Perfect Sites, Inc. (PSI) 100 100 100 
Shang Fort Bonifacio Holdings, Inc. (SFBHI) 100 100 100 
Shang Global City Holdings, Inc. (SGCHI) 100 100 100 
Sky Leisure Properties, Inc. (SLPI) 100 100 100 

Property management:    
KPPI Management Services Corporation (KMSC) 100 100 100 
Shang Property Management Services, Inc. (SPMSI) 100 100 100 

Other supplementary business:    
Gipsey, Ltd. (Gipsey) 100 100 100 
Silver Hero Investments Limited (SHIL) 100 100 100 
EPHI Logistics Holdings, Inc. (ELHI) 60 60 60 

 
Except for Gipsey and SHIL, which were incorporated in the British Virgin Islands (BVI) and use Hong Kong 
dollars (HK$) as their functional currency, all the other subsidiaries were incorporated and registered in the 
Philippines which use Philippine Peso as their functional currency. 
 
All subsidiary undertakings are included in the consolidation. The proportion of the voting rights in the 
subsidiary undertakings held directly by the Parent Company do not differ from the proportion of ordinary 
shares held. 
 
The summarized financial information of subsidiaries with significant non-controlling interest as at and for the 
years ended December 31, 2025 and 2024 are disclosed in Note 9. 
 
(a) Subsidiaries 

 
Subsidiaries are all entities (including structured entities) over which the Group has control. The Group 
controls an entity when the Group is exposed to, or has rights to, variable returns from its involvement with the 
entity and has the ability to affect those returns through its power over the entity. Subsidiaries are fully 
consolidated from the date on which control is transferred to the Group. These are deconsolidated from the 
date that control ceases. 
 
The Group also assesses the existence of control where it does not have more than 50% of the voting power 
by virtue of de facto control. De facto control may arise in circumstances where the size of the Group’s voting 
rights relative to the size and dispersion of holdings of other shareholders give the Group control over the 
investee. 
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Whenever the Group obtains control of one or more other entities, it assesses whether the acquired group of 
net assets constitutes a business. In assessing whether a transaction is an acquisition of a business or 
assets, the Group identifies the elements in the acquired group, assesses the capability of the acquired group 
to produce outputs, and assesses the capability of a market participant to produce outputs if missing elements 
exist. If the assets acquired are not a business, the Group accounts for the transaction or other event as an 
asset acquisition. 
 
The Group applies the acquisition method to account for business combinations. The consideration 
transferred for the acquisition of a subsidiary is the fair values of the assets transferred, the liabilities incurred 
to the former owners of the acquiree and the equity interests issued by the Group. The consideration 
transferred includes the fair value of any asset or liability resulting from a contingent consideration 
arrangement. Identifiable assets acquired and liabilities and contingent liabilities assumed in a business 
combination are measured initially at their fair values at the acquisition date. On an acquisition-by-acquisition 
basis, the Group recognizes any non-controlling interest in the acquiree either at fair value or at the non-
controlling interest’s proportionate share of the recognized amounts of acquiree’s identifiable net assets. 
 
Acquisition-related costs are expensed as incurred. 
 
If the business combination is achieved in stages, the acquisition date carrying value of the acquirer’s 
previously held equity interest in the acquiree is remeasured to fair value at the acquisition date through profit 
or loss. 
 
Any contingent consideration to be transferred by the Group is recognized at fair value at the acquisition date. 
Subsequent changes to the fair value of the contingent consideration that is deemed to be an asset or liability 
is recognized in accordance with PFRS 9 either in profit or loss or as a change to other comprehensive 
income. Contingent consideration that is classified as equity is not re-measured, and its subsequent 
settlement is not accounted for within equity. 
 
If the excess of the consideration is transferred, the amount of any non-controlling interest in the acquiree and 
the acquisition-date fair value of any previous equity interest in the acquiree over the fair value of the 
identifiable net assets acquired is recorded as goodwill. If the total of the consideration is transferred, and the 
difference of the non-controlling interest recognized and previously held interest measured is less than the fair 
value of the net assets of the subsidiary acquired in the case of a bargain purchase, the difference is 
recognized directly in profit or loss. 
 
Inter-company transactions, balances and unrealized gains on transactions between Group companies are 
eliminated. Unrealized losses are also eliminated. When necessary, amounts reported by subsidiaries have 
been adjusted to conform with the Group’s accounting policies. 
 
(b) Changes in ownership interests in subsidiaries without change of control 
 
Transactions with non-controlling interests that do not result in loss of control are accounted for as equity 
transactions - that is, as transactions with the owners in their capacity as owners. For purchases from non-
controlling interests, the difference between any consideration paid and the relevant share acquired of the 
carrying value of net assets of the subsidiary is recorded in equity. Gains or losses on disposals to non-
controlling interests are also recorded in equity. 
 
Disposal of subsidiaries 
 
When the Group ceases to have control, any retained interest in the entity is re-measured to its fair value at 
the date when control is lost, with the change in carrying amount recognized in profit or loss. The fair value is 
the initial carrying amount for purposes of subsequently accounting for the retained interest as an associate or 
financial asset. In addition, any amounts previously recognized in other comprehensive income in respect of 
that entity are accounted for as if the Group had directly disposed of the related assets or liabilities. This may 
mean that amounts previously recognized in other comprehensive income are reclassified to profit or loss. 
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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 

ATTACHMENT 7-A















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. 

I 

'1 

ATTACHMENT 7-C





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 

ATTACHMENT 7-D













ATTACHMENT 7-E

















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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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 



 
Annex C: Post- Evaluation Form Page 2 

 
 

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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