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ACKNOWLEDGEMENT

I acknowledge that I have read, understand, and will abide with Employee Remote

Work Policy, Computer Acceptance Form, and lnternet Usage Policy:

a lr€ luzo s:so AM

J

DiPIol
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Computer Acceptance Form

ln aeeepting the use of iPloy's Computer as part of business continuity plan to work from home.
agree to the following conditions:

o I understand that I am solely responsible for the computer while in my possession.

o I shall only use the computer for iPloy's operational related purposes.

o I shall keep the computer in good working order and will notify lT Team and/or Team Leader

of any defect or malfunction during my use.

o I shall not install and/or download any unauthorized software and/or applications

o I shall not allow the computer to be used by an unknown or unauthorized person. I assume the
responsibility for the actions of others while using the computer.

o lf the computer is lost, stolen or damaged, the incident must be reported to the lT Team

and/or Team Leader within 24 hours.

o I agree to pay all the costs associated with the damage, negligence or intentional misuse, loss

of, or theft of the Computer and its accessories for an amount of One thousand Dollars (USD

1,000.00) while it is checked out to me.

o I understand that a violation of this agreement may result in further discipline up to and
includingtermination of employment and/or legal action.

Description of ltem Serial Number
Dell Optiplex (CPU)

Dell Monitor 17"

Keyboard
Mouse

AVR

Wireless Broadband

etoo$".nq rcn#ifr" " Date elzElzozo 3'.9;P q+rrt

lT Specialist's Printer Name and Signature

Additional checks on return

ls the components working? YES / NO

lf NO, please describe the damage:

Date

I



Employee Remote Work PolicY

Policy brief & purpose

The purpose of this policy is to answer the ongoing threat of coVlD-19 and with iPloy's best interest to protect

our employees from this unprecedented event. The employee remote work policy outlines our guidelines for

employees who work from a location other than our offices. We want to ensure that both employees and our

company will benefit from these arrangements.

Scope

This policy applies to employees whose primary work location is not at our offices, and work-from-home is

applicable.

Policy elements

Remote working is a temporary agreement and/or arrangement between employees and iPloy lnc. to work

from a non-office location until the "community quarantine" or COVID-19 threat is rectified in Cebu City.

Remote working agreement

Employees may work remotely on a temporary basis only until COVID-19 has been rectified or the local

authorities deemed it's safe to go back working in the office'

Remote working that works

To ensure that employee performance will not suffer in remote work arrangements, we advise our remote

employees to:

o Need to clock in and out on easing clocking for attendance'

r Must report connection difficulties immediately, unable to perform his or her duty within the shift will

be tag as unpaid.
o Choose a quiet and distraction-free working space'

o English language minimal background noise

o Have an internet connection that's adequate for their job'

o Dedicate their full attention to their job duties during working hours.

o Adhere to break and attendance schedules agreed upon with their manager.

o Ensure their schedules overlap with those of their team members for as long as is necessary to

complete their job duties effectively.

Team members and managers should determine long-term and short-term goals. They should frequently meet

online to discuss progress and results.

Compliance with Policies

Our remote employees must follow our company's policies like their office-based colleagues. Examples of

policies that all employees should abide by are:

L



9rH floor, Ayala Center Cebu Tower

Bohol Avenue, Cebu Business Park

Cebu City, Cebu, 6000
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Equipment

Employees are allowed to use their own internet connection if it can handle the day to day workload of their
job. Whilst we will also provide our remote employees with equipment that is essential to their job duties,
like computers, headsets and wireless broadband (when applicable.) We will installVPN and company-
required software when employees receive their equipment or using their own equipment.

Equiprnent that we provide is corlpany property. Employees must keep it safe and avoid any misuse.

Specifically, employees must:

r Keep their equipment password protected.

o Store equipment in a safe and clean space when not in use.

o Follow all data encryption, protection standards and settings.

o Refrain from downloading suspicious, unauthorized or illegalsoftware.

HR will discuss the Computer Acceptance Form and lnternet Usage Policy for eligible employees.

Prepared by:

Carlos Gotiong
General Manager

Noted by:

Alfredo Doc Camarillo ir.
Director of Operations

Abelardo Dagalea

Operations Manager

Marishka lris Arcilla
Human Resourc

L
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lnternet Usage policy

This lnternet Usage Policy applies to all employees of iPloy lnc. who have access to computers and the rnternet to be used inthe performance of their work' Use of the lnternet by employees of iproy rnc. is permitted and encouragecJ where such usesupports the goals and obiectives of the business' However, access to the rnternet through iproy rnc. is a privirege and a,employees must adhere to the policies concerning computer, Emair and rnternet usage. Vioration of these poricies courd resurtin disciplinary and/or legal action leading up to and including termination of emproyment. Emproyees may arso be herdpersonally liable for damages caused by any violations of this policy. A, emproyees are required to acknowredge receipt andconfirm that they have understood and agree to abide by the rures hereunder.
Computer, Email, and lnternet Usage

:"jffi:ff":'"",?I:"ffi:tT::"',AffiIflffi:responsibrv and productivery. rnterner access is rimited io job-

"ffi:ilt:l 
activities include research and educationar tasks that may be found via the Inrernet that wourd help in an

#il :T": 
r,:'"iil:l:.^.:T 

T" 
d: 

l:" " T, l,:d a n d/o r rec e ived by i p 
I oy,

:'J;1":::,:Jff:,::::"., ,,u oi ;;;"-*ff;;,".'n',I'#:ffJ Lfi:;:I:ffIJ::.il:i:::l::t:^1,: yon€ to
appropriate third parties disclosure for legal reasons or to othere The equipment' services and technology tlsed to access the Internet are the property of iploy rnc. ancr the companyffi:fitl"";::1,::f itor lnternet traffic and monitor and access data that is cornposecr, ,*nt or'r".eived rhroug'' ,'ilih:::I'ilff:ffililJl:';l'iil.'i;i:"H;:ffiH:l,,;[:i*is deemed to be orrensive rhis incrudes,

' liH:::;:lJ#il:::' "' be monitored and/or btoJed bv iprov rn.-. ir tn"y are deemed ro be harmrur and/or notr The installation of software such as instant messaging technorogy is strictry prohibited

Unacceptable use of internet by employees includes, but is not limited to:

r Sending or posting discriminatory, harassing, or threater .

service --." !'s'qJrlrrs' ur .Il.eatenlng messages or images on the lnternet or via iploy,s emailr using computers to perpetrate any form of fraud, and/orsoftware, film or music piracyr stearing, using, or discrosing someone erse,s password without authorizationI Downloading' copying or pirating software and electronl. r,ru. that are copvrighted or without authorization: ;:il:;;I ff::',|n;:ffi;:1,1:'ecrets' 
or proprietary inrormation oui.ial or,h" o.r,nization

r sending or posting information that is defamatory to the company, its products/services, coreagues and/or customers' [::*;,'::"Il|x|,:::,;"ffff:to the companv network and/ori"op*i,r,nu the security or the organization,sr sending or posting chain letters' solicitations, or advertisements not rerated to business purposes or activitieso Passing off personar views as representing those of the organization

l:ff::::::Jilil,,i?,1t"*n" constituted acceptabte rnternet usase, then helshe shourd ask his/her supervisor ror

Ali terms and conditions as stated in this document are applicable to all users of iploy,s network and lnternet connection. Allte165 31'',6 conditions as stated in this document reflect an agreement of ail parties a,d shourd be governecr and interpretecJ in

;":::, "#[:H,#.procedures 
mentioned above. Anv user viotating these poricies is subject to disciprinary actions

User Compliance



Company Asset/s Release Permit

:ffi;:*i{:i;{!;i::,:y[::;:"::,t,i,O
Otficerc prlor releoslng the compony osse8,.

-1 Acknowledgement (of reading, understandinB, and will
e6ide with the Employee Remote Work Policy, Computer
Acceptance Form, lnternet Usage Poliry and Asset Code
form.

Q Employee femporary Remote Work Policy

fl Computer Acceptance Form
lZ lntemet Usage Policy

g-Asset Code

Checked by:

SG on duty:.
*CKilOW[g06gMEttlr

Date Released:
Over Printed

giffir

I aqlfiowledge that I have read, understand, and wiltabide wlth Employee Remote
work Policy, computerAcceptailcE:Fcrmi and lnternet usage poricv,

,rsQ 4 llio V

n
\/

Name of

.lq.J
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ComPuter AccePtance Form

lnacceptinBtheuseofiPloyscomputelaspartofbusinesscontinuityp|antoworkfromhome,lagreetothefollowingconditionsl

.lunderstandthatlamsolelyresponsibleforthecomputerwhileinmypossession.

I shall only use the computer for iPloy's operational related purposes'

lshallkeepthecomputeringoodworkingorderandwillnotilylTTeamand/orTeamLeaderofanydetectormalfunctionduring
my use.

I shall not install and/or download any unauthorized software and/or applicationr

lshallnotallowthecompute]tobeusedbyanunknownorunauthorizedperson.lassumetheresponsibilityfortheactionsof
others while using the comPuter'

tfthecomputerislost,stolenordamtged,theincidentmustbereportedtothelTTeamand/orTeamLeaderwithin24hours'

lagreetopayallthecostsassociatedwiththedamage,negligenceorintentionalmisuge,lossof;ortheftofthecomputerandits
accessorie, for an amount ot oiu ir,orrrna oollars (uso 1,000.00) while it is checked out to me'

I understand that a violation of this agreement may result in further discipline up to and including termination of employment

and/or legal action.

piercy

Description of ltem Asset code tr /5erlal il

lssoLL?evi 1{ t
rSgOwinrrrns t9.f

TsoEmroop tO t

System Unit

Monitor 1

Monitor 2

Keyboard

Mouse
AVR tgglr\,("o t.! 4'6

Headset \56 tSl.ftNz-l'L
f -/--1 Elc.

astun#fi;wouio v
Employee'sf nt""d Name and Signature

ort" t\WlZ?

t

a

Addltlonal ctrecks on return

ls the comPonents working? YES / NO

lT Specialist's Printer Namb and SiEnature

lf No, please describe the

Admin Use onlY
check out Date:

a a

a

t

a

a

o^r. tfvvlrt r-



iPloy ldn6qrorstd
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Date
to
rkOfvl
Tl.{Ru
SUA'ECr

Wi*tsv
f{ovember 2A,ZAL1
ALL EMPLOYEES

HUMAN RESOURCES DFPARTMENI
OPERATIONS MANAGTMINT
MEMO: Security and Contact Requiremrnts

As the company continues to 8row, employees are required to resubmit their NBI or police
clearsnce every 2nd anniversary of theiremploymelt.

Allemployees who were hlred an the rnonth,rf Aprll 1016 to oecerubertotr? need to subrnittheir new NBI or Police clearance to Hurnan Resource 
";il;;;; to Fridays at 7:00 AM - 12:00AM, deadline will be on J*nuary l?, A010, 
v'r '{rv'ruqvt' rs rIrusY}'ar /;uu 

'lM

tmployees hired January?018 onwards willthen submit their Ngl nr,pofice cl**rance on their2,'d anniVefSary With the COmpany, 
- -- ' ' rr'&'r JewIIrL LrtqII r\lc,l or rollce Clgafance On ,

Failure to meet the dssdline will be dealt accordingly,

Your caoperation in this r,*gard will be hlghly appreciated.

ilJHIffiffnv 
questions or clarifications, plcase feel free ts asprosch rhe Human Resource

Noted by:

^,MFr/rA#ard/PaaaBe t t
0ferati6frs Manager ssE $UIA -J

$incerely youi$,
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MAXICARE HEALTHCARE ConponaTloN
Maxicare Tower
203 Salcedo Street, Legaspi Village
Makati City

ArrENrroN: [NAME] AOeU-ftrJe 3+41669 atri$ v
[Designation] 6sp

Tnnu: [N*m oF rHE CourlNvl i Puo]

Sun.lrcr: MrvrseR CoNrontun,

Gentlemen:

In reference to my and/or my dependent/s' healthcare plan procured by the Company, I hereby certify
that I and my dependent/s have read and understood the Summary of Coverage and Benefits of the
Service Agreement executed by Maxicare Healthcare Corporation ("Maxicare") and the Company
including all procedures, benefrts, exclusions, limitations and conditions contained therein, and agree
to be bound thereby.

In executing this document and in affixing my signature hereto, I confirm that:

1. I agree and understand that in the course of providing service/s to me or my dependents,
Maxicare shall engage the services of; and/or interact with, other third parties, such as, but not
limited to its parent company, affiliated companies, subsidiaries, financial advisors, affiliated
third parties or independenVnon-affiliated third parties and service providers, whether local or
foreign (collectively referred to as "Representatives").

2. I and my dependent/s have freely, knowingly and voluntarily given my consent for Maxicare
and its Representatives to:

a. Obtain, collect, examine, process, and store copies of my and/or my dependents' personal
information, including sensitive personal information, privileged information, medical
records or any other information relative to my (and/or my dependents') hospitalization,
consultation, treatment or any medical advice in connection with the benefit/claim availed
under the Agreement as may be deemed necessary by Maxicare. Except as otherwise
stated hereon, any information obtained relative to the authority herein given shall be
strictly confidential. The extent ofthe collection and processing shall be necessary and
incidental to the performance of the services contemplated in the Agreement.

b. Disclose such information to the Company, its representatives, agents and brokers,
Maxicare and its Representatives, including the service providers which will perform the

services contemplated in the Agreement, for any legitimate business purpose as Maxicare
may deem appropriate, including but not limited to outsourced processing of Maxicare
transactions, profiling or historical statistical analysis, providing advice or information
which Maxicare and its Representatives believe may be of interest to me or the Company,
to effectively administer or manage my account, enhance customer services, or to
communicate with me or the Company for any purpose.

Processing is hereby understood to include any operation or any set of operations performed
upon personal information including, but not limited to, the collection, recqr$,ing,,
organization, storage, updating or modification, retrieval, consultation, use, consolidation,
blocking, erasure or destruction of data. Processing would include both manual and automated

Fom Template Control: EXO Effbctivity date / FO-EXO-0.003 / Rev.Ol
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handling of personal information and storage and data transfers using various means including

but not limited to physical methods as well as electronic via information and communications

systems employed by Maxicare and its Representatives.

I have been duly authorized by my dependent/s to sign and execute any and all documents and

make representations for and in his/their behalf as if the same were personally done by

him/them.

I hereby warrant that we understand our rights and obligations pursuant to the Data Privacy
Act and its implementing rules. and regulations. I and my dependents understand that we

retain the right to be informed, t6 object, access, complain, and rectiff, to request for filtering
of certain information, and to the corresponding damages in case of violation of our rights

within the corresponding limitations as set forth in the pertinent laws.

I and my dependents hereby represent that, in order to provide the services contemplated in
the Agreement, the authorities herein provided shall be valid and existing during the term of
the Agreement, including any extensions thereof, and until necessary for the establishment,

exercise or defense of any claims arising from the said Agreement.

I and my dependents hereby agree to hold Maxicare and its Representatives free and harmless

from and against any and all suits or claims, actions, or proceedings, damages, costs and

expenses, including attomey's fees, which may be filed, charged or adjudged against

Maxicare or any of its directors, stockholders, officers, employees, agents, or Representatives

in connection with or arising from the use, processing and disclosure by Maxicare or its
Representatives of the aforementioned information pursuant to Maxicare's reliance on my and

my dependent's representation and warranty that Maxicare, the Company, and their

representatives have the authority to examine, use, process, store, share, or disclose, as the

case may be, said information for the above-mentioned purposes.

t

J.

4.

5,

ted NaY'e & Signature)

Form Temptate Control: EXO lEffbctivity date / FO-EXO-0.003 / Rev.Ol
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To
FROM

SUSJECT

Secember 2,?:ALg
ALL R{GUIAN EMPLOYf;TS

HUMATi RT$OUfl Cgs Ofr PARTMf NT

HMO- MAXICAR{

ln an effort to manage our HMO utilization for this yeafs renewal, iPloy wculd need to review

the insurance usage of all its employees and dependents. This will help us make a well-informed

decision whether to make changer on itf current pldn.

ln connection to this, all regular employee* are reouifed ta sign and subrnit th* CONF0flMf letter

{rom Maxicare in compliance to the Data Privacy Aet immediately $inc€'we arc alreedy in the

process of renewal-

The company reservffi the right to exclude rcgular efiplsy€€$ flam enrollrn**t if no signed

CONfOf Mf letter will. be submitttd to Human Resolrces Oepafirne$t'

lf thers are any questions or clarificati*ns, plaase f*el lree to apprcach the $uman R€source

0e partrnent.

Allrhe best,

Ncted by:

nffiH**^u,

@m:r-

{d*,{/rabdlardodasalaa ' '
ffi,..t-ffiiil*ie*'



IPLOY lncorporated
9rhffoor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business park
Cebu 6000 9in"w

CERTIFICATE OF EMPLOYMENT

To whom it may concern

This is to certify that Karisse Allia V. Abellana is an active employee of iploy lnc. who
reports at 9F Ayala Center Cebu Tower, Cebu Business park, Cebu, City, Cebu, 6000.

This certification is being issued to allow him / her to have access through the pNp/AFp or
any government designated checkpoints in any of the entry points to Cebu City during the
"community Quarantine" period and for other legal purposes it may serve.

lssued this 17th day of March zozo in the city of cebu.

Certified by:

ABELARDO DAGALEA
OPERATIONS MANAGER

sf ,rf ?n^
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- iPloy lncorporated
- 11th Floor MSY Tower

Pescadores Road Cebu Business Park,

Cebu City 6000

ACKNOWLEDGEMENT RECEI PT

ledge receigt of the following document/s:

s l",l rq
ture) | Date

and Signature) | Date

Submitted by:

Submitted to:

No,, Floor

No. Block No, Phase No.

Bullding Name

House No. Street Name

528 ZONE 2 RIZAL STREET

Barangay

OUMLOG

Prqvincerstatelcountry

CEBU, PHILIPPINES

*201 Copy

Disclosure: This receipt must be retained by you os proof of submission of the document/s obove. Foilure to
present acknowledgement receipt will outomatically ossume that document/s were not provided ond free the
compony from ony liobility.

HOME ADDRESS

Subdivision

Municlpality/City

THIS FORM MAY BE REPRODUCED, NOI FOR SALE.

e

COUNTRY +'AREA CODE + TELEPHONE NUMBER

{OME

}ELLPHONE
+63 (0917) 7715489

3USTNESS (DTRECT LtNE) 
.

3USINESS (TRUNK LINE)

:.MAIL ADDRESS

archikarya@gmail.com

)RESENT HOME ADORESS

Jf,iuRoom No., Floor Building Name Lot no, Block no. PhasE No.

lou6o No. Stre€t Name Subdlvigion Barangay

i28 ZONE 2 RIZAL STREET DUMLOG

Isnicipality/City Provinc€,/State/Country Zip Cqde

TALISAY CITY CEBU, PHILIPPINES 6045

'REFERRED MAILING ADDRESS PERMANENT HOME ADDRESS



"d
HQP.PFF.O39
(v07, t0/2017)

MEMBERIS DATA
FORM (MDF)

FOR Pag'lBlG Fund USE I
IIJIID NUMBER

121082284604

TRATION TRACKING NUMBER

91 3053074852

OCCUPATIONAL STATUS EMPLOYED

MEMBERSHIP CATEGORY EMPLOYED. PRIVATE

LAST NAME FIRST NAME
NAME
EXTENSION

NO MIODLE NAME

MEMBER ABELLANA KARISSE ALTIA VITLORIA n
FATHER ABELLANA ALBERT ABELLANOSA n
MOTHER (Maiden Name) VILLORIA LILIA CANAS n
SPOUSE (if Maried) tr
MEMSER'S NAME AS

APPEARING IN THE BIRTH
CERTIFICATE

ABELLANA KARISSE ALLIA VILLORIA tr

DATE OF BIRTH

1210411990 SINGLE

TAXPAYER IDENTIFICATION NUMBER (TIN)

5SS NUMBER 633489043

GSIS NUMBER

EMPLOYEE NUMBER

For AFP/PNP Employos, SeriaUBadge No.

For OepEd Employ€e, Division Code-Slatlon Cods

PLACE OF BIRTH

MINGLANILLA, CEBU

CITIZENSHIP

FILIPINO

SEx lxetOurlcm.l
FEMALE I O,OO

WEIGHT(ks.)

0.00

PROMINENT DISTINGUISHING FACIAL FEATURES

COMMON REFERENCE NUMBER (CRN) OF MEMBERSHIP SAVINGS (MS} PAYMENT

ADORESS AND CONTACT DETAILS

PERMANENT HOME ADDRESS

UniuRoom No,, Floor Buildiag Name

Lot No. Blook No.

Subdivlsion

Munlcipslityrclty

TALISAY CIry

A? Code

6045

Phase No. House No.

528

Barangay

DUMLOG

Provincerstatelcountry
CEBU, PHILIPPINES

Street Name

ZONE 2 RIZAL STREET

COUNTRY +'AREA COAE + TELEPHONE NUMBER

HOME

CELLPHONE

BUSINESS (DIRECT LINE) 
.

BUSINESS (TRUNK LINE}

E.MAIL ADDRESS

163 (0917) 7715489

archikarya@gmail.com

PRESENT HOME ADDRESS

UoiuRoom No,, Floor

Houss No.

528

Municipality/City

TALISAY CITY

Building Namc

SlEot Narhe

ZONE 2 RIZAL STREET

Lot no.

Subdiviaion

Block no. Phas€ No.

Barangay

DUMLOG

Province.lState/Gountry

CEBU. PHILIPPINES

Zip code

6045

PERMANENT HOME ADDRESSPREFERREO MAILING ADDRESS

THIS FORM MAY AE REPRODUCED, NOT FOR SALE.

I/|ARITAL'STATUS



A145LKDAo9-OU25080
FAMILY NAME

ABELLANA
MIDDLE NAME

VILLORIA
ADDRESS

ZONE 2 528 BRGY DUMLOG TALISAY CITY CEBU
DATE OF BIRTH

December 04, 't990
CITIZENSHIP

FILIPINO

PURPOSE

MULTI.PURPOSE CLEARANCE
REMARKS

NO RECORD ON FILE

(,ffi,f, ffiffi
GENDER

FEMALE

VALID UNTIL

May 21,2O20
FIRST NAME

KARISSE ALLIA
HUSBAND'S SURNAME

PLACE OF BIRTH

MINGLANILLA CEBU
: clvlL srATUs
SING-LE

ffiffillfiilllllilil$

ffiI}

This is to certify that lhe p€rson whose name, picturo, signature snd thumbprint app€aring below appllsd for NBI Clearanqe and th€ rosults is ss follows:

NBI ID NO,

A145LKDAog€U25080
FAMILY NAME

ABELLANA
MIDOLE NAME

VILLORIA
.ADORESS

srcruerune
i)

'!')'.i)

oate prthtodl,Tucsday, illay 2ti 2otg 1z:od PM

O.R. No. lrPNTi6EZO4 RECID

O.R. Date 05/2112019 11:59:37 AM 11r111p

Agency OU

CASID macapanasJr

DST'FAID

GENDER,

FEMALE

DATIO macapanasjr

BlqlD macapanasjr

PRTID mrcapanasjr

Republic- of the Philippines
Departm-ent of Justice ,

National Bureau o-f lnrvestigation

VALID UNTIT

May 21,2020
FIRST NAME

HUSBAND'S SURNAME

ZONE 2 528 BRGY DUMLOG TALISAY CITY CEBU
DATE oF BIRTH rr-lce or etnrn

December 04, 1990 ;MINGLANILLA CEBU . . ;,' : :: 
i'

..'' ' ,t. 'r. t'clrlzENSHlP clvlt srATUs '
sinrete., , r:F|LIPINO :,,i,.1

PURPOSE . ,', .-

rvru-iir-puRposE cLEARANCE "" 
)... r;r'

REMARKS

NO RECORD ON FILE

SIGNATURE

,' I . | ^ i'-.- r-r- ! -l

Dsts P.inted: Tuesdrtf, May 21,.2019 1-2:05 Fll

il ilt I ililililr ilr il I il I mill ilr llllllllll llllllll lllllt lll
DATID macapana8jr



iPloy lncorporated
9th Floor, Ayala center Ceby Tower
Bohol Street, Cebu Business Park,

cebu City 6000

ACKNOWTEDGEM ENT RECEIPT

This is to acknowle receipt of ing document/s:

o wrw

,FV

Signature) | Date

q?r | ,ao\q

Submitted to:
ture) | Date *201 Copy

Disclosure: This receipt must be retained by you as proof of submission of the document/s above. Failure to
present ocknowledgement receipt will outomatically ossume that document/s were not provided ond free the
company from any liability.

\xl plmrdar!
'tt ArA

0tlio v.



REPUBLIC OF THE PHILIPPINES
Unified Multi-Purpose lD

s FEIIALE 4^*. i:. iilGGffi 1,910/L?/0q \

ms ,7d- i

SP6 ZONE E DUML06 TALISAY CITY
CEBU PHL LIl{5

m*,ffi
980 0029Ett 01 8

tho ma6t SSS BrBnch *6 r,zfi,

%r^/
tt Pv

P* v't

AEELLAIIA
cRN " 011,1-tttt 3bA?0-tr

M

I

:-l

I



REPUBLIC OF'THE PHILIPPINES
DEPARTMTIN'I OF FI NANCI]

BURI'AU O}' IN'[I.]RN AL REVEN UE

. ll(nrn1 ittllur'(lirtel) lt) )(nlr Rc!ctru" f)iqtrict Olliccr' the Ioss

ol lhis irl\i .rntl cltrngc "l tlanlu (Jr xddr(1ss

. /\ilv net\r)ll r',lt,r secttre. xll(l I \'f usu\ ill({(: lhilll lrnc I IN Jrall

br rriurrn.,tly lirble rncl shall lrc purtishrhlc hy tint urd

iruprisonttent

ABELLANA, KARISSE ALLIA

11N: 314-028-985-000
ZON€ 2 528 DUMLOG

TALIS,IY CTTY, CT.EU

BIRTH DATE: lzt(yttIgg}
ISSUE EATE: 03116120t5

- "E';-o.t -SlGNAl I,!RE



tJ philHealth
ll to*'o""'u"'""u'

1

2

IMPORTANT
The number on this cord is your permonent PhilHecrlth Number

Use lhe nome ond PhilHeolth Number os indicoted in this

cord in oll your tronsoctions with PhilHeolth.

ln cose of loss of this cord, Pleose notify PhilHeohh ond opply

for o replocement. Do trot opply for o new number.

PhilHealth

ra,
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SS }IUi/IBER
SOCI,AL SECURITY SYSTEM

PERSO}.IALRECORD
(Pleas6 Use Black lnk Only)

(Gumamit ng ltim na Tinta Lamang)
E-1
(Rev.08194)

sunNAME6pgrvro0J ffiw(p,c[,oAl,4li] *m[xE t{AlrtE16rruail0 pAl,0,qirqJg

., I ! r

ADDRESS (No. & SIREET; clWnOUN & PROVINGE) 
6IRAHAN: B/1{NG tI MLqE, LUN1SODIBA4AN AT y;g.W11AN) POSTALC(x)E

lil
sEx (MSARtAil)

N MALE T-I FETALElJ (!'Ar.AKt) l-l (BABAE)

DAIE OF EflmlrcplllcrqMrfiS
mmddYy

1 li: [t'l'i l'1 t.-

ctvu. srArus(MTAY U ANG SIBW

r:IStilGLE I-1 i'ARRIED 
- 

WDOWEDI I (w{lrfiAsr'.wA) lJ ([,{YASAWA, lJ BNo)

B E ]II E F I G I A R I E S (MAK,K'NABANG)
sPouSE(ASAryA) FATHER(AMA)

CHILDREN DATE OF BIRTH1ILiGAANAK) 
&A?ANGANAKAN)

mmdd

irofl{ER (,NA.,

rrlnlcftfistr,rRF

1

2

3

(IBANG MAKIIQNABANG: KUNGITIAUNG ASAWA, ANAKO MAAUUNC)

NAT'E RELATIONSHIP
(PANGALAN) (REIASYON)

1

4 2

5 3

THUiIBHARK

LEFT (MUWA) RtGHr 
TKqNAN,)

I hereby ce.rtify that the above
(Ako ay nagpapatunay na ang aking mga isinaad

lnformatlon are true and correct.
ay totoo at tama.)

-.Signature ltagrdaJ
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MEMBER DATA RECORD

MDR
MEMBER INFORMATION

PhilHealth ldentification Number (PlN) :

Member Category

Sub-Category

ABELLANA, KARISSE ALLIA VILLORIA
528 ZONE 2 RIZAL ST, DUMLOG. TALISAY,
CEBU 6045

Foreign Address : N/A

Contact No. (Foreign) : N/A
(Local) : 4918270

Sex
Date of Birth

Place of Birth

CivilStatus
Tax ldentification Number :

120512166755
FORMAL ECONOMY

PRIVATE

NHTS Coverage

Effectivity Period

Female
1210411990

MINGLANILLA, CEBU

SINGLE

Philhealth Number (PEN/POGN)
Name of Employer/Organized Group
Business Address

Telephone Number
Tax ldentification Number

01 2000038031
IPLOY INC
gTH FLR AYALA CENTER CEBU TOWER BOHOL ST CEBU BUSINESS PARK, LUZ, CEBU CITY,
CEBU

N/A
484634961 000

DEPENDENT INFORMATION

PIN Surname Given Name I Middr" ru",," ls"*l Relation I Date of Birth

*** NO DECLARED DEPENDENT/S --*

*** NOTHING FOLLOWS ***

LOURDES F. DIOCSON
Regional Vice President

PRO - Vll Cebu City

Paalala : Basahin ang nilalaman ng MDR. Kung may kulang o mali, ibalik agad upang maidagdag o maiwasto. lngatan ang orihinal na

kopya at huwag ibigay kahit kanino. Kung sakaling gagamit at makikinabang ng benepisyo, magbigay ng kopya sa leepitabr; Read the

contents of the MDR. Should there be any data discrepancies, return it back to amend or rectify the error. Take good care of the MDR and do not hand it over to anybody.

Provide photocopy to hospital in case of confinement and availment of benefits.)

Ihls is a sysfem generated report. Signature is not required.
05/27/201 4:45:46PM 20594218 71oOO3o9 I 20594218 I 06/20/2013 05/27/2019



iPloy lncorporated
11th Floor MS.( Tower
Pescadores Road Cebu Business Park,

Cebu City 6000 WIP-I,gy
PRIVATE & CONFIDENTIAL

March22,2019

Ms. KarisseAllia V Abellana
Talisay City, Cebu

Dear Ms. Abellana:

We are pleased to offer you employment with iPloy lncorporated (hereafter called the "Company")

subject to the following terms and conditions and to satisfactory references, employment history

verification, background and other checks required by the Company.

This Contract together with any attachments, sets out the terms and conditions of your employment in

accordance with the rules and laws of the Philippines.

Engagement

1 . The commencement date of your employment under this Contract is March 25,20tg.
2. Your services are hereby engaged as CSR-Phone. The reporting requirements of this role may

vary from time to time in accordance with the needs of the Company'

3. You shall undergo a probationary period of six (6) months from commencement date of your

employment during which period you will undergo training to be able to perform your duties and

tasks accordingly. During this probationary period, you shall be expected to meet the standards

imposed by the Company for regularization of your employment and to adequately qualify and

passthetraining. Yourfailuretomeettheforegoingrequirementsshallbegroundfortermination
of your probationary emPloYment.

Remuneration

Your basic salary is Php16,000.00 gross plus monthly allowance of Php2,400.00 you shall be

entitled to 10%-night differential (covering the period 1-0PM to 6AM) and you shall also be eligible

to receive 13th month pay in accordance with the Labor Code.

The Company shall deduct from your basic salary the amount of withholding taxes, Social Security

System contributions and other government mandated contributions or agreed deductions.

Working Schedule

6. Your working days shall be five (5) days a week, with two (2) days as rest days. Your working hours

shall be eight (8) hours per day, excluding 1-hour break period or forty {40) hours a week. Your

specific work days and hours will be determined by your immediate supervisor in relation to

business needs.

4.

5.

+ Q*> w
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iPloy lncorporated
11th Floor MsY Tower
Pescadores Road Cebu Business Park,

Cebu City 6000

Training
R

Trainees shall undergo 3 months of probationaiy employment training in the Areas of {areas--of

training) necessary to equip them with the skills and aptitude for the job ttl be undertaken.

Trainees' performance shall be graded accordingly as the training progresses. Trainees who shall

pass the training shall be expected to continue with their probationary employment until the 6th

month when they shall be subject to a performance evaluation necessary for regularization.

Trainees who do not pass the training or who shall incur unexcused and unauthorized absences

or tardiness in violation of the Attendance Policy and iPloy Code of Conduct shall be asked to

discontinue their probationary contract of employment.

Holidays and Leave

9. Upon regularization, you shall be entitled to ten (10) days'vacation leave and ten (1-0) days sick

leave. All unused sick leaves by the end of the calendar year shall be convertible to cash (a

maximum of 10 days).

Holiday Pay

10. You are entitled to receive holiday pay during days that you report for work which full on a

Philippine holiday. Premium computations will be based on what is prescribed by the labor law.

Medical & lnsurance Scheme

l-l".You are eligible for the benefits under the Medical Benefits Plan of the Company's Group

lnsurance on month of commencement upon the regularization of your employment.

Benefits under the Medical Benefits Plan will be subject to the rules of the plan and terms of
applicable insurance policy, which may be varied from time to time, and are conditional upon you

complying with and satisfying any applicable requirements of insurers.

The Company reserves the right to vary the terms of the Medical Benefits Plan from time to time.

Annual Physical Exam

12. All employees shall be required by the Company to undergo several medical laboratory tests and

examinations as part of its Annual Physical Exam. This APE shall be mandatory for all regular

employees.

13. Further thereto, the Company may require random drug testing for all its employees when it

Wintw

7.

8.

t; Vv
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toy lncorporated
1lth Floor MSf Tower
Pescadores Road Cebu
Cebu City 6000 9iP"t,pyBusiness Park,

deems necessary. Employees shall be expected to submit themselves to a random drug test
whenever required.

Employee Handbook and Code of Conduct

14. You undertake to abide by the Employee Handbook and the Code,of Conduct issued by the

Company which may be amended from time to time. Such Employee Handbook and Code of
Conduct shallform an integral part of this Contract.

Hence, you further agree, in case of any violations thereof, to the disciplinary sanctions, which

includes suspensions, reprima nds a nd dismissa I as conta ined therei n.

ln addition, you agree that you may be placed in preventive suspension by the Company should

it find that your continued employment poses a serious and imminent threat to the life and/or
property of the Company including the latter's directors and officers.

Confidentiality

15. ln entering this Contract, you agree and undertake:

to maintain the confidentially of the contents of this Contract, and

that at all times during and after your employment under this Contract you will keep

confidential and not disclose matters on compensation and benefits or any Confidential

lnformation to your client or any person other; and

that immediately upon the request of the Company or upon the termination of your

employment with the Company you will deliver to the Company all confidential

lnformation, stored in hard copy or in any electronic, magnetic or optical form, which is in

your control or possession.

For the purposes of this Contract, "Confidential lnformation" means any trade secrets, technical

knowledge, concepts, ideas, designs, programs, processes, procedures, innovations, inventions, data

bases, data surveys, customer lists or information, sales plans or marketing plans, research, software,

records or other information concerning the Company, related entities or any of their respective

customers or supplies which is secret and confidential (that is, not in the public domain) of which you

became aware during your employment with the Company.

Any instance of on compliance on Confidential lnformation may lead to termination of employment.

"English Only" Language Policy

16. As the client's demographic is in North America, all employees shall be strictly required to
converse in English at alltimes while in the office premises. The English-only rule must be strictly

observed as a non-negotiable policy as follows:

a.

b.

f fuw
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English will be used when communicating with customers, co-workers and other business

affiliates who speak oirly English. Customers who express a preference for another
language are an exception to this rule.

All task directions and work directives will be provided in English. Employees engaged in

team-related work efforts or project teams will be expected to,communicate in English.

All safety, facility and security-related materials will be provided in English, and team or
depaftmental meetings that relate to business operations, safety, facility or personal

security will be conducted in English.

The use of the company lnternet and intranet, as well as work-related e-mail and other
communications that involve company safety and security matters, customef

communications, specific work teams or projects, and other business-related group

activities, will be in English, unless customer requirements state a preference that another

language be used.

Any documented gross non-compliance of the English only policy may lead to termination of
employment.

Performance

17 . You will at all times faithfully, industriously and satisfactorily perform all duties that may be

required of you, pursuant to the express and implicit terms and comply with our Employee

Handbook and Code of Conduct made known to you at the commencement of your employment.

18. You agree to devote fulltime and attention to your work and at all times, protect and maintain

the name, reputation, integrity and goodwill of the Company, undertaking to commit no act or
omission that will tarnish or bring dishonor or prejudice to the Company. To this end, you agree

that you shall not serve or accept any other employment, directly or indirectly, in any manner for
the whole duration of your employment with us.

Audio and Video Monitoring

19. The Company shall be under video monitoring through its installed CCTV cameras within the
production floor and office premises. Calls made by its employees shall also be monitored

through audio recording and monitoring for audit and evaluation purposes.

Other Conditions of Employment

20. The Company at a minimum will comply with all labor laws and regulations relating to your

employment in the Republic of the Philippines. ln addition, in entering this Agreement, you agree

that the policies and procedures of the Company and its client/s, as varied or added to from time
to time, will apply to and Bovern your employment. You must comply with the individual policies

a.

b.

c.

d.

Q*'vt
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and procedures of the Company's business to which you are assigned.

of

The Company reserves the right to vary the terms of this letter and your employment from time
to time. You will be notified of any such changes.

Termination of Employment

21. YouacknowledgethattheCompanymayterminateyouremploymentifyouhavecommittedany
violation of the Company Code of Conduct that shall be considered as just and/or authorized
cause for your dismissal in accordance with the Labor Code after observing due process for
termination of employment.

22. ln the event that you shall terminate your employment with the Company, you are required to
serve a written notice of at least thirty days (30) to the Company. Failure to serve the notice in
accordance with the thirty (30) day notice policy shall be considered as Absence without Leave
(AWOL) on the first day of absence. Employees on AWOL shall not be eligible to be issued a
Certificate Employment from iPloy.

23. lf youremploymentceasesforwhateverreason, you agreeand authorizetheCompanyto make
the necessary deductions from your final salary bonuses, or other benefits that may be due to
you to effect settlement or payment of any unpaid accountability or pending obligations that you
may have at the time of the cessation of your employment, This is without prejudice to the
Company's right to resort to any and all available legal remedies to secure payment or
remuneration for any of your outstanding obligations that are not covered by your final salary,
bonuses, or other benefits and any damage incurred by the Company by reason of your act or
omission.

Return of Property

24. Upon termination of your employment with the Company, for any cause, you must immediately
return to the Company or its authorized representative, all its property including equipment,
correspondence, documents, records, data software, disks and other information-storing
medium, specifications, models and all copies, summaries notes and reproductions thereof, any
other property belonging to or relating to the business of the Company which are in your
possession, custody or control.

Entire Agreement

25 This document together with any attachments, records the agreement between the parties. No
previous negotiations, understandings, contracts, agreements, representations, warranties,
memorandum or commitments will affect the terms and conditions of your employment by the
Company,

{ *po

oa

iPloy lncorporated
11th Floor MSY Tower
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iPloy Incorporat€d
11th Floor MSY Tower
Pescadores Road Cebu Busines Park,

Cebu City 6000 WiP-t,gy

No oral explanation or information provided by either party to the other shall affect the meaning

or interpretation of this 6?ocument; or constitute any collateral agreement, warranty or
understanding between any of the parties to this Agreement.

This Agreement and the employment terms and conditions shall be governed and construed in

all respects in accordance with the Laws of the Republic of the Philippines.

As formal confirmation of your acceptance of employment and the foregoing terms and conditions, and

to signify your understanding thereol please sign and return to us the duplicate copy of this letter.

,.w
Karisse lh V. Abellana
Em ee Name and Signature/Date

Yours sincerely,
For and on behalf of
iPloy lncorporated

Noted by:

ACCEPTANCE OF OFFER

I confirm I have read and understood the above terms and conditions of this Agreement. I accept the

offer, Code of Conduct and the terms and conditions of the employment with the Company.

/')
s i g na tu re : *rrlBk^#u"t turu

Sign#ure over Printed Name

lDno. loqb

Date:
ql n l,ro 11
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LAST NAME: R6TT$N D FTRST NAME: ESFrssE f+\^J R

lD NUMBER: L09b pAGtBlG #: 9tg o 9q oqO q '? - | sss*: bo - ??1 Fg og -0

PHILHEALTH #: 12 - o6%G615 ' I IN: ?11 " olb -ggS erocr

IN CASE OF EMERGENCY:

CONTACT PERSoN: U U N EgTL(FnJ P

RELATTON: hnc.Trl€F CoNTACT#: .{.t t 9 21 0

ADDRESS: "ON9 
Q9"B 9unnwg TeJsqy qn

2X2 PICTURE SIGNATURE

k'lcv
hefeby agfee tO felease any pefson/ COmpany/ Of Otrler erltlty IIUIrtdily dttu dr Ldure5 wr acltoO

that otherwise might arise from supplying the Company with information it may request pursuant

to this release. I understand that any false answers or statements, or misrepresentations by

omission macie by me on ihis appiicatron or any reiateci ciocument, wiii be suiiicient for rejeciion

of my appiication or of my immediate discharge shouid such faisifications or misrepresentations

be discovered after I am employed.

I release lploy lnc., its employees, designated representatives, agents, officers and trustees from

any and all claims of liability or damage due to either the procurement or the true and accurate

disclosure of such records or information.

Applicant Name:

Present Address:

rlF€ L(}FJF Fn B{ ttr p Ui r+ v "

Social Security Number: 06 -?1qcqoq - e Date of s;ft6. or{ taloq I rqq o

zoil E 0 g29 orJ MLO6 Th u r'lgy cl Iv cBU

signature: * W

Date:
a Yq,\ ?ol q
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11th R@r MSf Tower
Pscadres Road Cebu

Cebu City 6000 9inwBusines Park,

CONSENT FOR PRE-EMPLOYMENT REFERENCE AND BACKGROUND CHECKS

l, Sgllt&rJ_&_fgsfgtg_lgJn V. hereby authorize lploy lnc. and/or it's representatives to

make investigation of my background, references, character, past employment, consumer reports,

education, and crrminal history record information which may be in any state or local files,

including those maintained bv both public and private organizations, and all public records, for the
purpose of confirming the information contained on my application and/or obtaining other

information which may be material to my qualifications for employment. A telephone facsimile

(fax), scanned copy or xerographic copy of this consent shall be considered as valid as the original

co nse nt.

I helebrT consent to the Companrl's '.,erif,/inB a!!the information I har.re pror.rided on m)/ application
$^,^ I -1.^ -crnn ln nrrnnrr+^ -. - ^nn^liiinn nf amnlnrrman* nr - rnndil-inn af rnn+inr Iar"liOfiil, liji5() ijB,iee [U UAELi.jLU ci5 ci LiJliUiLiUii Ui LiiiplUyiiiEiiL ui q LviiurLrurr ur LUrrLrrruEu

employment any additional written authorization necessary for the company to obtain access to

and copies of records pertaining to this information. With regard to the foregoing disclosures, I

hereby agree to release any person, company, or other entity from any and all causes of action

that otherwise might arise from supplying the Company with information it may request pursuant

to this release. I understand that any false answers or statements, or misrepresentations by

omission macie by me on this appilcatron or any reiateci document, wiii be sufficieni for rejection

of my appiication or of my immediate discharge should such falsifications or misrepresentations

be discovered after I am employed.

I release lploy lnc., its employees, designated representatives, agents, officers and trustees from

any and all claims of liability or damage due to either the procurement or the true and accurate

disclosure of such records or information.

Applicant Name:

Present Address:

qP€ Ltp,.JF Fn P{ ttr n ul r+ V

Social Security Number: 06 -'7aq6qoq - C Date of Birth. or{ ta}or1 I rqq o

zoN F e 52g 0rl MLO6 Tn U.r B9 CJ lv cspu

signature: fu V'----
Date: q 1a9\ '?ol q

n
L--/



iPloy lncorporated
9th floor, Ayala Center Cebu Tower
Bohol Avenue, Cebu Business Park

Cebu 6OOO
ir^hil^ ^^ noar?no7n?,

.l dos@r Broysra=rrr n g. c om

CERTIFICATE O F EMFI.OYII'IET{T

This is to certify that Ms. Karisse Allia V. Abellana is currently employed with lploy lnc.

as Customer Service Representative from March 25, 2019 to present.

$he is receiving the following compensation:

A. Gross Monthly Saiary

Basic Pay

Allowances

Total Monthly Salary

Php 16,000.00

Php 2,400.00

Php 18,400-00

This certification is being issued upon the request of Ms. Abellana for Tourist Visa

purposes only.

Given this 8th day of January 2O2O, Cebu City.

Certified by:

p^
Fq n:>e

bU

OJR r q cei.,gJ 9Y :
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November 7,2019
Karisse A[[ia Abetlana
Resupply CSR

Human Resouree
Director of operations- Alfredo Camarillo Jr.

DISCIPLINARY ACTION

This is to inform you of the decision regarding the following infraction/s:

ALLEGED INFRACI-ION AND REMEDIALACTION PER OFFENSE

Rule 1 Section 10 -Tardiness more than an hour will
be consldered as as infraction Dccumented Verbal V/ai'ning to Dismissal

Date violation committed: October 14 and 23, 2019

Place where violation committed: lplov Office, 9th FloorACCT, Cebu Business Park, Cebu Citv

Upon weighirrg atlthe pieces of evidenee at hand as wellas accounts fronr witness/es, you are f'rund'to be:.

X Culpable of violating the infraction/s as stated

Not-culpable of violating the infraction/s

With this, you are then sanctiened:

Coach Ing -FlnatWritten Warning

Documented Verbal Warning
Written Warning

Suspension

From;

lf you are suspended, vou shall start reporting for work the day immediately after the end of vour suspension

or on the schedule (and shift) provided by your immediate superior.

NATURE OVERPRINTED NAM E) :Received by
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iPloy lncorporated
l1th Floor MSY Tower

Pescadores Road Cebu Business Park

Cebu City 6000

Date
To

Position
From
Subject

October 28,2019
Karisse Allia V. Abellana
PAP - Resupply
Human Resources

INC!DENT REPORT

andforwardedtoHRofficewithallnecessarydocuments

no later than24 hours after occurrence of incident'

INSTRUCTIONS: Use this form when reporting any of the following. check the item referring to the type of

incident being rePorted.

X - Rules on Proper Conduct and Decorum

-Rules 

on Customer and Client Relations

-Rules 

on Company Property, Facilities and Security

DESCRIPTION OF INCIDENT:

Date/Time: October 14 and 23, 2019

Place: 11th F Tower, Business P

SEQUENCE OF EVENTS:

Karisse Allia Abellana shift will start at 08:30 PM but she arrived: (see below number of minutes/hours

late)

- 
Rules on ProductivitY

-Rules 

on Health and SafetY

Others:

Kedss€AsiaAha*aea octt4,lrtrcn * na:af f*t

K6*ss*AtiaAbeuans Octe3.rfed # :g:t5+'*t

E

B

S r**nrx

$ *::t*axt
*t

I

t

*'f :34

04:0'l

(signatu re ovbryrin{ed Na me)

POSITION: HUMAN RESOURCE

A,^TE. Dt,de' Aaa', raraoi tn nrovide oroof lif there's onv) as supportinq document for the incident report.



iPloy lncorporated
11th Floor MSY Tower
Pescadores Road Cebu Business Park

Cebu City 6000

Date
To

Position
From

Subject

Q

october 28,2OL9
Karisse Allia V. Abellana
PAP - Resupply

Human Resources

NOTICE TO EXPLAIN

ffim.*v

Rules on Proper Conduct and Decorum,
Section 10 - Tardiness.

lGrbs+ifia*b*{ana O(* 14. }ror? !} t*:*Z fU

l(a.issa*sirAbesara oct23,w{{t f l*:rsfu

n

I

I rn:xpx

$ tu:lncer

S1:34

{tt'.t 1
I

I

This is the 1't instance that she has committed this infraction.

ln view of the evidence presented againstyou, you are hereby required to submit a written explanation within
five (5) calendar days from the receipt of th is notice. ln the event that you are found guilty of the said charge(s),

the Company may impose an appropriate penalty, including the termination of your employment.

Your refusal, neglect, or failure to comply with the instructions stated above within the required period shall

be construed as a waiver of your right to present your side and therefore management shall be constrained

to resolve your case based on official records.

Received

rJ

lmmediate Superior
201 file

O

This is to inform you that the following incldent has been brought to our attention. Kindly see below for the
following offense/s you allegedly committed:

ALLEDGE INFRACTION AND REMEDIAL ACTION PER OFFENSE

Documented Verbal Warning to Dismissal

Date violation committed: October 14 and 23, 2019

Place where violation committed: 11th Floor

DETAILED DESCRIPTION OF THE INCIDENT (briefly describe how the offense was allegedly committed):

Karisse Allia Abellana shift will start at 0B:30 PM but she arrived: (see below number of minutes/hours
late)

POSIT]ON: HUMAN RESOURCE

Date/Time

MARISHKA

NAME OF EM
(Signature
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1:Lth Floor MSY Tower

Pescadores Road Cebu Business Park,

Cebu City 6000 ffiffij-*v
EMPTOYEE'S WRITTEN EXPLANATION FORM

)cX 
"42P\.{

Date/Time:

To (lmmediate Superior):

Position:

Jilutt(E Loet\c)-Lt-

CrS(

This is in response to

!'i'l (\\]' I n o Pot^ vrJ or'

slgnature over printed name)
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Date

To

Position

From
Thru
Subject

November 2,2OL9
Karisse Allia Abellana
Resupply CSR

Human Resource
Director of Operations- Alfredo Camarillo Jr.

DISCIPLINARY ACTION

o wi*w

This is to inform you of the decision regarding the following infraction/s:

ALLEGED INFMCI-ION AND REMEDIALACTION PER OFFENSE

Rules on Proper Conduct and Decorum, Section l-2-

Unscheduled Absence Documented Verbal Warning to Dismissal

Date violation committed:October 11, 2019

Place where violation committed: lploy Office. 9th FloorACCT, Cebu Business Park. Cebu City

Upon weighing all the pieces of evidence at hand as well as accounts from witness/es, you are found to be:

Culpable of violating the infraction/s as stated
Not-culpable of violating the infraction/s

With this, you are then sanctioned:

Coaching FinalWritten Warning
X DocumentedVerbalWarning Suspension

Written Warning From;

lf you are suspended, you shall start reporting for work the day immediately after the end of your suspension

or on the schedule (and shift) provided by your immediate superior.

TURE OVERPRINTED NAM E):Received

Datefi-ime:



iPloy lncorporated
uth Floor MSY Tower

Pescadores Road, Cebu Business Park

Cebu City 6000 Si#.sv
Date
lo
Position
From

Subject

october 24,2019
Karisse Allia V. Abellana
PAP - Resupply
Human Resources

NOTICE TO EXPLAIN

This is to inform you that the following incident has been brought to our attention. Kindly see below for the

following offense/s you allegedly committed:

ALLEDGE INFRACTION AND REMEDIAL ACI-ION PER OFFENSE

Rules on Proper Conduct and Decorum,

Section 12 - Unscheduled Absences.

Documented,Verbal Warning to Dismissal

Date violation committed: October 11, 2019

Place where violation committed: 11th Floor MSY Tower, Pescadores Road, Cebu Business Park

DETAILED DESCRIPTION OF THE INCIDENT (briefly describe how the offense was allegedly committed):

Karisse Allia V. Abellana called in that she can't report forwork (See snippet below) However, she failed to provide
supporting documents.

lolfii2aL9 5:34 PM AbellaE lorise Repply JuEtjrP lglreio Abeent 'll be ab*ottonght dE to srre pe6wl IsJue

This is the 1't instance that he has committed this infraction

ln view of the evidence presented against you, you are hereby required to submit a written explanation within

five (5) calendar days from the receipt of this notice. ln the event that you are found guilty of the said charge(s),

the Company may impose an appropriate penalty, including the termination of your employment.

Your refusal, neglect, or failure to comply with the instructions stated above within the required period shall

be construed as a waiver of your right to present your side and therefore management shall be constrained

to resolve your case based on official records.

Cc: lmmediate Superior
201 file

Human

Received by, ,.
hb€\\onq rlia V

re Overprinted Name) Date/Time

,

Marishkafi/is Arcilla



iPloy lncorporated
11th Floor MSY Tower
Pescadores Roa4 cebu Buslness Park

Cebu Clty 6000

Date
lo
Position
From

Subject

' $iPl.*v
t

october 24,2019
Karisse Allia V. Abellana
PAP - Resupply
Human Resources

NOTICE TO EXPLAIN

This is to inform you that the following incident has been brought to our attention. Kindly see below for the
following offense/s you allegedly @mmitted:

ALLEDGE INFRACTION AND REMEDIAL ACI'ION PER OFFENSE

Rules on Proper Conduct and Decorum,
Section 1-2 - Unscheduled Absences.

Documented.Verbal Warning to Dismissal

Date violation committed: October 11, 2019

Place where violation committed: 11th Floor MSY Tower, Pescadores Road, Cebu Business Park

DETAILED DESCRIPTION OF THE INCIDENT (briefly describe how the offense was allegedly committed):

Karisse Allia V. Abetlana called in that she can't report for work (See snippet below) However, she failed to provide
supporting documents.

toy'r1,/2o1r, 5r3a PM A.bpllaM l(arise Bspply ,ultim lgn*io AlEent ',1 be abrnttmBitr dEto ere peffil

This is the 1't instance that he has committed this infraction

ln view of the evidence presented against you, you are hereby required to submit a written explanation within
five (5) calendar days from the receipt of this notice. ln the event that you are found guilty of the said charge(s),

the Company may impose an appropriate penalty, including the termination of your employment.

Your refusal, neglect, or failure to comply with the instructions stated above within the required period shall

be construed as a waiver of your right to present your side and therefore management shall be constrained

to resolve your case based on official records.

Cc: lmmediate Superior
201 file

Human

Received by:

ure Overprinted Name) Date/Time



iPloy lncorporated
11th Floor MSY Tower

Pescadores Road Cebu Business Park,

Cebu City 6000

,

ff*m,*1,
EMPTOYEE,S WRITTEN EXPLANATION FORM

ocx J^ 2qqDate/Time:

To (lmmediate Superior): ''fU,rttftt Ula,-t

Position: cs(

This is in response to

t
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To

**aM

suilr{r

Att [M9to$c$

oPmATmr{5 irAnrAcfMtfi l
H&-pAY ATTtilOAT$Cf 

'Or(rill 
0f Apmf AAftortt 20:.9

wiptw

lA/e are phasad larr,llrard a 1t&klmm#j#,"T,fi*fq#,ffih&* udh aur very h*t {ratitude tc e*rplayees
vl,tn,fillcho* commh*entaad d€dkatidfl firr *tlscottr,tr6 holldayseasa*. tiie r,nould li*o to say Sharlk Ysn:t inttrr:
a{Ilount of flfrffi{ lo16AtilP rs6 {It& x}{ool I}tlf flill be on top af the l}]h Mrnth Pay and Attanrlance
8onus.

Thse are the prerequlsiks to be eligiblc for Bre Holiday Attendarrce To{<en of Appreclation:

1. Thic i: appikable snly to *wrybps ruho sbrted b*fore |,lqrcmb* 30, l0l9 and wa* :ssigned fcr

Oparations {Adapt flaal& aad othrr dian$f

2, Emplsyee shsuh b€ aa lmmaculab Atteadance Awardae and al$Xble fsr th* Attsndanca Bs*ur tur
December 2019 end ianuery ?020.

3. Efitptaye€ did fiot tata artl aprorcd laay6 {Vtratlon, fat€rnlty, Mat€rnity, Sereavement, Medlcal i"$A
and Solo Prrent ctt.) i* Oceeaber X019 to lanuar1 1$,ZA2A. ;

4.ThellolitayAt&ndanceTolal,l.atArytxiadonrrill brrclaas*d toAfiIVt employees ONLY o* ffin*ftj$,
*"'*Hployeer 

who terdered resignation o,r or belore the releasr iate wilt be inellgible to c{*lix the
' Holiday Attendance Totsfi of Appraclaticn

b, Aa, resignatbfis itret tatei plare cn or beforr the release dadr ydttalrq maite ti* empiayer
inellgrbie to clai$ the Hcliday Att*nda$ce ?oken ol Appr*iation,
c. tlollday Ancndrrre Tolen o, Appreeiatkln 1s axclud€d from tle final Pay *{ th* resigne* andl
or resigning empkcyee,

Should you wantto takc advanfageof tlrktrcrrderful opportunity,pleare e*6a *is nnemo *nd submititts *iR throiigtr
your respective leds,

Attiq v

frnployee 9rL /71 /

l$otfd$y:

o
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iPloy lncorporated
gh ffir, Atrla ceiittsr cebuTorer
C€bu &Einess ParL Bohol St.
Cebu City 6000

Date
To

FROM

THRU

SUUECT

Hnw
November 12,20L9
ALL EMPLOYEES

. HUMAN RESOURCES DEPARTMENT

OPEMTIONS MANAGER

SSS SICKNESS CIAIMS - 5 CALENDAR DAYS

For those employees' who wants to file for sickness clairns must submit the duly accomplished SSS

notification form attached with originaland complete medical documents. lt should be submitted within

5 calendar days from the start of sickness, they may ask their relatives, friends and workrnates to submit

theh form iri Accocriiting'off ice.

A member is qualified to avail of this benefit if:

t. He is unable to work due to sickness or injury and confined either in a hospital or at home for at

least four (4) days;

2. He has paid at least three (3) months of contributions within the L2-month period immediately
$6f6rss i,he s€'m€s+.er of "srekness or -injurY;

3. He has used up all current company sick leave with pay; and

4. He has notified the employer or the SSS, if unemployed, voluntary or self-employed member

regarding his sickness or injury.

Failure to submit the documents within the prescribed period will free iPloy from any liability of their

claims.

For your guidance.

lf there are any questions or clarifications, please feel free to approach the Human Resource Department.

Sincerely,

u",.i')u)k",r.
H,rr* R;EEt

Noted by:

,-Fcatg-



iPloy lncoryorat€d
sn fihbl- elri ceiitl* c6bu Tdwi
Cebu &lsiness Park. Sohol St.

Cebu City 6000

Date

To

FROM
THRU

SUBJECT

a

November i2,2Ai9
ALL EMPLOYEES

HUMAN RESOURCES DEPARTMENT

OPEMTIONS MANAGER

1Os.DAY EXPANDED MATERNITY LEAVE t.AW

r'*i:nEt'tr
- 

:ri:rlr-rrt

tl-- -It'J

Thic is tn fnrmallrr inform rrou that all cor-rered females who sarre bi!'th startins Mareh 11, t019 onwards will

now be able to avail the 105-day paid maternity benefit.

Under RA 11210, the expanded maternity benefits are as follows:

1. Maternity leave of 105 days whh full pay, whether the eligible female employee gives birth via

caesarian section or natural delivery.

2. tr*4atsrnity !ee,.,e of 60 day-< wlth fu!! pai, in cases of miscarrlages (i.e., pregnancy loss before the 2oth

week of gestation) or emergency ierminaiioii of piegilatrcy {i.e., pregirancy ioss on or afier the 20th

r.,eek of gestatlon and includes stillbit"th).
3. Allocation of 7 days of maternity leave credits to the child's father or an alternate caregiver.

4. ,Additional maternity leave of 30 days without pay in case of live chitdbirth provided a v,'ritten notice

to the employer is given at least 45 days before the end of her maternity leave. ln case of a medical

emergency, prior notice is excepted but subsequent notice is required.
. .-l! -.!t. t... n-.-.. -.t., ---,"--1.,.....* l- --l--, --l-). AOOlllonal malernlly teave oT t) oays wttn Iuil IJay tll 6a5e tlrt elrBrure rElrlale elnlJluyee 15 dlse ct sLIL,

parent as ciefineci uncier Repubiic Act i.io, 8972

6. Female workei"s with pending administrative cascs are entitled to the maternity leave benefits.

7. Posi-ierminaiion maiernity ieave entiiiemeni (i.e., in case ihe quaiiiyiirg eveiii occur's iroi more inan

15 calendar days after termination of employment), except in cases of illegaldismissal.

8. Non-diminution of existing benefits including alternative working arrangements validly agreed upon

and non-discrimination of female workers,
9. Secu rity of tenu re except in in stances of tra n sfe r or reassign men t with in the same enterprise p rovided

there is no reduction in ranl( status, salary or oilrerwise amountto constructive dismissal.

The expanded maternity benefits appiy regardless of female worker's employment status, civil staius and

legitimacy of her child, and frequency of pregnanry

Maternity leave benefits should be availed by the eligible female worker either before or after the actualperiod

of delivery in a continuous and uninterrupted manner. Maternity leave can be used as combinations of prenatal

and postnatal leave provided that postnatal care shall not be less than 60 days.

For vour guidance.

lf thereareanyquestionsorclarifications,pleasefeel freetoapproachtheHuman ResourceDepartment,

DrrectuF, ()p€ratrons

",,sm,,"



iPloy lncorporated
11th Floor MSY Tower
Pescadores Road Cebu Business Park,

Cebu City 600

This is to certify Ms. Jovelyn

Customer Service

iPJ,*v

Moreover. Ms"
lv( 'breachedlK c with the

This

only.

is being issued the

Given this 1 of October 9, Cebu Ci

Gertified by:

lploy lnc. as

21,201

noti rule and has

reference purposes

inao failed to

CERTIFICATE OF



t

Hi Kathleen,

PSB.

Name Karisse Allia V. Abellana

Position csR

Date Hird 4nnu3

Date Separated 11t1tfi18

Status
(Permanent / Regular / Contractual /
Probationary)

REGULAR

Reason for leaving
(Please indicate speific reason for
leavino)

CONFIDENTI,AL

Re-hirable
If no, Plese speciff why

CONFIDENTIAL

Cleared from any accountability CLEARED

Pending Case
(company violation/neoative records )

CONFIDENTIAL

Thanks,

dtl*
MAE U. BMARTE
ASSISTANT - HUMAN RESOURCES
Digital Operations And Platfotms (DOP)
Wipro Limited
Cebu l.T. Tower, Cor. Archbishop Reyes Ave. & Mindanao St. Cebu
Business Parh Cebu City



iPloy lncorpaeted
11th Floor MSY Toyer
Pescadores Road Cebu &lsiE5s hrL
Cebu City 6000

9ir-lsv
|GROW COACHING FORM

lssue / Goal - What is the issue and goal of the coaching session?

Lrrr,rt" ",",.

Realitv / Options - Root Cause Analvsis and Agent's Feedback

Way Forward - Action Plan and Setting Proper Expectations

Moving forward I won't be bringing it again

Full Name: Karisse Alia Abellana

Employee No.: 01096 lmmediate Supervisor:

Date:9l5l2Ot9

Did not notice that it was left in the station.

Employee Signature: 9; 
"J

Date: A tro \zorq
Supervisor Signature: \T1{fe)1$n/ fugttl Date: q/ro)tI



':.:th Fi6ir MSY r-oaer
Pescedores Rcad Cebu Business park,

Cebu City 6000

Date
To

Position
From
Thru
Subject

*ft+v
l*Uts9u, 'tvFruR 

nQ
AUG usr 14' 

'btg
Employee - Ageni
Security Officer
Operations Management / Human Resources
INCIDENT REPORT

JLrsJi,-,

This report must be immeciiaiely accomplished and forwarded io HR office with all necessary documenis no laier than 24
hours after occur!'ence of incident.

lNsrRUcrloNS: Use this form when reporting any of the folloraring. Check the item referring io the type of incident beingreported.

-Rules 

on Proper Conduct and Decorum

_-Rules on Customer and Client Relations

-Rules 

on Company Property, Facilities and Security

DESCRIPTION OF INCIDENT:

Date/rime: <l,qliq 
' '",ru

Place: 9th Floor A,yala Center Cebu Towe r

SEQUENCE OF EVENTST

sm

17)

ln TTE (NOPNfiE n Ko\tttttq 1n9
ne th&/tlf\ ,I

un kbtrmffiL swe^e-\€st
rht

!1!h (,?LL[e4rofl.
p,F,rop-e mi v1,6wrrw ot)rL

c^6rtmrq

--Ru 
les on Prociuciivity

-_Rules 
on Health and Safeiy

Otheri;

,.0t
c4Eogvle Dt1 onfulw

wKhneL w arthk{.

gmr or TI

Qr/.uvtnofll w@uT coDv oT

OK ak

rLtvY_.

Bdvta lrr 6KrlPE-ffitlr Irtrs un r>a@?[-pdf. ow

r,Y. I.
WITNESS/ES with Signature:

L La^ *1T\<LS @v1\ Ca'N CnwW-K

NAMEOF

NOTE: Please don't forget to provide pracf {if there's ony) as supporting document for the incident report-



APr\r-RNf, rsP-ltSE 
J, 

V'

././
.,/Wnlcnof 

the activity descriptions *ould be considered to be non-TPO;

/ 
A. A company requests your database of patients, so it could send them a flyer advertising Aids to Daily

Living

B. The insurance company has a problem with a claim and needs clarification sn it

C. An attorney for a managed care company needs information about a patient of yours that ls not
covered by the company

D. Noneoftheabove

@nac
F. Allof the above

fir"rrh of the Omnibus Rule, individuals have:

' A. An enhanced right to request access to their own Protected Health lnformation

B. A right to request transmission of their PHI to a specific third-pafi

C. None ofthe Above

D.A&C

@altof tlre above

.y'wnat 
b NOT an oblltptlon your company has regardlnt Mlnimum Necessary Rule:

./ A. ldentify the persons or classes of persons in its worlforce who need access to protect

B. For each person or class, identify the category or categories of PHI to which access is needed and any

conditions appropriate to such access

@ Suf mit a list to CMS of the persons and categories on annual basis

D. Enforce those limitations

6



)

./
a.{ni"nof the fotlowlng render ePHl secure under the HITECH Act:

,/
,/ A. Making ePHl unreadable by unauthorized persons

B. Making ePHl unusable by unauthorized persons

C. Making ePHl indecipherable by unauthorized persons

D. None ofthe above

@Rllorthe above

,Kmnent medla outlets must be notifled lf a breach affects:

./ A. lm or more individuals

B. 350 or more individuals

@ SOO or more individuals

D. Anyone

*loUnof breach must be in written:

/ @"plain language

B. ln health care Phrasing

C. ln formal legallanguage

D. None ofthe above

t. tgt/which ot the following elements are addressed in the HTPPA Final Privacy Rute by checking the

rtx'rt thatelement is addressed

'/ Zeiuingpatients more controlover health information

l-l Reducing the cost of medical care

[-l timting the release of PHI

I--l Providing automatic jail time for anyone violating the act

[-l Seuing boundaries on the use and release of HEALTH records

l-l S.ttint boundaries on the usc and release of CREDIT records

2

o



)

8. The HIPPA privacy rule eliminates the requlrement of a patient's consent if the PHI is needed as

part of what is commonlY called TPO,

Matchjfte TPO term with its proper de{inition.

A. Are the activities performed by a covered entity that relate to several areas, such as medical

review or auditing or legalservices'

B. Means the provision, coordination, or management of health care and related services

C. Means the activities undertaken by a covered health care provider to obtain reimbursement for

the provision of health care to the individual

9. CMthose items which must be lncluded ln a Notice of Ereach:

E fn. patient's Socialsecurity Number

---/
--A A description of what occurred

L] wr,o the ePHlwas released to
Z

,.U Contact Procedures/ 
--/,)^4steosto take to Protect self

-/ f] rn. name of the employee who caused the breach

t] The names of everyone affected by the breach

10. A response to any request for acce$s to a copy of PHI must be responded to withln:

A. Therejado set time for resPonse

30daysofthe request

C.45 days ofthe request

D. The same calendar year as the request

o

y'.rrgrnent 6

/*,ry*, c/z.eayfi c;

.rrteannCare 
operations 0 e

3



e

,-\.
/ 11. ]trictr is a better descriptlon of the HIPPA Privacy rule?

@ it prohibits the sharing of any private patient information, unless a signed authorization is acquired by

the patient

B. tt prohibits the sharing of private p.ti.nt information except in situations and circumstances as

defined in the PrivacY Rule

n .ffitWeappllcable only to PHI transmitted in elestronlc format?

A. Yes

(D*o

r1il mortgage company is considering a loan to an orygen patient of yours. Are you allowed to

V""r" lnfo to that mortgage company, so they can make a good decision on the credit worthiness of

the individual?

@ves

B. No

tfieckthe fotlowlngthat arE patient's rights under HIPPPA:

-/6"right to obtain access to the individuals own PHI

-/-' 
V{rte right to know PHI has been disclosed

/Z*"right to have changes and correctlons rnade to PHI

o



Morgbe\\g M. A\lnt-oA

LW6kh of the activfi descriptions ifuould be considered to be non-TPO:

A. A company requests your database of patients, so it could send them a flyer advertising Aids to Daily

Living

B. The lnsurance cofilpany has a problem with a claim and needs clarification on it

C. An attorney for a rnanaged car€ company needs informatlon about a patient of yours that ls not

covered by the company

D. Noneoftheabove

o

F. All ofthe above

2. gg{resullof the Omnibu$ Rule, individuals have:

A. An enhanced right to request access to their own Protected Health lnformation

B. A right to request transmission of their PHI to a specific third-party

C. None ofthe Above

D.A&C

@errof the above

3. lfi,ffi brgf an obllgatlon your company has regardlng Mlnimum Necessary Rule:

A.)d6ntity the persom or dasses of persons in its workforce who necd access to protect

B. For each person or class, identify the category or categories of PHI to which access is needed and any

conditions appropriate to such access

llSubmit a listto CMSof the persons and categories on annual basis

D. Enhre those limitations

2Q , tolq

nle

(Do n,



o

-ot 
the fottowlng render ePHl secure under the HITECH Act:

-a. 
uafing ePHl unreadable by unauthorized persons

B. Making ePHl unusable by unauthorized persons

C. Makiq ePHl indecipherable by unauthorized persons

D. None ofthe above

@ou of the above

rnt medla outlets must he notlfled lf a breach affectsl

A. 10O or more individuals

B. 350 or more individuals

()oO or more individuals

D. Anyone

a. gxd*breach must be in written:
-.'

:/QQtnplain language

B. ln health care Phrasing

C. ln fomral legallanguage

D. ilone ofthe above

z. ttgtsffi-ich of the following elements are addressed ln the HIPPA Final Prlvacy Rule by thecking the

6x if that element is addressed

Zl eiring patients more controlover health information

[-l neducing the cost of medical care

n umiting the release of PHI

l-l Providing automatic jail time for anyone violating the act

l-l setting boundaries on the use and release of HEALTH records

[l S.ttit6 boundaries on the use and release of CREDIT records

2



o

{he1lpPAprivacy rule eliminates the requlrement of a patient's consent if the PHI is needed as

part of what is commonly called TPO.

Matdr $e TPO term with its proper definition.

l.Treatment vb

2.Pavment C,i
3. Health Care Operations A

3 A Are the activities performed by a covered entity that relate to several areas, such as medical

review or auditing or legalservices'

I g. Means the provision, coordination, or management of health care and related services

/)_ C. Means the activities undertaken by a covered health care provider to obtain reimbursement for

the provision of health care to the individual

those ltems which must be lncluded in a Notice of Breach:

The patient's Social Security Number

A description of what occurred

Who-th-e ePHl,was released to

Coglacfprocedures

Steps to take to protect self

fI- rne name of the employee who caused the breach

l-l rne names of everyone affected by the breach

10. A response g anV reguest for acoess to a copy of PHI must be responded to withln:

A.There)dno set time for resPonse

C.45 days ofthe request

D. The same calendar year as the request

9.

I

daysofthe request



a

)
fl. t/t ictr is a better descrlption of the HIPPA Prlvacy rule?

it prohibits the sharing of any prlvate patient information, unless a signed authorization is acquired by

B. tt prohibits the sharing of private pitient information gxcept in situatlons and circumstances as

defined in the Privacy Rule

applieble only to PHI transmitted in elestronic format?

@'ro

1il. A mortga g" gp6.nVis considerlrg a loan to an o,rygen patient of yours. Are you allowed to

rclease t*gdinatmorqage company, so they can make a good decislon on the credlt worthiness of

the irdifidual?

@u"

ltL Check that are patienfs rights under HIPPPA;

to the individuals own PHI

PHI has been disclosed

a ?igtrt to have changes and correctlons made to PHI



NEW HIRE TMIN]NG CHECKLIST

{amei AFIPI I I^I A KAP](TE AI I 
'A\@unti AE ,'I/ P PL.,

.oB:
'eam Lead: JUs-fll\J€ rcNeAo

I confirm that I attended the New Hire
lntroductlon program. I llstened, read and
understood the training and I understand
that as an employe, it is my rsponsibility
to abide by iPloy lnc. Policy and Prcedurs,
ln accordangg-wllh the tEining, lf I have
questinsSbzout th| tnining materials

ttt 4- w"
neE dNakdPK(E AUJF v'
Signature Over Printed Name oate 1l,o \ rq

ffiixw

si ar..l

ntroductlon ;ettingto know €ch other ler@m Di$u$ion MAY 22,t Q;W

'eam lntroductior
Gives oveMew of the team strudure, t2, tq b-'v't

:us-tomer SeMe 1Ol scenarios:
.L. tq ;.W

I i,: , :.:

bmpllan@ Ov€ruiew about u,g 3,t^,,
Shows overview of the normal business

procss flow for ordering supplis for CP,/

Sl'#s gui#irc ard wqk:nvo$cd io.
^!.r';rs^#,*,-,,*

$g 1! , pl

E
LWru

)[aaHA(F DEnnt tm ' iii

{avimtl6 and Amlietiff of Tdls and items serch. 19-, lq .\. l:-'\a

vledi@re and PrlEte lnsEne PrdldeE
ixplain the differences/requirements for
:ach lnsurance providers rPI Praenbtldh rto.gttL, v IJ ,*'w

VlediGre and FtlEte ln$Ence Prolrlde6

tmerencs/requtrements tor Bch
nsuEnce provideE, Addlng and Editlng in ,Ff Prsntation J

nsurances and Auth

/erifying lnsurnces, Adding and EditlnB in
)rightree/ Overview of Auth process lrishtre / Demonstation
{* to we @mmsiste Bidt patientsad
/ffie qdss tr bP Eh€ed tlE@{h

lAt Ptres .nd ubdile / (tr&harl n#x
iny remeorat aGtons on anq orqer / xsent
rpdate whh chanf6 in Dr6s

\llt@ls n*esry/ Group
)isuslon

{avim:!' I

,ayment and OOPoption pr€6
,ngnlre weos[e / t@t
)emonstatlon

\SSESSMEt{T :larili@tlon and O&A Portion / Review .

\ll tmls nsffiry / Group
,articipation xVy BLrtA *w

Ttl
ive PEcti6l Task

iide by Slde PEdicl Task on Uve Phons,
ive Faxes, Live Emails ,hons, Faxs. Emails v.otX W t1 \-( ?w



o

#C}ME5
HtPaA. ,rrr", ald The Omnlhn Rgle

I u[sstand I have be3n klenffi€d *atecm rnsmbgrwno hastle rsponslblllty of amelru, hendllrg
ard socudng Ptffisd HBaffi lnfumdon (PHD. I undadard PHI b confirfrd In !dl} nalucory std
eleotrcnh fomlsts. UnseaffEd end unenoyptecl PHI can lead b e bnsfi a dffined urderthat{ealut
lnsumnco Forteufry and AccountraHlEyAd &ilFAA) BrEctr Notifraffir fudB 4$ cFR 16*,400414.

I lEpr0olpst€d ln the HlPAhua0nlng secslon: HIPAA, HrrECll ard Theomnlbus Rule.

I ufllerstsrd th€t if I h-arrc qudlons 8t any tlrne r€gardlrE HIPAA or PHl, I rm oonsut wlttr the affiEsClffiCdndance Of,lcer.

My slgnst{8 belorr orfirmemy ur@tbndlrg of tne rahlrg maffild, my ruepon$Hlsto sscutB pHt
and to rdty mysupuvtsorof lnofirhnbsrcaicqng*rr-p,ilmot uneeqra aru unmary@ n4.

ffiSgnilre W rfif ,?.Q /2o17

o



Name: Noetlsv Allia Aw)ba Position:

Type of Leave: Peri

Datr

fisick Leave

I Vacation/Emergency Leave

f, Maternity Leave

I Paternity Leave

f, B"r"rr"rnent Leave

I undertime

Q epproved

Q oisapproved

Requested by:

- F./

APPTICATION FOR LEAVE OF ABSENCE

Date Filed:

yn1s. 1:rP's:D Reason: <rt"^\og a\z\ r</ncsS of +h7 l<1t la^r<r *3:tia

Approved by: Noted by:

Director, H uman Resources

WiPlov ,:.r#ffi:i: o
J . 'starins sorotio'ns 7 

cebu Business park, cebu city 6000

Date -xeceiveci by HR :

; LRT
NS

. r, _

Summary of leave credits:
(To be filled-up by HRD only)

SL

0--6-
VL/EL ML PL BL UT

Previous Balance :

Less: Applied Leave :

ilalance to Date ; o

nwittr p thout

Endorsed by:

's signature over printed name)

Employels Mame & Signature



iPloy lncorporated

1(th Floor MSY Tower

Pescadores Road Cebu Business Park,

Cel,u City 6000

0
Winw

o

EMPLOYEE'S WRITTEN EXPLANATION FORM

Datefiime:

To (lmmediate Superior):

Position:

n,r.rTr{l t )Enf/ Lq@^D

This is in response to

Plpq(p e.c,r(p .ny 3 dqvs of qbSerr.R-f . Frorn r(lajr 1- I Zolq
*ho t wos dUQ ln +hP' r'wa\l i n9 nf rn,v raft syP, wl,"r ch

rpcr-r ttpd in fednBSJ s irritutron ,

; I-RP

s signature over printed name)

/

.,
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I llh I lrqu lrl\l I pner

|rfrt tilrlrrri firr.rl t rlur lhnrnfrf lrtr L,

( rlrr ( rty &ltt}

I r.trttr.rry .)7, J(llfi

Irr

rnr}fvt

I ltRt,

.stlBJl f r

SiPJsy

: /\l.t l.MPtOyIt;s

: }{UMAN Rts0t,rlCf5 0ffARIMENT
: Ott[nAIt(]NS MANAGEH

OTTET SECUNITY, LOC IN /\NO LOG OUT PROCIDUBE

lH,i:xxH':t;I;I::H .rtELttvl

;::,liy::?j1 :llriri lr rendance anJ pirnctu artyT' crsur* ef'cctiva inrpremcntati"" J"J *-rili,-* of office security

1. 
lHj..J:,-:,lf;;uuired 

to tos in and to6 out using the biometric anrt rhe BF !D, e,renrr rr,(i uuut. 15 open
:' frnployecs are allowed to be inside the office and to Log in thirty (30] minutes beforetheir schecluled time
3' 

if;l;flilff'jrH.t items shsuld be reft in the locker beroretonsin.'in/sainginside

4' ottca an cmployea rogged in and insida the production area, they can no ronger gooutside untiltheir L't lrreak
Lntployces are only allowed to stay in the office for thirty {30} minutes after their shif t,unless authorircd or has ,pprorrlio ._i_ro rheir timeP'tntry, recrqation room and rocker should be crosed at all times, emproyees must usethgir HF lD to access these rooms
No tailgirtinS

:ffii:H: 
lD and RF lD should be worn at all rimes, tesr RF tDs win be charge ro the

9' No crnproyees are-ailowed to sray in the waiting area for appricant.1s' Employees who Ieft/tosr their lDs willget tempJrrryin-fro, HH and will be dealt withaccorrling to our code of conduct and discipline.
11- $ubmit serf ts rnagnetie wand scanning with the security personner
1'?' only rvater in a stear container is allowed in tttuop"rn,ion ,.u" and recreation room

For guidanre and strict comBliance.

,, *$rfn'!f}.*.

5.

6.

7.
L

ruulari nlrource,

Noted hy:

-rl
Al f redpli-e&E[lg I r"

nlqar aflplerations

PJ
r$arssE ftulg v.



11th FlooMltrTsfier
P#ores Road Cebu Bsrine$Pa*,
Cr&$CitV600

DATE
T.IU

FROM

THBU

SUBJETT

triBw

April3, 2018
1l t ea rtu a.rP?-
ALL EIVTTLUIEE}

HUMATY RESOUBCES DEPARTMENT

OPEfiATIONS MANAGER

MEMO: CALL lN rOR OUT OF OFFICE

ln order to properly monitor out of office employees, a new process tp call in/reportabserrce will
tre implemented effective Monday, April g, 2018,

Gurdelines:

L. ln cases of late and/or abiences, employee should report to Human Resources through
SMS or Callvia HR hotline: O917-7O9-7A74

2. Notification should contain the following inforrnation'
a. Complete (reall Narne

b. Departrnent
c. feam Leader
d. Call in for: {\fdhole day Absent, Half-day Absent, Latei
e. Reason

3. HR will be the orre to send notification to Operations Management
4. No call in should be communicated through Team leads or any other ernployee. lt should

be done by the ernployee or hislher relatives
5. Notification shauld be at least two 17) hours before the employee's shift
6. lf an employee is advised ta restlconfined in the hospital, number of rest days as advised

by the physician ihould be indicated. Othenrise, ernployee must send notification daily
7. Failure to notify will bc tagged as No CalL No Show andlor unscheduled absence and will

be dealt with accordi$g to our Code of Conduct and Discipline.

For your guidance and strict compliance.

Jo Hdfir:rflEleers
Humdn Resources

$ ed by:

O^.r.,qctuenG rte€(€ flxA v'



Pescadores fioad Cebu Business Parl$

Ceh, Cfu600

DATE

icr
FROM

THRU

SUBJECT

--,1 :: ....-J

April3.201.8
ALL TMTLUYE,E5

HUMAN RESOURCES DEPARTMf NT

OPERATIONS MANAGTMENT

=MEMO: RFSTROOM GUIBELINIS

lploy lnc. provides unisex restrooms available so that emplo!.ees can use them wlren they need
to do so. One is located inside the operation floor and second is in the hallway outside ihe
operataon floor. However, those who are uncornfortabfe. has issue with the uni.rex restroorq,
we have a separate single, private restroom available for use.

Moreover, any employee with concern/issue in using the unisex restroom. please visit Human
Resources office to get door access pass. Office security, Log in and Log out procedure shall
apPlv.

Furthermore, it is essential that all ernployees should comply and observe the restroom
etiquette:

Knock if the cubicle appears to be occupied. Don't peek under the cloors.

Lock the cubicle door when you enter.

Stand close enough to the pan or urinal so you don'r wet the seat, walls or

floor
trI,.-l. +L^ r^il^r ^trt^-..-.. ^^..] ,..i.-^.-Ct !L^ +^:l^+ .^.r f^- rl-- --.,+.,. ^-i lUJi i Ll ls tutrgr di rg, tl.tE oa lu vvlpE L,r I tl l.; LtrllE't )trde t Ul (l ll.i I lt:^t U)(l

Paper towels go in the trash can, not on the floor or in the toilet bowl

Wash your hands tCI prevent the spread of cclcls and the flu

Please use t!,ater and paper towels conservatively

For your inforrnation and guidance.

tloted by:

rl

t
a

a

o

a

Jo lla lf,t..io
,esourceS

() .^- w
*.y8 Y-Del6<6s ffuie v



iPloy Gift Policy

The aim of this poliry is to establish a unlformity relating to the acceptance of gifts, including gratuities

and rewards. This policy applies to employees of the company. Employees include all permanent, part-

time, temporary and probationary status,

"Gift" means any bestowal of money, any item of value, service, loan, thing or promise, discount or
rebate for which something of equal or greater value is not exchanged. Payments for travel,
entertainment and food are also considered as gifts.

Employees are required NOT to solicit or accept for personal benefit directly or indirectly any gift from
any employee/s or company that is seeking to conduct or is currently conducting business with the
Company. Any gift with a substantial monetary value of more than Php200 should be returned to the
giver.

Any violations will be subject to the iPloy Code of Conduct and Discipline. lnfractions for this policy is

tagged under Level 2 offense and follow these progression:

a. 1"t lnstance - Written Warning
b- 2na lnstance- Final Written Warning
c. 3.d lnstance- Dismissal

!f in doubt, employees should wlth management on the appropriateness of any gift exchange.

Employee Acknowledgement

I have read, understand and agree to comply with the foregoing policies, rules and conditions governing
the iPloy Gift Policy.

Name: nb€tlqnq Fqr rssg Arlio V

rt
Signature: XJ-- t< p31". e lsg ltotq



iPloy soefd Medie Pohcy

iployrecognlzes thatemployees usesoclal rnediatools as partof thelrdailyllues. Ernployees should al*ats

be mindful of what theyare posting,lvho can see it,and hor itcan be linked bpcktotheorganlzatlon and

work colleagues.

Al erndoyees should be aware thst iPloy negularty monitons the internet and social media about its rork

andto keep abreast of general lntemet commenEry, brand presenceand industry/ct$tomer percrytions'

iploydoes not spectficalty monltorsocial media sitesforemployee content on an ongolng basls, however

anpoyees shoutd not expect privacy in thls rqard. lPloy reervee the r{ght to utilize for dlscipllnary

purposgt any informailon that ould have a negatlve effect on the cornpany or itr employees, which

rnanagement comes across in regular internet monitoring, or ls broughttothe organlzatlon's att€iltion by

employee, cusomerc, membersof the Fublic, etc,

All grpoyees ar€ prohlblted from using or publishlng information on any social medla sltes, where such

usehasthe potenflal to negatively affed iPloyor its staff. Eramples sf such behavior lndude, butare not

lirnitedto:

r publlshing materlalthat is defamatory, abuslve or offensiue ln relationto anyemplsyee, rnanryer,

sfftce holdsrshareholder, alstorfieror cllent of the company;

r publishing any confidentlal or h,slness-sstsftlue lrformaflon about iPloy;

. Fublishing material that mlgft reasonably be expected to hane the eff€ct of dama$ng tte

reputatl on or professlonal shnd i ng of th e com pa ny'

Prmdure:

AIf ernployees fi uff i dfrere to t he follorrilig Wti Cn €ryaglng ifi sodd I ntedla'

r Be awane of your assoclation with the company when rslng anline social network. Ycu must

always ldenilfy yoursetf and yorr role if you mention or cornment on the company. Whee you

identiff yourself as an ernployee, ensure your profile and related @ntent is consisterrt rritft hofir

you would present yourself with collegues and clients. You must write in the flrst person and

state clearlythat the views o<pressed are your own and nst those of lPloy. ltYhercver pracffcal,

y61, must use a disclalmer saying that urhile you workforth€ €ompany, anythlng you publish ts

ycur opinion, and not necsarilythe oplnlons stthe company'

r you are penonally reponsihle for wh\at you post or publish on social rnedla sites' Where it h

found that any lnformatbn breches any policy, such as breaching confidentlality or bringlngthe

company lnto dlsrepute, you mayface disciplinaryacfion up to and includlng dlsrnissal'

C



a

. B€ awate of daa prolsE{on rutes -you must not post colteagues' detalls or $stur€6 without their

irdMdual permls5ton, Emplgyegs mu$ not pronide Gtr u!,G {:hcfircompeny paaeword in tspon*e

toany internet request fora passrflord.

. Material in urhlch the cornpany has a proprletary interest - tuch ' as sofrware' prcducts'

docurnentdlon or other lnt€rfial informafion - must not be transrnltted, sold or sthenf i*
dlvulged, unless the mmpany has already released the information into the public domaln' Any

departure ff$m tmn pdllcy reqdres the prlorwritten authsrtzEthrn of the managernent

. Be r6pectful alway& in both the content and tone sf wW you say' Show respet to your

audierrce, your colleagues and custorne,5 and suppliers. Do not post or publish any commenE or

content relatingto the companyor its employees, whhh would be unacceptable in the workplace

or ln conflict wtth the compant's webslte Make surc the vlews and opln ions you express are lfi}ur

own.

. komrnendalons, references or mmmentt relatlng to profecsional attribut€s, are not permiBd

to be mde about employeee, former employes, iustonre6 or supplierc on social media and

networkingsites. Such recommendatlonr can glvethe impnesslonthat the rccomnrenddlon is a

reference on beSalf ofthe iptoy, anen urhen a disclalmer is ptaced on such a comffient' 'Any r€quest

for ruch a recommenda6on should be dealtwtth ry $afing thatthls is ttot permltted In line with

companypollcyandthataforrnalreferencecanb.esoughtthroughHB,inlinewlththenormal
refersre Poliw.

r orce in the publlc dorrain, contefit cannot be retracted .Therdore, alwap take tlme to revieqt

your content In an obJective rnannsr befure uploading. lf ln doubt, ask soffimne to revieul it for

pu. Think thrcugh the consequ encrr of whalyau sayand what could happen lf one of pur

-- colleagues hadtodefendyourcornmentstoa qlctomer'

r lf you make a mistakg be the first to potnt tt out and correctit quickly. You rnay hctualfy point

out misreprcsentdions, but do not cr€ate an argumert'

r This pollcy ortends to future developmer,ts in internet capabllity and soclal medla usage'

tn ddltlon6 the aboye rutes, there are mstry key guldlng pr{nclplc tht employc* slEuld note whGn

rtrg rodd madla Eoh:

.Ahralrrememberon-linecorfientlsnevtrornpletetypnvate;
c.

r Regularly review your privary settingr on soclat medla platforms to ercure they provlde you with

sufftclentperconalprotectionandllmitacc€ssbygtherg;

r &nsider all online information with caution a5 thse ls no qmlity sontrol procss on the lnt€rnet

ard a considerableamountof lnfonnation mayb€iiiaricriidtE6rrnlsleuding;and



J

. At all times respe{t mpyriEht and intellectual property rights of lnformation you enoounter on

dle intem€t Thls mayrequireobtainlngapprcprlate permlssiontomakeuseof lnformation.You

mus al$rays gltre prper credlt to the source of the lnformaton used.

Spectfl e Manryerlel Rae porulbl lhles

gf IlEt, psffion, Managers have obllgatlons wlth respect to Eeneral conteilt posted on soclal medla

tttarEer5 should conslder whether personal thouglr$ they pubtish may be misunderstood as expressing

tremrrpanfs oplnlons or posltlons even wheredisclalrnens ale ued. Managem shoutd err on theside of

caufisn and should assume that tfreir tems urlll red urhat is written. A publlc onllne forum is nst the

Hae to communicate company policies, strategles or opinlons to ernployees.

Enforsnint .I ft otresston

ilonorrdlance with the general prlndples and conditJons of thls sodat rnedia policy and the relatd
imcntr+ ernail and conffdentiallty policles may lead to discipllnary actlsl, up to and includln$ dlcmlssaL

This policy is not exhaustiue. tn situatiorE that arg not expressly Spvemed by this policy, you musteruure

that your use of scial media and the internet is alwap appropr{fie and consigtent wlth lnur
r6sFotrfibtl,titr t$rilerds the cotiidddy. Iri ciid of any doubt, you should consult with your rnana8er.

fnfrtthnsfur this polley ls tagged under Level 2 offense and fullour these progresslon:

a.- l* lnstame - Wrltten Wamlng

h. 2d lnstance Flnal Wrttten Warnlng

c. 3d lnstance- Dhmissal

rminyea ncnrorde{emcrt

I hauc rd, undelsgnd and aEree to cmrply with the forqoing policles, rule and mndltions Sfieming
the 15e of all property of iPloy and all work and conduct completed on or with the assistanee of iPloy

property. Further, I agree to ablde bythe Social M€dia Sest Praetices when using social rnedla sltes on my

p1g6al fimeand when myafflllatton wtth iPloyreprdlngthosesites ls ktown, idefiified, opectd or

presumed,

ABoufiFI F FOPJaES rfu,,tp V

l'Iq./r, u
Signature:.-'6' '- . 

-Date:

s lee loot q

o

ilame
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iPkI lncorporated
11th Floor MSY Tower
Pesradores Road Cebu Buslness Park,

Cebu City 6000

DRESS CODE POTICY

(What NOT to wear to work)

Policv

All iPloy Staffing Solutions employees are expected to wear clothing that is appropriate for their job and

work site. Clothing and appearance should be neat, clean, in good business taste, and shall not constitute

a safety hazard. e following standards of dress code are established to provide direction for employees to
maintain the professionalism that iPloy Staffing Solutions advocates.

Procedure

Employees shall practice good personal hygiene, select attire that is clean and in good repair, and presents

a professional image. Management may make exceptions for special occasions, and will work with Human

Resources to determine whether attire is unprofessional on a case by-case basis.

Examples of unprofessional attire include but are not limited to:

For Female Employees:

1. Clothing with a printed message, slogan, political messages, picture or art depicting drugs, alcohol,

smoking, sex, weapons, violence, or that is obscene or disrespectful;

2. Strapless dresses or tops unless such garments are covered by another article of clothing always

(e.9., a sweater or jacket)

3. Spaghetti straps, lingerie inspired garments unless such garments are covered by another article
' of clothing always (e.9., a sweater or jacket);

4, Leggings, jeggings, sweat pants, jogging pants and pajamas

5. Stomach exposing tops

6. Sheer or mesh clothing that exposes undergarments or midriffs;

7. Skirts above the knee

8. Ftip-flops or Sandals. Anything that shows toe/s
9. Tattered pants

10. Sharts without collar

11. Short pants

For Male Employees

1. Clothing wlth a printed message, slogan, political messages, plcture or art depicting drugs, alcohol,

smoking, sex, weapons, violence, or that is obscene or disrespectful;

2. Tank or muscle tops unless such garments are covered by another article of clothing always (e.9.,

a sweater or jacket);

3. Shirts without collar
4. Sheer or mesh clothing that exposes undergarrnents or midriffs;

5. Flip-flops or Sandals. Anything that shows toe/s
6- Tattered pants

7- Jogging pants, sweat pants and pajamas

Winmv

o



o

iPloy lnmrporated
1Ith Floor MSY Tower
Pescadores Road Cebu Business Park,

Cebu City 6000 Wr:mv
8. Short pants

An employee unsure of what is appropriate should check with a supervisor, manager, or Human Resources

Department. Supervisors shall provide guidance as to proper attire and grooming.

Dress Code Policy will be strictly implemented from Mondays - Thursday5. Employees can wear their
preferred clothing/s every Fridays however it should still be within the acceptable borderline of DECENCY.

Name: 6gg;r-t+No FEFlssF Auuh !

Signature: k' ^ ,rr", s l% \zorr



E6;3u+o,qxsS
qc ?i
59{iEJd

ts6*
P,
e

r

&
,qtiti,*;oq

$o95 NF==!.
!
!o6
6oceB

gagSggl;gigigEITgrigi

gflgiFFiEItEFg H i#EE$E H

giEHErg'E-iEgEiigEE

gBcu.gEEB'grflEg

cfr:e
o46=€598
e $ ?i
EAeS

5.^rE
aX'

F

&"
:i-.

i.Ujh

io

Ii$* $;E *

iiEgiEgE
get$Ei

EI*g*E



E Pi!
E8$i<:io

ErES
Fgr
6g

E
fl

F

h-{4t5b h'a oo t

= *frE* ig dg = $ -

iFgEli+[gBEga E={ =i Bq !_eij= gg_ 5.o oq*t iE i: s
6c*i 3* 3i *=EEr f$ tE .fi

ag: r; Eg E

iEi Eil3 fi09' - -Btif; e 3 s$rq i 3 H

sei H E :
6 n! O 3 XFgrE * 6 U.E*^s il g q
;E3 $ 4 _
.-!H * = $ 6

=ilp ; 
g *

l=6 9 eBB: ci c'
lto c g ?cgfl * 

-EsEs : 6oQ G O iia3 gl r
6 [F e

6

u
E-

I
o3
!
o
En

oI
C

o!q
E,
n

EI

&
itrit
!o
-

F8E=gB rS

Eq{a
BIAE

**9fl

a

3i

&
'rbr

i.E:-io

[iig$A

o,5z
=r9;! I

e 53Elilo 6E

lE5

s
CFgd

gE
oi
dP
s+

ia8
-=9 *6en@
a6E:'€ sg
eFi

E',

--

6-
a.-.

5-
g

g
-a{ 6'g
+E4*[

ssE
3tdEe

4

ssE
:.*Ecn'

a
58f,

rE s* SF s=

ESsg!N
ft=
3Rg

FS= f€"! =a+r9

uii
eO
ed.

J

.E
Hg
sts
.P n.

cl
o€
sq

J

!!
uSoe
ed.

:

5
s
3

a I
!

q

@ {

+u

Aili
rBB.
i as
dE i
lIo
F E.:a.-

rIgEEEf
3E S;"9i3
BeIFr?3

,

8-a
E ilE s
iEE }
oEi@g ?-e5
a 

=*3ar60

E3+q

,EEE * f

';gsEt

*aEr$EaiErca*E

E *E! tEE *g 1 sE 
nE

e
E'e.4rgo 6x
g BH

fa!B8=zEg.o 6<
7

5

;
6

;
6-

;
5-

;
6

;
I

€.8
isdE6

e

E

FsE
+sda6

e
5EI

o
fsE
= 

*dGfr
e

g

FxE
3rdG8

c

6= f5
-o

F* fs;i FF

Ff"
=.r !.

F*"
3fo

Fs=
= =a

f5"a3t
a.d 6-

f5=

tCo8

2n.,

cl
utioe
ed.,

cl
s8ogea

I
o{
oqed

,eo$sq
ed.

o
3

g

a
I

p e
i

s
1.



6IFE!

6$rF
EaESEnd

old
E

.
g

-

&
;-ri!
i-io
-

E6:€
€9qE
a B z€
EiES

E id6:4
SD
d

I
I

F

&"
iarrit-k

ro

! N 6

3
,s

t=,gd
'o

I
Eo

ieFBn
9E3d6

: fl iE}
HigEc

d

"€ {{e='aslrg5s.
EE;Fi9Ss.-iHg

gI

4qae
+9 e

I d'gsi€
se X

*g I

zo

zo

F

E flflI
Ef a;a ie di.

.o? F

o>sg
a E9
i iab

FET AgplE
uB

ei
ef

q'3 ;i9'
ee E
Fe-f

6aa

al p

3Ei I :m'x
u*$H b*aH
Hfliilnflia
s*q I i;E+l e"

a
I
?

6
g

5'

;
6',
6; N

6

-
r
q

6-

--

6'

;
6-

;
Ff FEt=

(.s z, 5F rrE
3Egae

gEfl
I

FsE
1ail
E6

4

g

F6t
=.9 

g
E6'

o

65s
a.d o- futt

=.6s
S=-
g,Eo

F=-
=.au

S=-
=6Sr"

fs €E
J1

fE f5
=.6

a9
'n6!
oQ
24.

1E

ei.

a9

eq
;8.

)9t,;
UE
oQ
€q

a9),a
oQe;

sf-: iJ3
=60fi,

SE-
=*5'
=.tr sl

fs-
=.60-86a

Ss-
a d;3'

o

G'

I I I oS
sg

a

o$

<9.
3

.c
u{
gQ
<9 ,

o€
sO
en.

I
)
6

a

E

I

=

g
!

N
N o @

i$grigt

qqp
E=91Eo
=O o< d =
Enmggg:
q I flEgB
s &F E i I5a5.SyIi-oi

!L

Q*
P9
Fd

o

z
=.6EB
dq

E3;da+8*94? eEO<

.dfil'
ri

-$s$Ee

r*s$EF
igii$ii

itrsr $sq€ne69.w4

rf;HE5BfiFi'aE E 3 E ; 3o;o d gd oi3'5 s sa{
6&

6 oA-

3$sE'
J9fi,eE
;E $88

E r tg
4S 5 

=

6
g 6-

E
6-

;
5-

--

r
;

E

;
6-

;
€€i* FS ss F*

==_ f5 6E FF)n

=Etro:. I
:if- FF. E5+

=.4E

s=-3*5
=.r 

g $5*
=,-a

S=-
i.d !r
.i6 =

FE-r i'5'*r9"

o!
oqe4

a9

Ea.

aq
o!
oE
e6.

?HUE
o0
*E

?E
sQ
i2,

?H
oO
e6,

-9t.;
6toP
24.

o I o o
i

E

o
2 s

3
c
3.

a.

I\v



CN J€
sq{E
o u z{
EAES

Aardgx'
H
3
g

i

&,
i-ri!lr:io
-

t'38!q A +9;e*i€3e8
EAAE

Fde

E
E

*

&
jI!

irE
:1tioE

o N { N

IrriEie

" *1[
H.gaE

ri6 +

+E a Bs rBH
E 3 Rt I € s E

rgi*rEEt
r r - 

=.6h o d-

o
!3
i.9
6E
t6
EEIs.r

5.

lE *o = !

ii$EgE

m9i ar
rr., e
9d*Eh=3G'
-,46 t
6: rdsdEE

qd-
?

o o *o

nsB$te
, E s'E E.; Ei e'sr l EE

=I*$ EEl
*'Fe E f

t
6
o
g
3
s
q
€

cd

9fi
il3o4
<caq

a5'

6
s

E'
o
*-

eE
E

F

;
5-

E
N

F
6;

o{
og
e6.

u$
96.

cuS
o0
en.,

2u€oq
.P 6.

t

€E
;il r5

o
3

E.

e s

$

I
3.

E

Sf=
f =t
=.fE

fSsi.rd

?H:x
*B

?g

eu.

g

G'

E

9s
€Eg

1*B *
[? ir-
's-9-

a *d

It
tEE EE

"; a g 4E
i 3E $gE

'$E ee r

oEs I
,E:IEB
fiEs{ai

=-6aaA
=3*6-'as9 d

-;. q

50
o3 -.o b'gEE3A3

?9<e€*

s59AtEq g$ a 3 ts

=H'lte;
8d

-^ 3 +x *6 0 6
sE E 3 "* Eg.it3E;.

1B$ tA i
see;es

iae[8fl

**$iEg

F'

;
6-

;
5-

!c

6-

a
6',
q.

6',

;
I

o€
e!9
ed.

g
c.P
-6gi.

,

q
o€
oq
e6.

Eu€
ga

t

c
u{
sQ
.9 6.

,

c
o{og
e6.

I I
3
6

I E s o
I
g

I



\!
Hgi:qiqS
E 5 EE

B{ailp
E

ts

;.

:8c
6
oi
!
e
o.
E
tt
3

&
;-rit;t
-

93tr3
EE:E
e8{=<:ioos =AEAESaad

D= cba
E
=g

i

+gflf$EF

'ergEg*

e fr ar[*ta
t $E r
iSBgF',6. Ef*

Its E. P

:E3F3C6Bg-*o o
9s5.3
E gE E

t6,

t9+a q 5

$iE 4FF

*EE$g

r3gra-e
;EE'.

a'ss
JT

6

il3tts
fi [+a
d agsiIsI

E:g-" 5

*

6 s',-r e3ilPrsc;q"F4

f$EggEg

$160 0 0!iliEaF;
i e; fi eg r
r5.Agi$
tfl - d 9*

to3B I

!5F6'
PE *g

x3F
THB
f-Bp

6'

*-

5'

6
E

a
6-

6
E

n

Eu*
o0
r8.

I

co$
sq
eE.

I

c
u{
oO

PoS
e!9
ed.

5

ss

o s
3.

g

I Ic f5"

6€

<9.

I
I
6'
p.

6t oo l,'3sEEE *
zd*
rEElqi*E6
P9o

o

<! oo
iE B {
FEAE,i-190

ro 4

frfs
;;q-gri

"'t i. 3EiE'*
r*gg

*aEi
; c *b'

i; ig
rBF
o?

i€$!Ec
3i9$qg
dSr;5qg #e'
E OE
l rit

?gfia;fl9
E E 9 E E ;Eq B: e g d

eE i1*S
OE

ia2c:
ilE *qEE

liE*E
6 D-'

69.
oil

+ +F6Pa
tF3x1ft
? flgo9

g

TXS-
PiEg
a€6'
oooao,5=O

,o
iE

t6'
;t*g

i 9.E O r O

iE9EBs'9fi-i7g
Ei=dFrg
-50 d

sd E
a

6'

;
6',

g

uSoe
e. i.

t

o*
oE

a
j

I
5
G'

!.

&.
iE
:o



\

s I 59

i${a
EaEH

E:td
aX'
@
g

g

*

&
r:-ti?:-
rOK

SPtr=
H6-i:€988
g; agaitr

EE 
"

5'
I
3*

&
ir.

i3io
-

E

6
3o

o3
1o
E-

I

o0
-a:n
B
G

'\

{ N

at o ! h

}B€EAis**g
I t- =.913!
srgE,-c;ig
8q

Itgi$E
3-cis3E
igBA;E

I g o E6; B.ila Bs

EgE;6f,
eP9
.,i a 19.6 E<
d5t

6a
5

BE*g
FiEE

xad
-Ei'

s{t
il'qe3

r 9.8

3gqo
3s:r
;a
t;

+E s t!c=D
ffB9
3 EB 9.

ao 6E

+6si
1gfil'qailssl

i gE fl
1E BE
ioE:

6Es
5096:tn

E g s*393=a 3.o =EFfg
d e!! E
ee E as.'95o 6 do
F98S-;*

a

6',

a_

6',

;
6

;
5'

;
6',
o;

6

;
6

;

u€
o0
en.

,8n€
EEgi.

t

!f
o€
Eq

u{

e6.
-8e0
QE.

a

qr

u€
e;

a

,tr
u{i
oQ
e ,6.

o{l
oq
ed.

I
3
6'

0
3

g

3

E

I, I
5
a
E.

I:
q

B

s
3

B

{

9gEAEET
iEE}iEA
tiql-*E
tiE gEg

i *E
+i3tr oh
4td

E=
Eiq5

o

r o ! eE r e I c
;3giEfr3EH

= 
fi :.4 ! E {:

9'o+a;frnH

EggF-E-F-se5 I

t)Qz
!,8 i I,e* 4s.iq'a
oSEq+E e e
E Ii E';
s f fi s

sEa

500!<!8ldi6'g*eFg
. a Ar.atddoa

d Fo a oBi€:q+* I E P-9EBN
ii 

=' 
g'

iEis
Egfr3
3 r= r
o dt6PE;3

eHa

99fl
i gE
d:.5

H*H

3o
,T,

ditgP's
a
c

az
E3
d's
p.2

o

E
tsE

6

E

6-

;
6-

;
6'

;
6-

;
6- 6

q
5
E.

F',
q.

o I I I
E
6

sI
g

fsJE fs
it
=6

o

=-Bts'5, d:t!r-5.#.
e

o
5sE
= 

1,
;.ts Ee6

o

F5=
=.fo

fF=a *i
Fg
5,l

fr

o9E
2,

o96

!.

Fl= E5=
=.do-

o 0

=6'.

u€
9,9ea

,E
o€

ed
a

o
3

E
d'
3.

I



. -.s

6!P=

Hsfg
<r:6
6A 'A
EaESEii

eio
6
g

s$
7

{
, oo
F'5
;-6 d

F;Egl
;i
0€&s

e-9ogeo
AE6l

d5f
t!
E€
o=,<q
g.
7

o4fr
io;
nxa

7i9ird
iEd
5Ec

5

Eg
SE*aIq
9[;o
EO

3=
F

tsP5*

!srlr
! 6 er:!;< f Ei I E +9aeTi't
+6.:.88i-E:3,e

E E>I 
=.82€f,-r9.

!EE
e3a
agf;'aoog6 r

rF6 H

ag93
-4 f,e
drui
d6i-E

tr 6t
$38
E! a

P.2 s
65
F9
eB

t
o

3EEFA5, A: =E Cqat6€t
'riggd

!cE6=

E g{A Eq;S34
I *i eocr=-5
=6-J^ o5

*c [E $
g B [g +

i 19 
-iq

sgggq
g s 3Eo?1.,

D

6'
q
N

6-

;
6-
g

6
g
N

6-

;
6'
g

6

;
6',

;
6',

;

;s fE s= FT F=
JB
=o

g;
=a

o
FsE
3 *1
G6'

rst
=, 

f'd
Ei sEI

-8
,gEa
otr r

65: f5+
=.Rg

$5=
:E,a,e fr fis Ff,=;,aEo f5+

'=E!
;s
1fi

F5
=6

€€ 6=

t4
qE
cq
<g

a

.c
oI
-dga

t

uS
oDea

5

.=
u€
E!9ed:

u*
oOea

a

.E
o€

ea
a

fE=
+6!r

F5-
1tr4

fl=
=ta'=69-

Ff"

o
3

0
a

o I I
3

I
o€o4gd

,
o€
sgg-q

.C
o€sc
<g ,

tc
og
sE
2d.

a
3

c g
a

g

&:-{iT--
;o
-

,c
6',
o

3
!
s
!
o
x
$
g
ci,
R

054
6
Et{

6E 9Q

EEaE
;A:E
HE83
rdI&i

s

F

&
:I!

i!iL
!o

ao60!too6c)a-0Ei!'EIi 5 0 g l; sr ('
sg4EE.qggE-[EgggEEE

o ;o 6 r Ia a91e oo'' o deE IEgEg*gI

EBF
335

>E

e3.

;'. s
gE

*FEE3ci8
ooEEliES
FE.gE=

ad2.e'9ei

a92q
Essg
=oi*=.q;E

tg -iaB
2=a
oIE

=E 
S

3g g

t; 
=a',fr8,r'Aq

6t
*a,

:o
or

EgIEaE
E e A S8.

igHiE
igaq

848H',)< a 4'EPEd
5020
'-d;3

o oEf*g
1d
$

6 6
;

6'

;
5-

;
co$sq

ed.
5

c
u.8
EQ.Pa

t

6€
eq

u

FS

9.

3
s
,

0
65r

u2
eq
2n.

g

1



{

ar?eEl
Eig$i
; gE ? e
*H*SE
EEEiA

oor4
i E-*a
AEqs

Hi&r tl
3 41
3c

tHgqEl
sfs-e*
i*;$a
EgfrBg
630

6y

oEocia ! =. rtg g , ol

aEBsfEES
AaO

fl'q Hoa6'E4>o<!
q

B 5 LE.3
BEi*€
'e BAg

9Bqgr:6aE
oxo
36q

o-

$aEEEEiiE

El33 Ar*lr a

6
s

5

;
6-

;
6 6-

;
6-

s

E
-EoQ

c-{
ga.

a

c
u€
eq
2's-,

c
ut
E!g
2n.

u€
,s I2q

t

c
u{
ga.

I
3

I
:.

L
3

I
3

p 0

\:s

<s-> P l'l' EE=

?e- E s#fi#4 iie = E*eia H
a6 6'; 6 € o;e fl 43.+14 AEAfrgq _aE ! A.qE 

=HaEe9 J eO -or [tE&Es 3o';9jj o+ ooR 66
'{ +- E o

g g. E,'eag a5ra 6 0oe 6 
=,qrs +Boo;i iaEd €B: !^ 

=1AL s=
B $ 4<-'od

d-1O O +i3 3 6

=E E 3
6o 26tsi is
o, f,Eo9 4A6<8F' r i3-g 85-c a c r'

;rrg. oo$g6'
o-'

gflE,E

Eqgd
EEEEadtr

4rA*
Fc
g
I

F

&"
!rri!:rrio

EE?E6a#it

EIAiz4d
gi "
@

3
g

3

€.

i!ioE

4Z EE ErBTii e

a1 ffi ii[ ?l* i
ez l*e [f? gEE 

E\t^= Pl* sEr ;f,r i
f,B flE ;g: ?is e

E; llh nl;ragi=
la llg r*ete?l= ll. sB EE E

le ll ;e itaI ' i* agI *F t3tsc dagr rB4*. 6 2,8.6 ! i
:d eg
=E 9a

Ea EEs .sa



I

I'I
fr=i l

$fsds Eiii
}l sI*

.'?

EE$EE i

EEHfiu
Eq xBgPH
a

a
x
cl
6la

l.
ctE
ln
3

ifigiggiiiEiiiEg,gg$ia?lsEi

iigil*ialiisgialiliiiigg
lgriiilgiisgggigEglgr

Q.r-.itiIlt<

*rilll
eE t

=f r
a *,,otr

ie
o-
6Pu<

t
a
fr
6

g
*a
;
rD:
3o
64
g

,
l,

brii

=-
a
a€a
:t
G

o
c

o
tL
ca
a

!D

3
a
cO

I
P.
9

I
+l

<)
3

6
3
!
I
=

5Er-o 365
.u

Q.
iE
a



tr
.1afr
'IEz
sr
2
E
E

,
o
7
2(,
tG
B,2
P

3El

g 5a BEg ai

is$ii$flgrFf$ggi$iEF

,os

FgigIgEggE+Bgiggggr

q>o5gl<
i$
7tt
o.63a
ts.o
*6
d6

3'Eia3e
8a
Qert !1
i='
86
s?
iFc
=Eoo
E-gq
AE2A
ooi+
e6
uI
sr

++
.a!!oh; F; sr
A E: EEB gr ie,e SE' I8E FC El
E f;A A*f F; figs 3: '*r tsF g.

s 4-q 6

3E€ I
E {E E
F €3 1F* $.00

sE
SFa85a

co
ir

(D
o*
o
to
oI-
{1
eo
ot
CI

IE
lf
o
2
{t
or
!r

p
t!"o

f{r
At,orr
p

,

q5
(l\

T
5

t*rr
rxffi
El*
I
t



\\
\J

r' $t5l

ElIiI3!63
=a>zt,
3o
1d
:ll
2
6r

HE!'1 p

F t *F fi r
r E 3= 5 ggs;

gziEi[EE
t F* 

fiEgHel 9 6gE.lF I !{S€*Eil;;$€rqi r ste$ B B.lEF .<e. +; Hf e rHgi a E,rF 3rBa EFi'

t
!

E6
IL

s
tsE
6

nEoL!
.. lE

l:
B

igE$$i$$Fg$F
EAs EIEHFF 3

si$i*$il$$
Eni Egf,;i,
*sg Ei +Fts
cf,a *afi$F

+sr ;if$gF
5s* g$EEiE

sta tuE

gdFg Fr
EIgsss
$$gffHE
?31[Es
E$$Fflg

o qQ-+
qEJ6

Ed s g

;fis$
$gBi
Yr'a

Br g

f€$5*:iii
dg
G4
tg9-d
6E

=E g
g
3

o{itr d *O- !aO
<f6<te a6

6$ s€
AE HE'

f,.9 FEsf a9
EX 8ElE 39
X !I EEqB PT,

rr $gt3.= 0 B:ro d aPF a-€

1$ g[
E; rs
FO. ;' E

o FE
otL
-o50qa8*5Ee6*3
saBi

s
gl r'
*l'

I

(!)

q1

.il

xli)
5

ffYl
n$$$

r
r

&,

ry

=2fr

(?
>q

t;to
a
CL
ct

rt':
8.

s

T

I
I
T,l
I


