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May 26, 2016

MEMORANDUM CIRCULAR
Number 2016 - 05

Subject: Environmentally Friendly Value Chain

I. Rationale

This Memorandum Circular prescribes the guidelines for the active
engagement of AFPGEN in environmentally friendly value chain.

Value chain is defined as set of activities that a firm, operating in a
specific industry, performs in order to deliver a valuable product or
service for the market.

AFPGEN shall conduct measures and practices that would ensure that
its value chain is environmentally friendly.

Il. Objective
To adopt standards and practices to make the workplace not just a
conducive environment for work, but also a place that promotes
healthy environment.
lll. Policy Statement
1. AFPGEN will not only strive to operate sustainably but also
consider environmentally friendly practices as necessity for

business continuity.

2. Commitment shall be instiled among employees to integrate
environmental standards as part of operations.

3. Policies and guidelines shall be enforced and implemented at all
times.
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VL Policies and Guidelines e

Company Program . o

"_»1;

Provide facnlltles for on-llne mqunry, appllcatlon and payment to

- spare customers from traveling and/or using their cars to personally

apply fori lnsurance coverage at the oﬁ" ice. .

Corporate Somal Respon3|b|l|ty (CSR) pro;ects shall mclude climate

) 'change mltlgatlon actlvmes

Share mformatlon on’ envrronment-related laws and regulatlons
through on—lme dlssemmatlon or durmg general assemblles

. Create “Broadcast Eco—Fnendly Programs where employees share

thelr contnbutlon/ partlcrpatlon through socral medla

‘All llght facnlltles shall be swntched to energy—savnng LED Ilghtlng'

systems

;Waterless urmal cartndges are’ contmuously used |n alI male

comfort rooms

’Use of cost effectlve ‘more energy eft’ crent equnpment shall be

observed such as inverter type of air ‘conditioning units and

- computer equment with energy star label. Energy ‘star label has

lower standby consumptlcn than any average devnce and generally,‘
use less energy . o : .

Potted plants and vertlcal gardenlng shall be v15|ble wnthln bmldlng
premlses L . A e

Company vehlcles are penodlcally scheduled for. preventlve‘

maintenance services so as to keep the unlts fuel eft” clent and .

mlnlmlze occurrence of sudden repalr

| ‘Employee Part|c1pat|on

10. MaX|m|ze on-line commumcatlon and paperless mltlatlves for most
mternal transactlons ' : :

' 11 Use of scratch papers for mternal memoranda & correspondences

.12.Scrap Ilke used papers for dumping shall be given to Utlllty Men for . o

i
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them to gather and dlsposed of properly thru selllng to Junkshops
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i

_13 Turn-off most of llghts and air condltlomng umts dunng lunchv»"
- breaks.. : g ‘ v

14. Turn-off lrghts air condltlonmg umts and electromc data processmg
equment when not in use or after worklng hours :

186, Unplug not m use - electromcs otherwrse known as energy
vampnres DR g : S _

'16.Set computers to sleep mode or savmg a file and powermg down Lo
‘ lnstead of leavmg it paused fora prolonged penod

) » 7'17 lmplement ofl" ce 58 once a week (every Fnday)

'a.

Sort -~ remove all unnecessary clutter from your work space

(this means looking through each & every fi Img cablnet shelvmg

: unlt table top and SO forth)

Stralghten - retum to their desrgnated areas and organlze oﬁ' ice

files/ documents supplles equrpment&fumrture o

Sweep - wrpe off flat surfaces such as desktops printers,

. tables f Ilng cabmets and book shelves with cleanlng cloth

Standardlze - creatmg a form color-coded fi llng system
developing processes for handling incoming information. & -

‘projects or using checkilist to be put in place SO everyone follows o
: procedures the same way .

Sustain - after developmg a weekly routlne of Sort Stralghten -

Sweep and ‘Standardize, the fi nal 58S step of Sustaln will occur
naturally .
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ThIS Memorandum Clrcular shall take effect upon publlcatlon
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