
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 



 JOHN HAY MANAGEMENT CORPORATION Document Code JHMC-ICTD-
Form 015 

INTERNAL MEMORANDUM Revision Number 0 

Page Number 1 of 1 

INTERNAL FORM Effectivity Date 
23 November 
2015 

INTERNAL MEMORANDUM: HRSD-070320-26 
 
FOR    : ALL PERSONNEL 
                                                                                                                                                                                                    
 
THROUGH   : ALLAN RAZON GARCIA 
     President and CEO 
 
 
FROM      : DANNY B. LATAWAN 
     HR Manager 
 
SUBJECT   : USE OF ENTRANCE POINTS AND EXIT POINTS 
 
DATE    : 03 June 2020 
 
In response to the COVID-19 prevention, entrance points and exit points were established by the 
Management.  In this regard, all JHMC personnel are reminded to use the established entrance 
and exit points for its purpose only. 
 
All managers/unit heads shall ensure its strict implementation. 
 
FOR YOUR COMPLIANCE. 
 
Thank you. 
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INTERNAL MEMORANDUM: HRSD-070320-27 
 
FOR    : ALL PERSONNEL 
                                                                                                                                                                                                    
 
THROUGH   : ALLAN RAZON GARCIA 
     President and CEO 
 
 
FROM      : DANNY B.LATAWAN 
     HR Manager 
 
SUBJECT   : WASHING OF HANDS AT THE DESIGNATED  

WASH AREA BEFORE ENTERING THE OFFICES 
  
DATE    : 03 June 2020 
 
In response to the COVID-19 prevention, you are hereby reminded to wash your hands at the 
designated washing area (Carport/SEZAD) before entering your respective offices.  The same 
applies to all JHMC service providers and stakeholders. 
 
Departments that are in-charge of providers giving service at JHMC offices must inform them of 
this protocol. All managers/unit heads shall ensure its strict implementation. 
 
FOR YOUR COMPLIANCE. 
 
Thank you. 
 
  
	



EDSE 
AS 

OL 
ager 

Republic of the Philippines 
Office of the President 

JHMC 
JOHN HAY MANAGEMENT CORPORATION 

a mcmher of The BCD Group 
Certificala Number: MA 16-0059 

INTERNAL MEMORANDUM NO.: ASD-2020-05 

FOR ALL JHMC EMPLOYEES 

THRU ALLAN R. GARCIA 
President and I 

JANE G. TABALINGCOS 

FROM 

DATE 

SUBJECT 

Vice President and COO - 

15 June 2020 

DAILY DISINFECTION OF ALL JHMC EMPLOYEES WORK 
STATIONS 

Please be advised that starting 15 June 2020, the ASD-GSD through our janitorial personnel will be 
conducting a simple daily disinfection at all work station of employees to at least minimize or 
eliminate threats of COVID 19. The said activity will be executed from Monday-Friday, after 
3:00PM. 

With this, all employees are reminded to secure their valuable belongings before leaving their 
respective work stations. 

PLEAS BE GUIDED ACCORDINGLY. 

Thank you. 

John Hay Management Corporation 
a itiember of titer BC'DA &roup 
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INTERNAL MEMORANDUM: HRSD-080620-033 
 
FOR    : ALL PERSONNEL 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
 
THROUGH   : ALLAN RAZON GARCIA 
     President and CEO 
 
 
FROM      : DANNY B.LATAWAN 
     HR Manager 
 
SUBJECT   : Executive Order No. 118, s. 2020 

An Order Mandating All Employees, Workers, and 
Other Personnel in Business Establishments, Banks, 
and Government Offices To Wear Face Shields While 
on Duty 

 
DATE    : 06 August 2020 
 
 
On 05 August 2020, the Office of the Baguio City Mayor issued Executive Order No. 118, series 
of 2020 mandating all employees, workers, and other personnel in business establishments, 
banks, and government offices to wear face shields while on duty as a safety measure against 
COVID-19. 
 
The JHMC hereby adapts the said Executive Order.  In this regard, all JHMC personnel and 
JHMC service providers are hereby mandated to wear face shields while on duty.  The same 
shall take effect immediately until such time that the COVID-19 pandemic is eradicated or upon 
the recommendation of a proper authority. 
 
FOR EVERYONE’S GUIDANCE AND COMPLIANCE. 
 
Thank you. 
 
  
 

 


