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Handbook Purpose Statement
Date Issued:  11/1/2017  Replaces: n/a

Revision:  n/a  Number: 100
 

 
The purpose of these policies and procedures is to provide LATAM LOGISTIC PROPERTIES (“LLP”) Employees 

with  information about LLP employment guidelines. The term LLP or Company  is used  interchangeably and 

refers to LATAM LOGISTIC PROPERTIES and affiliates. The term Employee refers to all individuals employed in 

any capacity by LLP. LLP is involved in an industry that is affected by business conditions and market pressures. 

Therefore, Employees should be aware that employment status is subject to change and that the terms and 

conditions found in this handbook do not imply that employment  is permanent or guaranteed. LLP and LLP 

Employees have the option to terminate the employment relationship at any time, according the applicable  

law.  

[Peru if LLP dismisses an employee must have a cause, dismissal without cause may result in reinstatement or 

compensation, at the worker's option]. 

[Costa Rica:  In case of termination without cause, the party terminating the relationship will give/pay the other 

the corresponding notice period.] 

[Colombia:  In  case  employer  terminates  the  employment  contract  unilaterally  it  must  pay  the  relevant 

indemnification according to law.] 
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Mission Statement
Date Issued:  11/1/2017  Replaces: n/a

Revision:  n/a  Number: 101
 

LatAm Logistic Properties Mission 

Definition:  Our roadmap starts with our mission.  It declares our purpose as a company and serves the 

standard against which we weigh our actions and decisions. 

 LLP’s mission is to acquire prime land and build modern, efficient, and sustainable warehouse 

buildings in our master planned logistics parks... 

 To serve our customers who are the fast growing companies that are focused on meeting the fast 

growing needs of the local population.  

 Our goal is to be recognized as the leading regional logistics real estate platform year in and year out 

and recognized by all our teammates as a great place to work. 

“Rule No. 1 : Never lose money. Rule No. 2 : Never forget Rule No. 1.” – Warren Buffett 
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Vision Statement
Date Issued:  11/1/2017  Replaces: n/a

Revision:  n/a  Number: 102
 

LatAm Logistic Properties Vision 

Definition:  Our vision serves as our Roadmap and guides every aspect of our business by describing what 

we need to accomplish in order to achieve sustainable, quality growth. 

 LLP’s vision is to create a best in class company that builds, owns and operates the most efficient 

logistics parks in our chosen markets that satisfy demand from global and domestic customers 

seeking to expand and improve distribution efficiency while achieving our financial targets. 

 Guideposts of Company Vision:   

1) Integrity  2) No politics / no drama 

3) Intolerance for mediocrity  4) Frugality:  Make every $ work hard 

5) Equity driven, LT view of $  6) Alignment of interests 

7) Good communication, even in hard times  8) Mutual respect 

9) Customer obsessed  10) Passion (fun) 

 “The best way to predict the future is to create it.” – Peter Drucker 
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Core Values
Date Issued:  11/1/2017  Replaces: n/a

Revision:  n/a  Number: 103

 

LatAm Logistic Properties Core Values (CLEAR) 

Definition:  Our values serve as a compass for our actions and describe how we do business 

 Character 

 “Do what you say you are going to do, when you say you are going to do it.” 

 “Do what is right, let the consequences follow.” 

 “It takes 20 years to build a reputation and five minutes to ruin it” – Warren Buffett  

 Learning, Preparation & Constant Improvement 

 “Give me six hours to chop down a tree and I will spend the first four sharpening the axe.” – 

Abraham Lincoln 

 Execution 

 Deliberate, fact based decisions 

 Action 

 Sometimes acting too slow increases the risk profile.  Sometimes acting too fast increases the 

risk profile.  Make decision before the risk profile changes. 

 Once the decision has been made – Act 

 Resourcefulness 

 “Do more, faster”; Make every $ stretch as far as possible 

 Constant improvement 
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Corporate Responsibility Statement
Date Issued:  11/1/2017  Replaces: n/a

Revision:  n/a  Number: 102

 

LatAm Logistic Properties – Corporate Responsibility Statement 

As a responsible global citizen, we aim to lead our industry in environmental stewardship, social 
responsibility and ethics & governance.  
 
 In environmental stewardship, we see it as our duty to address major global challenges confronting 

humankind – climate change and overburdened ecosystems. Our objectives:  
 

Minimize pollutants for our customers by providing energy‐efficient buildings 
 
Minimize the ecological impact of our developments by meeting or exceeding local or regional sustainable 
development standards 
 
Minimize the impact of our own operations by engaging employees in every office to reduce our 
environmental footprint in areas such as energy, waste, procurement and water.  
 
 At LLP, social responsibility means setting expectations of excellence in how we interact with our 

Employees, suppliers and local communities. Our objectives:  
 
Engage with our Team to provide a challenging, dynamic and diverse work environment that supports their 
personal and professional growth.  
 
Engage with our suppliers to discuss and address relevant social issues pertaining to the health, safety and 
welfare of those working in our supply chain.  
 
Engage with our communities to support initiatives that improve education and human welfare where there 
is need.  
 
 To LLP, ethics & governance means, working with integrity and ensuring effective oversight and 

accountability – two factors that are critical to our long‐term success as a company. Our objectives:  
 

Maintain high corporate governance practices through exemplary board stewardship, management 
accountability and proactive risk management.  
 
Maintain excellent ethical standards through a strong ethics policy, ongoing ethics training for all employees 



and executive leadership that promotes a culture of integrity.  
 
Maintain strong stakeholder relationships through open communications and by using stakeholder input to 

respond appropriately to our constituencies. 
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Every employee contributes directly to our growth and success. In conducting our business, employees 
are expected to maintain the highest professional standards. The following operating principles are 
intended to provide guidelines so that we may each contribute fully to the integrity and dignity of our 
corporate environment. We should all believe in and follow these operating principles. 
 
1. Step outside your comfort zone to make things happen. Stake out a position in advance of 
clarity. 
2. Be prepared to put in more than what you ask others (especially subordinates) to put in. Hang in 
with your people during times of crisis – be there with them. 
3. Be decisive and make decisions quickly after appropriate level of research and analysis. The 
ability to decide without perfect information is essential. 
4. Get to the point quickly and with clarity. 
5. Don’t drop the ball. Reliability and consistency is the foundation of every good relationship. 
6. Be respectful of people’s schedules and take time commitments seriously. 
7. Be prepared. 
8. Take personal pride in producing high quality work. 
9. Make it easy for others to work with you. 
10. Protect and preserve company property and maintain confidentiality of company, employee 
and customer information. 
11. Deliver more value than your customers and colleagues expect. Consistently review the tradeoff 
between payment received and value delivered. Smart people will realize the value of your work and 
will reward it in time. 
12. Focus on the long term without disregarding critical short-term matters. 
13. Anticipate problems and try to prevent them before they happen. 
14. Don’t take shortcuts that interfere with the quality of your product or service. 
15. Lead by example. You cannot tell people how to behave; you can only show them what works. 
Symbolic behavior is important. 
16. Be consistent. Moody or unpredictable leadership confuses people and erodes respect. 
17. Don’t let our success go to your head. Remain modest, human and approachable so that people 
will want us to succeed. Guard against arrogance. 
18. Don’t push the envelope on personal perks and privileges. When it comes to these matters, 
modesty and integrity set a good example and earn loyalty and respect from our customers, investors 
and employees. 
19. Don’t disclose confidences, particularly as a way of impressing people about your grapevine or 
power. Most people realize that they might be the victims of disclosed confidences themselves. 
20. It is ok to show your personal fears and vulnerabilities. 
21. Treat the people within the organization, no matter what their position or level; with the same 
respect you would your most important client or investor. People who treat people senior to them 
better than they treat their peers or subordinates eventually lose out. 
                        

OPERATING PRINCIPLES 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 105 



 

 

 
22. Be enthusiastic. 
23. Be especially helpful to people who are down or vulnerable. 
24. Find the good in your colleagues and talk about it. Support the people who work for you rather 
than the other way around. 
25. Don’t trash your neighborhood. Pick up any trash you see in your neighborhood. 
26. Don’t toot your own horn. What’s important is that you feel good about what you do, not what 
others think. Those who matter will recognize your contributions. Promote the company instead. 
27. Avoid any actions that create even the appearance of impropriety. 
28. Always do what is right. Do not cut corners. 
29. Don’t tell people what you think they want to hear if you don’t really believe it. Hollow praise 
may be convenient in the short run, but it perpetuates problems in the long run. 
30. Don’t be tempted to “fight from the shadows.” People have the right to know your 
position/attitude. Be clear. 
31. Do your best to track down rumors and stomp them out. Don’t start or perpetuate rumors 
because they weaken organizations. Be specific in your dealings with people. 
32. Accept, encourage, and give constructive criticism. Admit when you make mistakes. 
33. Tell the whole truth promptly and every time. If there is a “dead fish” stinking up the room, 
point it out to all concerned. Err on the side of openness. Certain information is genuinely confidential 
but excessive confidentiality creates mistrust, destroys motivation and breeds rumors. 
34. Bad news gets worse over time, therefore deal with bad news right away (after you have had 
the chance to formulate your plan). 
35. Whenever possible, address conflict in a face to face meeting. Don’t hide behind email or voice 
mail messages. 
36. Turn “I told you so” opportunities in to “what have we learned” opportunities. 
37. Treats others with respect when you have disagreements. 
38. Your role in the team is based on the value you add not on position, title or rank. 
39. Once a decision is made get on board. Passive resistance is not acceptable. 
40. Make the difficult decision. Be wary of those who are too ready to compromise because they 
don’t have the stomach to take a position. They usually lack convictions and will sell you out at the first 
sign of trouble. 
41. Procrastination wastes time and energy. 
42. Create an environment of openness with the Company. Resist the creation of “turf”, the 
retention (instead of sharing) of information and people who hide information, facts, changes, etc. from 
others in the company. 
43. Deliver the whole picture, both the good and the bad. 
44. Provide a safe environment for others to bring bad news. 
45. Act impartially and do not give preferential treatment to any private organization or individual. 
Do not make special deals. 
46. Do not participate in cronyism. 
47. Invest time, walk around, talk to everyone, learn names, use informal notes, avoid status 
barriers, create accessibility, reach out for facts and reinforce behaviors consistent with our values. 
48. Help people attain their potential. Delegate appropriate decisions, accept responsibility and 
SHARE THE CREDIT. 
49. Take the time to explain the “bigger picture” to colleagues, particularly subordinates. Take a 
mentoring approach in management. 
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50. There is always a better way to do things than the old way. Don’t get burdened with the past. 
51. Value mistakes. A mistake is usually someone’s effort to do the right thing. Failure is hard 
enough to bear. A good effort should be applauded in order to encourage innovation and discourage the 
tendency to bureaucracy. 
52. Most useful lessons derive from failure, not success. 
53. Praise is appropriate in public; criticism should take place behind a closed door. It should be       
brief and studiously avoid personalities. 
54. CELEBRATE SUCCESS. 
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LABOR RELATIONS STATEMENT
Date Issued:  11/1/2017  Replaces: n/a

Revision:  n/a  Number: 106
 

LLP believes that in today's working environment the most effective, efficient and harmonious means of 

operating is for the Company's management and staff to work together directly to address issues and develop 

solutions to our problems. The resulting productivity provides the maximum potential for benefits and growth 

for each employee. The leadership team expects managers to treat all employees fairly, and to engage the employee 

population in improving the operation of their business or department. When managers involve employees to fully 

participate in the improvement of the business or department, we are able to realize our full potential as a 

company and as individuals to the team. Full participation means setting clear expectations and providing 

recognition and rewards for efforts, and more importantly for results. 

 

To that end, we have developed our Employee Handbook to outline the company's expectations, and our 

commitment to you, our employees. We hope that you will find that the guidelines herein provide the basis for 

our method of managing. If you find that your manager is not adhering to these guidelines, there are numerous 

avenues to remedy that situation without involving outside parties. Please review the Open Door Policy to ensure 

that you are aware of the methods that you have at your disposal for addressing issues, and feel free to ask your 

manager or Human Resources Business Partner or CEO to answer any questions that you may have about the 

Handbook and its contents. 
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HANDBOOK DISCLAIMER STATEMENT 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 107 

 

This handbook sets forth some of the policies currently in effect at LLP. These policies supersede all prior LLP 
policies and procedures, and all statements or commitments, oral or written, concerning the terms and 
conditions of employment. LLP reserves the right to change, replace, withdraw, or deviate from any or all of the 
following guidelines. Many of these policies are defined in individual and formal plan documents. Therefore, if 
there is a discrepancy between a formal plan document and this handbook summary, the formal plan documents 
shall prevail. Policies are regularly updated and can be located on the Company SharePoint Intranet Human 
Resources site. It is each Employee’s responsibility to review the on-line edition periodically to determine 
whether any changes have been made and to understand the most recent guidelines or procedures applicable to 
employment with LLP. 
 
The policies are for information only and apply to all Employees of LLP and, where applicable, expatriates and 
nationals working overseas for the Company. These policies cannot and do not describe all actions that might 
affect employment relationships. If at any time an Employee has any questions or concerns about employment, 
he/she is responsible for contacting the supervisor or Human Resources (HR) for clarification. This document and 
the information contained herein do not represent a contract. 
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People Philosophy
Date Issued:  11/1/2017  Replaces: n/a

Revision:  n/a  Number: 108
 

At LLP, our competitive advantage comes from our people.  Human Resources helps maintain that advantage 

by supporting the continual growth and development of our Team.  Our culture is about empowerment and 

accountability; in which everyone is aligned to the strategic priorities of the company.  

The financial strength and continued growth of the Company is vital to all Team Members. We recognize that 
sound human resource programs are fundamental to the successful operation of our Company; therefore, we 
have established the following principles to serve as a guide for all personnel policies and practices:  
 

*We believe in the importance of each individual in our organization.  

*We will make full use of our people’s abilities and foster a sense of real accomplishment and purpose 
among all employees.  

*We will hire and promote people on the basis of demonstrated ability, experience and training without 
regard to race, color, religion, sex, marital status, age, national origin or ancestry, physical or mental 

disability, medical condition, veteran’s status, sexual orientation, and/or political view. 

*We will pay salaries competitive with those paid by other companies for equivalent work and recognize and 
reward superior performance.  

*We will provide healthy, pleasant and safe working conditions as required by law.  

*We expect all Team Members to be accountable for following the policies of LLP.  
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1) Statement of Beliefs  

 LatAm Logistic Properties (“LLP”) strives to be a company known for its integrity and high ethical 
standards.  LLP will conduct its business fairly, impartially, in an ethical and proper manner, and in full 
compliance with all laws and regulations.  In conducting our business, integrity is the foundation for all 
company relationships, including those with customers, suppliers, communities, and among employees.  
Highest standards of ethical business conduct are required of LLP employees.  Employees will not 
engage in conduct or activity that may raise questions as to the company’s honesty, impartiality or 
reputation or otherwise cause embarrassment to the company.   

2) Responsibilities  

Overview  

1.    Every employee has the responsibility to ask questions, seek guidance, report suspected violations, 
and express concerns regarding compliance with this Code of Ethics and Business Conduct (the “Code of 
Ethics”) and related procedures.  LLP will maintain a program to demonstrate its commitment to ethics, 
integrity and uncompromising values.    

2.    Employees are encouraged and expected to address questions or concerns with management.    
Employees may also direct questions or concerns regarding company standards of conduct to the 
External Legal Advisor if so required.  

 3.    Retaliation will not be tolerated against employees who raise concerns to any company source, 
provide information when the employee reasonably believes a fraud against stockholders has occurred 
or participate in a proceeding relating to an alleged violation.  Retaliation against any employee for 
proper use of reporting mechanisms is cause for appropriate corrective action, up to and including 
dismissal.    

4.    Violations of this Code of Ethics will result in appropriate disciplinary action, which could include 
dismissal of employment, prosecution, imprisonment and fines.    

All directors, officers and employees are responsible for:  

•     Knowing, understanding, and complying with LLP’ ethics values, principles and procedures.   

Code of Ethics & Business Conduct 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 111 
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•     Contributing to a workplace environment that is conducive to upholding LLP’ ethics values, 
principles and procedures.   

•     Seeking help when the proper course of action is unclear or unknown to them.   

•     Being sensitive to behavior, by other directors, officers and employees, that is illegal or unethical.   

•     Reporting material violations of ethics principles and procedures to their supervisor, to the CEO or 
External Legal Advisor. 

•     Not misusing the Ethics Program by filing false accusations for retaliatory or personal reasons.   

•     Not interfering with the conduct of an ethics investigation. 

• Ensuring   confidentially   by   not   discussing   with   others   any   aspect   of   an   ethics 
investigation.   

Supervisors have a special responsibility for:  

•     Leading by example.   

•     Implementing ethics principles and procedures within their organizations.   

•     Ensuring that all employees they supervise understand LLP’ ethics values and principles.   

•     Require all employees they supervise to attend ethics briefings as required.   

•     Maintaining a workplace environment that encourages discussion of ethics issues without fear of 
reprisal.   

•     Supporting any ethics investigations when called upon.   

•     Ensuring that any newly hired individuals receive a full briefing of the Code of Ethics prior to 
beginning his/her assignment.  

 3) LLP Ethics Program Components   

The LLP Ethics Program consists of:  

a.          Documented policies  

b.          Communication and awareness  

c.          Employee education  
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a. Documented Policies  

LLP   will   maintain   a   Code   of   Ethics.      The   Code   of   Ethics   will   address   employee 
responsibilities during business conduct.  Periodically, the company will review, revise, and add to the 
published policies and communicate changes to employees.  The Code of Ethics is designed to comply 
with all regulatory and exchange requirements for establishing a code of ethics.    

b. Communication and Awareness  

LLP will affirmatively communicate its Code of Ethics to employees through means such as management 
bulletins, periodic meetings with employees, and posters in company offices.  

Amendment, Modification and Waiver  

This Code of Ethics may be amended, modified or waived by the Board of Directors. Provided, however, 
that the CEO Officer of LLP may in its sole discretion make non-substantive modifications without the 
necessity of prior approval of the Board of Directors. 

c. Employee Training  

LLP will establish a company-wide ethics education program for all employees to raise awareness of LLP 
values and the standards of conduct.    

Where to Go for Help  

When you have an ethics-related question or concern, you are encouraged to discuss it with your 
supervisor.  If you are uncomfortable with this option, feel free to contact the External Legal Advisor: 

eticallp@@dentons.com 

The contact can be anonymous, confidential or open, as you desire.  You may discuss the issue in person 
or send a written inquiry. 

I hereby accept that I have read the Code of Ethics and that I understand it and will be in compliance 
with it. 

 

__________________________________ ___________________________________ 

Employee     CEO 

 

__________________________________ 

Date  
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Equal Employment Opportunity

Date Issued:  11/1/2017 Replaces: n/a

Revision:  n/a  Number: 109

 

It always has been and continues to be LLP’s policy that employees should be able to enjoy a work 

environment free from all forms of unlawful employment discrimination. All decisions regarding recruiting, 

hiring, promotion, assignment, training, termination, and other terms and conditions of employment will be 

made without unlawful discrimination on the basis of race, color, national origin, ancestry, sex, sexual 

orientation, gender identity or expression, religion, age, pregnancy, disability, work‐related injury, political 

ideology, genetic information, marital status, or any other factor that the law protects from employment 

discrimination. Individuals will be selected for promotion based on skill and ability. Additionally, LLP prohibits 

unlawful harassment of its employees, applicants, or independent contractors in any form. Complaints of 

unlawful employment discrimination or harassment should be reported as discussed below in Section 2.5. In 

cases where investigation confirms the allegations, appropriate corrective action will be taken, regardless of 

whether the inappropriate conduct rises to the level of any violation of law. No employee will suffer 

retaliation for reporting, in good faith, any violation of Company policy or unlawful discrimination, 

harassment, or retaliation. 
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AT-WILL EMPLOYMENT POLICY 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 110 

 

Employment with LLP is “at-will” and  may be terminated for any legal reason, at any time by you or the 
Company. 

The policy of at-will employment may be modified only in writing by the Chief Executive Officer (CEO). No 
supervisor or manager has any authority to enter into a contract of employment – express or implied – with 
any employee.  

Terms and conditions of employment with LLP may be modified at the sole discretion of LLP. No implied 
contract concerning any employment-related decisions, terms or conditions of employment can be established 
by any other statement, conduct, policy, or practice. Nothing in this handbook, or in any other personnel 
documents, including benefit plan descriptions, create or is intended to create, a contract, promise or 
representation of continued employment for any employee. Examples of terms and conditions of employment 
that are within the sole discretion of LLP include, but not limited to, the following: promotions; demotions; 
transfers; hiring decisions; compensation; benefits; discipline; layoffs or recalls; policies; hours and schedules; 
work assignments; job duties and responsibilities; production standards; subcontracting; reduction, cessation, 
or expansion of operations; sale, relocation, merger, or consolidation of operations; determinations concerning 
the use of equipment, methods, or facilities; or any other terms and conditions that LLP may determine to be 
necessary for the safe, efficient, or economic operation of its business. 

[Colombia: Colombia des not adhere to the At-will Work Doctrine.  Consequently, situations that constitute 
cause for termination are established by the law, as well as the compensation due to unilateral termination 

of the employment agreement by the employer without just cause. 

In addition, employer can make changes in the employment conditions provided that such changes do not 
affect employee’s honor, dignity and rights.]  
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OVERVIEW 

LLP encourages employees to become actively involved in all aspects of our business. Active involvement 
includes ensuring that any inappropriate actions or behaviors are reported to management. Reporting 
concerns and providing accurate information will allow LLP management team to investigate the allegations 
in an effort to get them resolved. 

All employees are required to cooperate with members of the Audit, Human Resources and Legal 
departments during the course of an investigation. False information provided in the course of an 
investigation and failure to cooperate in an investigation will result in corrective action up to and 
including termination. 

We will maintain confidentiality of the investigation to the extent reasonable and possible under the 
circumstances and permissible by law. The results of the investigation will be made available only to those 
employees with the need to have access to it or as needed to be disclosed as part of the investigation. 

Retaliation against any employee who participates or is suspected of participating in an investigation in 
good faith is prohibited. 

Policy & Procedures 

All of our livelihoods depend upon LLP’s success, and when that success is threatened because of policy 
violations, fraud, theft, espionage, or other wrongful activities, it is incumbent upon all of us to resolve the 
problem as quickly and as appropriately as possible. 

Investigations protect both you and LLP and, as a result, your livelihood. When the Company receives notice 
of conduct which appears to be in violation of Company policies and procedures, it will investigate the 
allegation in a fair and expeditious manner. LLP reserves the right to use any lawful method of investigation 
which, in its sole discretion, it deems reasonable and necessary to determine whether any employee has 
engaged in conduct warranting disciplinary action, up to and including termination. The investigation may, as 
appropriate, include private interviews with the person filing the complaint, with witnesses, and with the 
person alleged to have committed the infraction. Those persons whom LLP has reason to believe have 
engaged in actions contrary to the policies or best interests of LLP will be subject to discharge.  

Any employee who knows of or observes improper or wrongful conduct should contact his / her 
immediate supervisor, a member of management, Human Resources, Legal Department or the CEO.  

It is imperative that all allegations of wrongdoing in the workplace be acted upon immediately. This includes 
all violation of Company policies and procedures, laws, rules, and regulations. This is particularly true of any 
allegations of criminal wrongdoing. All managers have a responsibility to act on such information. Employees 
who fail to report improper or wrongful conduct and managers who fail to act are subject to discipline, 
including discharge. 

COMPANY INVESTIGATION POLICY 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 112 



If at any time you have any questions regarding the policy or the procedures of an investigation, do not 
hesitate to contact the Human Resources Department. 

ADDITIONAL RESOURCES 

• No Retaliation Policy, #124 
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OVERVIEW 

All employees are entitled to work in an environment that is challenging, rewarding, safe and free of 
discrimination, harassment or intimidation. This includes discrimination or harassment based on race, 
religion, gender, national origin, age, citizenship, marital status, disability, sexual orientation or any 
other characteristic protected by federal, state or local laws. Discrimination and harassment are 
unlawful and will not be tolerated. 

It is the policy of LLP that employees and others acting on LLP’ behalf should be treated respectfully in 
the LLP workplace. Respectful treatment means professional interactions that are free of inappropriate 
behavior of all kinds, and free of harassment because of race, religion, gender, national origin, age, 
citizenship, marital status, disability, sexual orientation or any other characteristic protected by federal, 
state or local laws. In pursuit of these goals, the Company will not tolerate acts of discriminatory 
treatment and harassment or related retaliation against or by any employee. 

It is intended that individuals who violate this policy be disciplined or subjected to corrective action, 
up to and including termination. 

DEFINITIONS 

Discrimination is the treatment of a person less favorably than others have been, or should be treated, 
based on characteristics protected by law, such as race, religion, gender, national origin, age, 
citizenship, marital status, disability, sexual orientation or any other characteristic protected by federal, 
state or local laws. 

Harassment of a person based upon that person’s protected status is a form of discrimination and is also 
unlawful. While it is not possible to list all circumstances that may be considered to be impermissible 
discrimination or harassment, some examples of conduct that may violation the Discrimination and 
Harassment Policy includes, but is not limited to, the following: 

• Making derogatory comments, slurs, jokes, remarks, rumors, or epithets; 
• Displaying objects, cartoons, pictures or posters of a derogatory or discriminatory nature 
• Treating an individual differently based on the individual’s membership in one of the protected 

classes described above; 
• Implying or actually withholding support for promotion, transfer, or change of work assignment; 
• Displaying,  transmitting,  or  forwarding  Internet material  of  a  discriminatory  and/or  offensive 

nature; 
• Engaging  in  reprisals  or  threats  against  anyone  who  opposes  discriminatory,  harassing  or 

offensive behavior. 

 

DISCRIMINATION AND HARASSMENT POLICY AND PROCEDURES
Date Issued:  7/1/2017  Replaces: n/a 
Revision:  n/a  Number: 113 
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Retaliation is an adverse employment action taken as a result of an employee participating in a 
protected activity. LLP prohibits retaliation against anyone for reporting discriminatory activity or 
harassment, reporting a complaint pursuant to this Policy, assisting in making a discrimination 
complaint, or cooperating in an investigation. Some examples of conduct which may violate LLP No 
Retaliation Policy include, but are not limited to the following: 

• Termination, demotion, disadvantageous transfers or assignments, refusal to promote, threats, 
reprimands, negative evaluations; 

• Co‐worker hostility or retaliatory harassment, including intimidation, gossip, rumors, insults, or 
otherwise offensive conduct that would subject a person to public ridicule or humiliation; 

• Any  action  or  combination  of  actions  that  are  reasonably  likely  to materially  and  adversely 
affect an employee’s job performance or opportunity for advancement. 

 
Employees who believe they have been retaliated against because of testifying, assisting or 
participating in a proceeding, investigation, or hearing relating to an allegation of discrimination and 
harassment, should meet with and seek the advice of Human Resources or Legal Department, whose 
responsibilities include handling retaliation. 

POLICIES AND PROCEDURES 

LLP is committed to providing its employees an environment free of unlawful discrimination and 
harassment. LLP is committed not only to complying with local, state, and federal laws, but also to 
providing a challenging, rewarding, safe and free of discrimination, harassment or intimidation work 
environment. 

If an employee is experiencing what he or she believes to be discrimination or harassment, the 
employee should follow these steps: 

• Tell the alleged harasser that the behavior is offensive and unwelcome. 
• If  the problem continues, or  if  the person feels physically  threatened or  fears retaliation from 

the  alleged  harasser,  or  if  for  any  reason,  the  person  feels  he  or  she  cannot  give  feedback 
directly  to the alleged harasser,  the person should  involve his or her manager so that LLP can 
take appropriate action. 

• If for any reason the employee is uncomfortable approaching the manager (for example, if the 
manager  is  the offender), or  feels  that  the matter  is not being adequately addressed by  their 
manager,  they  should  speak  to  the  next  level  of  management,  the  Human  Resources 
Department,  or  the  Legal  Department.  The  steps  already  taken  to  attempt  to  stop  the 
harassment should be explained at this time. 

• A Human Resources Business Partner team member will handle all investigations. 
 

It is important to note that treatment that may be perceived as “unfair” may not necessarily be unlawful 
or a violation of this policy. Employment actions may be perceived by the employee as harsh,
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insensitive or unjust, but they do not become unlawful under the above laws or violate LLP’ policies 
unless the unfair treatment is motivated in part because of a person’s protected status. 

Efforts to Address Discrimination and Harassment 

Every employee is responsible for ensuring that the workplace is free of discrimination, harassment 
and retaliation, and is expected to avoid any behavior or conduct that could reasonable be interpreted 
as such. Discriminatory harassment is unacceptable at LLP. In order to prevent and respond to such 
conduct, all employees will: 

• Work  to  prevent  discriminatory  acts  from  occurring  through  policies,  statements,  and  LLP 
training programs; 

• Actively work to promote a work environment that is open to and welcomes all persons; 
• Promptly and clearly speak out against such actions when they occur; 
• Model the type of respectful behavior that is expected of all persons at LLP (e.g., supervisor 

to employee, co‐worker to co‐worker, employee to vendor / contractor); 
• Resolve disputes and misunderstandings in a respectful and open manner. 

 
Managers and supervisors must: 

• Provide a discrimination‐free work environment, and take proactive steps to communicate to the 

subordinates that discrimination and harassment in the workplace will not be tolerated; 
• Ensure  that  all  of  their  subordinate  employees  are  informed  of  LLP  policy  against 

discrimination and harassment and its discrimination complaint process; 
• Ensure that their subordinate employees are not discouraged from filing complaints so that 

complaints may be investigated in a thorough, confidential manner; 
• Set  an  example  by  their  own  behavior  and  let  others  know  that  they  support  the 

Company’s policy and will take appropriate corrective action if discrimination occurs; 
• Ensure that all employees attend required training; 
• Immediately report all discrimination complaints to the Human Resources or Legal Department 

even if the complainant does not want you to proceed; 
• Take  all  complaints  seriously.  Do  not  shrug  off  or  minimize  the  complaint,  or  otherwise 

discourage employees from reporting such complaints; 
• Monitor the workplace to identify subtle discriminatory conduct or behavior; 
• Strictly  follow  directions  and  instructions  from  the  Human  Resources  or  Legal 

Department.  Do  not  initiate  any  investigation  unless  specifically  directed  by  Human 
Resource or Legal Department; 

• Consult with the Human Resources or Legal Department prior to taking any action  in 
order to determine the appropriate action(s) to take; 

• Promptly  initiate  appropriate  action  as  directed  by  the  Human  Resources  or  Legal 
Department  to  remedy  a  discriminatory  situation  in  a  manner  that  will  protect  the 
complainant, respondent, and other employees, and to prevent further discriminatory 
acts or harassment from occurring; and 

• Protect  the  employee(s)  complaining  of  discrimination  from  any  form  of  reprisal  or 
retaliation. 
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Obligation to Report 

In order to take appropriate corrective action, the Company must be aware of sexual harassment or 
related retaliation. Therefore, anyone who believes that he or she has experienced or witnessed 
discrimination, harassment or related retaliation should promptly report such behavior to a member of 
management, Human Resources or Legal Department. 

Supervisor’s Obligation to Report 

Any supervisor who experiences, witnesses or receives a written or oral report or complaint of 
discrimination, harassment or related retaliation shall promptly report it to Human Resources or Legal 
Department. This provision of the policy does not obligate a supervisor who is required by the 
supervisor’s profession and LLP’ responsibilities to keep certain communications confidential to 
report confidential communications received while performing those Company responsibilities. 

Discrimination and Harassment Report Confidentiality 

LLP will, to the extent possible given the investigation process, respect the confidentiality of 

employees who report a complaint, together with the circumstances surrounding the complaint. 

How LLP will Respond 

If you report a complaint of discrimination, harassment or inappropriate behavior, LLP will investigate 
your concerns, and will advise you when the investigation is complete. In appropriate situations, LLP may 
communicate to you general information regarding the results of its investigation and action(s) taken, 
with due regard to confidentiality of those concerned. Where LLP determines that there has been a 
violation of the policy, LLP will take appropriate action to try to avoid future violations. In certain cases, 
LLP may take disciplinary action (up to and including immediate termination) against those that LLP has 
determined violated the LLP Discrimination and Harassment Policy. 

LLP recognizes that some may justify their behavior as unintentional; however the intent of action is 
subordinate to its affect. LLP also recognizes that false accusations of discrimination and harassment can 
have serious effects on the innocent employees. Therefore, we take seriously all allegations and 
investigate them thoroughly. We do not expect or condone purposeful false accusations and will take 
action against any employee who intentionally falsely accuses another employee. We expect all 
employees of LLP to act responsibly to establish a professional working environment free of harassment 
and discrimination. 

Cooperating with an Investigation 

It is expected that, at the request of LLP, employees will cooperate fully in the investigation of a 
complaint of unlawful discrimination or harassment. Employees are expected to do all that they can to 
prevent and discourage unlawful discrimination or harassment from occurring. 

Performance Management and Feedback is not Harassment or Inappropriate Behavior 

Effective management and leadership involve managers talking periodically with their direct reports about job 

performance. Such discussions may, at times, be difficult and should always be handled with respect
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and professionalism. Constructive criticism and supervisory actions regarding performance or other 
workplace issues are not harassment or retaliation. 

Protection Against Retaliation 

Retaliation of any kind against an employee for filing a report or assisting in an investigation is a violation of 
the Harassment Policy and will not be tolerated. LLP may take disciplinary action (up to and including 
immediate termination) against those that LLP determines committed a retaliatory act against an employee 
who filed a report or assisted in an investigation. 

Anyone experiencing or witnessing conduct they believe to be retaliation should immediately inform the 
Human Resources or Legal Department. Complaints of retaliation will be promptly investigated. If retaliation 
is substantiated, appropriate disciplinary action, up to and including termination, will be taken. 

Consequences 

Managers and supervisors who become aware of sexual harassment or retaliation and do not take 
immediate and appropriate corrective action will be held accountable. Failure to adhere to the above 
responsibilities will result in appropriate corrective and/or disciplinary action, up to and including 
termination, regardless of job level or classification. In addition, individuals may be sued in their personal 
capacity and could be provide for the cost of their own defense. 

ADDITIONAL RESOURCES: 

• No Retaliation Policy, #124  

• Company Investigation Policy, #112  

• Sexual Harassment Policy & Procedures, #115 
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Open Door Policy 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 114 

 
 
Objectives of this Policy 

• To provide guidelines for Employees for communicating issues to fellow co-workers and 
the leadership team. 

 
Latam Logistic Properties (hereinafter “LLP”) is committed to creating the best work 
environment, a place where everyone’s voice is heard, where issues are promptly raised and 
resolved, and where communication flows across all levels of the Company.  Openness is an 
essential to quickly resolve customer concerns, to recognize business issues as they arise, and to 
address the changing needs of our workforce.    
 
Guidelines 
 
The essence of LLP’ Open Door Policy is open communication in an environment of trust and 
mutual respect that creates a solid foundation for collaboration, growth, high performance 
and success across the organization. LLP Open Door Policy allows any employee to 
communicate his or her opinions, feelings and concerns.  It is designed to ensure every 
employee fair, impartial, and equitable treatment in the resolution of job-related problems.   

 
The open door at LLP means a work environment where:  
 

• Open, honest communication between managers and employees is a day-to-day business 
practice. 

• Employees may seek counsel, provide or solicit feedback, or raise concerns within the 
Company.  

• Managers hold the responsibility for creating a work environment where employees’ input 
is welcome, advice is freely given, and issues are surfaced early and are candidly shared.    

  
Employees are encouraged to use the following process:  
  
• Talk to the immediate manager who is usually the closest to the issue and is in the best 
position to resolve any problems.  If the problem cannot be resolved at this level, or if the 
employee is not satisfied;   

• Arrange a meeting with the next level of management;   

• Should the employee still need to discuss the problem further, feel free to contact the CEO 
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or the External Legal Advisors.  

  
Although LLP encourages each employee to follow the above process, if an employee is 
uncomfortable talking to his or her manager or the manager is part of the problem, the employee 
may talk to the next level of management at any time for assistance in resolving the issue.    
  
The Open Door Policy is designed so that complaints or issues can be resolved consistently, quickly 
and in an atmosphere of open communication.  Any employee who elects to use this process will 
be treated courteously and the problem will be handled confidentially.  The Open Door Policy is 
intended to supplement, not replace any other LLP policies and procedures that might pertain to 
the problem or issue.    

 It is a violation of LLP policies to retaliate against an employee for having asserted a complaint 
under the Open Door Policy or for participating in a related investigation.  Where retaliation is 
found, appropriate corrective action shall be taken, commensurate with the seriousness of the 
offense, up to and including termination.    
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OBJECTIVE  
 
To prohibit and sanction sexual harassment as a discriminatory practice by reason of gender, against 
the dignity of a woman and a man in their employment relationships. 
 
[Costa Rica:  according to what is set forth under Law N° 7476 of February 3rd, 1995, as amended by 
Law N° 8805 of April 28th, 2010.] 
 
[Peru: The Sexual Harassment Policy & Procedures must comply with the provisions of the Prevention 
and Punishment of Sexual Harassment Act and complementary regulations. The Peruvian regulation 
is very specific and complete regarding this matter so it could be complicated to adjust this policy and 
procedures to several and different regulations. Therefore, we recommend elaborating a specific 
policy applicable only in Peru.] 
 
DEFINITIONS 
 
Sexual harassment is defined as any reiterated sexual behavior, unsolicited, unwanted and rejected 
by the person receiving it, which provokes negative effects in the following cases: 
 
a. Material employment conditions. 
 
b. Employment performance and compliance. 
 
c. General state of personal wellbeing. 
 
Sexual harassment is also that serious behavior which, having occurred only one time, affects the 
victim in any of the aforementioned aspects. 
 
MANIFESTATIONS  
 
a. An implicit or express promise of a preferential treatment, in reference to the current or 
future employment situation of the person receiving it. 
 
b. Threats, whether implicit or express, physical or moral, of damages or penalties referred to 
the current or future employment situation of the person receiving. 
  
c. Demanding a behavior whose submission or rejection is, whether implicitly or explicitly, a 
condition for employment. 
 
d. Use of words of a sexual content, whether written or verbal, that are hostile, humiliating, or 
offensive for the person receiving them. 

SEXUAL HARASSMENT POLICY AND PROCEDURES 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 115 



 
e. Bodily approaches or other physical behaviors of a sexual nature, unwished for and offensive 
for the person receiving them. 
 
[Peru: Article 6 of the Prevention and Punishment of Sexual Harassment Act (Law No. 27942)  
also qualifies as a manifestation of sexual harassment the offensive or hostile treatment for the 
rejection of the behaviors previously indicated.] 
 
5. Special protection of the victim  
 
No person who has filed a claim as a victim of sexual harassment or who has appeared as a witness to 
the parties, will suffer, for this reason, any personal damage whatsoever in his/her employment.  
 
Anybody who files a claim for sexual harassment can only be dismissed for just cause originated in a 
serious fault to the obligations derived from the employment agreement, [Costa Rica:  as set forth 
under article 81 of the Labor Code]. If any of these faults take place, the Company will process the 
dismissal at the National Directorate and General Labor Inspection, where it must prove the existence 
of the fault. 
 
[Colombia: the labor authority that verifies the existence of the fault and just cause for termination is 
a labor judge upon a judicial claim] 
 
 
FALSE CLAIMS 
 
Anybody who has filed a false claim for sexual harassment may incur, when so set forth in the Criminal 
Code, in any of the behaviors related to slander or libel, as set forth in the Criminal Code. 
 
CONFIDENTIALITY 
 
All investigations carried out as a result of a claim for sexual harassment will be as discrete as the 
circumstances so allow. Information related to those investigations will only be disclosed to those who 
necessarily must know about it. 
 
PROCEDURE IN CASE OF SEXUAL HARASSMENT  
 
All claims of harassment will be investigated. The investigation and procedure will be regulated by the 
general principles of due process, proportionality, and probation freedom. The final resolution of the 
investigation will include the application of the principle of confidentiality and the principle of pro-
victim. 
 
THE INVESTIGATION COMMITTEE  
 
[Costa Rica:  In regards to paragraph 2 of article 5 of the law 8805], the knowledge of claims and their 
respective handling will be carried out by investigation committees; these will be integrated, 
preferably, by three (3) persons, in which both sexes are represented, with knowledge of the matters 
of sexual harassment and the disciplinary regime. General Management will name the members of 
the committee once the claim has been filed, from the group of employees that have been previously 
trained for this function or, if there are not any, the hiring of external professionals, who will carry out 
by mandate of the Company, the direction, investigation, and recommendation of a final resolution 
to the claim that has been filed. 
  



If a member of the committee is denounced according to this policy, the General Manager of the 
Company will name a substitute member. If the General Manager of the Company is the person 
denounced, the complaint may be filed at the Regional Direction of Human Resources of the corporate 
office and, if the claimant does not obtain a response in two calendar weeks, he/she may file a claim 
in court or at the Ministry of Labor. 
 
CLAIM  
 
The employee who wants to file a claim of sexual harassment against a person or persons, regardless 
of their job position, should do so in writing with the Human Resources Management, General 
Management or the Regional Direction of Human Resources. The claim must contain:  
 
a. The name and last name, profession or occupation, the approximate age, and neighborhood 
of the complainant and of the alleged harasser (only if the information of the latter is known to the 
victim). 
 
b. The clear and precise description of the facts upon which the claim is founded. 
 
c. The description of the evidence with which the facts are supported and information on the 
names, last names, and address of the witnesses. If the complainant wishes the committee to call the 
witnesses, he/she must include the exact address or their workplace or residence (if they do not work 
for the Company) and any other documents or evidence. 
 
d. The petitions that are submitted for the committee´s resolution. 
 
e. Place to receive notifications. 
 
Once the claim has been received, the General Management will be informed and will integrate the 
investigation committee, [Costa Rica:  according to what is stated under article 10 of this policy]. 
 
If the claim is presented verbally, the claim will be drafted there and must be signed by the 
complainant or in his/her absence, by two unbiased witnesses.  
 
TRANSFER OF THE CLAIM  
 
Once the claim is presented, and within a maximum time period of three business days, the 
investigation committee will transfer the claim to the alleged harasser giving him/her, according to 
the circumstances, from five to eight days for a written response, warning him/her that he/she must 
refer to the facts and if he/she recognizes them as true of if he/she rejects them as false or  with 
variations or rectifications, with the understanding that if he/she does not do it, the facts will be 
considered as admitted. The committee will also warn the alleged harasser that when answering the 
claim, he/she must provide the necessary evidence and provide an address to receive notifications. 
 
PRECAUTIONARY MEASURES 
  
The investigation committee, at the request of one of the parties, and with a justified resolution, may 
request the General Management to order any of the following precautionary measures: 
 
a. That the alleged harasser refrains from harassing the complainant.  
 
b. That the alleged harasser refrains from using the work tools of the complainant.  
 
c. The change of work location within the Company.  



 
d. The position transfer. 
 
e. Exceptionally, the temporary separation from the position, with pay.  
 
When applying precautionary measures, the labor rights of the parties must be respected according 
to the previous measures, and may be applied to both parties of the process, always procuring the 
safety of the victim. 
 
[Peru: Article 7 of the Regulation under the Prevention and Punishment of Sexual Harassment Act 
(Supreme Decree No. 010-2003-MIMDES) has its own list of precautionary measures and the 
procedures that must be observed and that shouldn’t take more than 20 working days.] 
 
 
WITNESS DEPOSITIONS  
  
Once the claim is answered on behalf of the claimant or if the term provided for such effects has 
expired, the investigation committee will receive the depositions of the offered witnesses, of which a 
written transcript will be issued and signed by the witnesses. [Costa Rica:  Before their deposition, 
each witness will be literally read article 14 of Law N° 7476].  
 
The investigation committee may not exceed a term of one month for the reception of the testimonial 
evidence to answer the claim.  
 
Once the testimonial evidence stage has concluded, the investigation committee will issue the final 
report, in a maximum term of eight business days, regarding the existence or not of the alleged fault. 
 
The evidence will be studied according to the rules of judgment, logic, and experience. If there is no 
direct evidence, then secondary evidence must be analyzed, as well as all other sources of other laws, 
especially regarding those that regulate the matter of sexual harassment. In case of doubt, the ruling 
will benefit the harassed party, with the express prohibition of considering the private life of the 
claimant, especially regarding the exercise of his/her sexuality. 
 
No person who has filed a claim sexual harassment or who has attended as witness to either party 
may suffer any type of personal damage to their employment, for these actions. 
 
[Peru: Article 7 of the Regulation under the Prevention and Punishment of Sexual Harassment Act 
(Supreme Decree No. 010-2003-MIMDES) specify that the investigation committee has 10 working 
days to complete its labor.] 
 
 
SANCTIONS 
 
If the claimed fault is proven, the corresponding entity will render a report to the Company, 
recommending that the fault be sanctioned, as applicable, as follows: 
 
a. [Costa Rica:  If the behavior came from an employee, by application of article 25 of Law N° 
7476, he/she will be sanctioned with a reprimand, suspension from work without salary, or dismissal 
with cause, depending on the seriousness of the fault]. 
 
b. If the behavior came from the employer or any of its representatives, they will be personally 
liable for their behavior, for which they must judicially respond once the process has been filed in that 
venue. 



 
c. If the behavior came from a services provider, the Company must, as appropriate, replace the 
provider or request the provider to replace the accused person in his/her duties for the Company. 
   
  If the fault is not proven, the file will be closed. 
 
COMMUNICATION TO THE MINISTRY OF LABOR 
 
[Costa Rica:  The Company will inform the National Directorate and Labor Inspection Office of the 
Ministry of Labor about the existence of the claim and the conclusion reached, once the process has 
been finalized]. 
 
[Peru: According to article 22 of the Regulations governing the Prevention and Punishment of Sexual 
Harassment Act (Supreme Decree No. 010-2003-MIMDES), it is mandatory to communicate to the 
Ministry of Labor the initiation of any procedure, within the following 30 calendar days of the final 
resolution.] 
 
STATUTE OF LIMITATIONS 
 
The statute of limitations to sanction the parties involved will be suspended while the investigation is 
ongoing and up until the final decision on the case is issued. 
 
Terms 
 
[Costa Rica:  The terms set forth to process and solve the claims that are filed may be extended, as 
long as they do not exceed three months, counted as of the date of filing of the claim, as set forth 
under article 5, last paragraph, of Law N° 7476]. 
 
CLAIMS AT THE LABOR COURTS 
 
[Costa Rica:  Once the investigation at the Company has ended, if anybody is not satisfied with the 
decision made, he/she may file the corresponding claim at the Labor Courts, within the statute of 
limitations set forth in Title X, Section I, of the Labor Code]. 
 
[Costa Rica:  Law N° 7476, as amended, will apply to anything not regulated in this policy]. 
 
[Peru: According to article 9 of Law No.27942, the employee can start a claim before the Labor Courts, 
with no need to previously start a procedure within the Company, if the employee can prove that such 
procedure doesn’t guarantee and impartial and objective decision.] 
 
EFFORTS TO ADDRESS SEXUAL HARASSMENT 
 
Every employee is responsible for ensuring that the workplace is free of discrimination, harassment 
and retaliation, and is expected to avoid any behavior or conduct that could reasonable be interpreted 
as such. Sexual harassment is unacceptable at LLP. In order to prevent and respond to such conduct, 
all employees will: 
• Work to prevent sexual harassment from occurring through policies, statements, and LLP 
training programs; 
• Actively work to promote a work environment that is free of sexual harassment; 
• Promptly and clearly speak out against such actions when they occur; 
• Model the type of respectful behavior that is expected of all persons at LLP (e.g., supervisor 
to employee, co-worker to co-worker, employee to vendor / contractor); 
 



MANAGERS AND SUPERVISORS MUST: 
 
• Provide a work environment that is free from sexual harassment, and take proactive steps to 
communicate to the subordinates that sexual harassment in the workplace will not be tolerated; 
• Ensure that all of their subordinate employees are informed of LLP policy against sexual 
harassment and its complaint process; 
• Ensure that their subordinate employees are not discouraged from filing complaints so that 
complaints may be investigated in a thorough, confidential manner; 
• Set an example by their own behavior and let others know that they support the Company’s 
policy and will take appropriate corrective action if sexual harassment occurs; 
• Ensure that all employees attend required training; 
• Ensure that their subordinate employees are not discouraged from filing complaints so that 
complaints may be investigated in a thorough, confidential manner; 
• Set an example by their own behavior and let others know that they support the Company’s 
policy and will take appropriate corrective action if discrimination occurs; 
• Ensure that all employees attend required training; 
• Immediately report all discrimination complaints to the Human Resources or Legal 
Department even if the complainant does not want you to proceed; 
• Take all complaints seriously. Do not shrug off or minimize the complaint, or otherwise 
discourage employees from reporting such complaints; 
• Monitor the workplace to identify subtle discriminatory conduct or behavior; 
• Strictly follow directions and instructions from the Human Resources or Legal Department. Do 
not initiate any investigation unless specifically directed by Human Resource or Legal Department; 
• Consult with the Human Resources or Legal Department prior to taking any action in order to 
determine the appropriate action(s) to take; 
• Promptly initiate appropriate action as directed by the Human Resources or Legal Department 
to remedy a discriminatory situation in a manner that will protect the complainant, respondent, and 
other employees, and to prevent further discriminatory acts or harassment from occurring; and 
Protect the employee(s) complaining of discrimination from any form of reprisal or retaliation. 
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OVERVIEW 

In the interest of maintaining a proper business environment and preventing interference with our 
efforts to best meet our customers’ needs and expectations, LLP recognizes the need to limit 
certain non-employee and employee solicitation and distributions on company property. 

POLICY 

Persons not employed by the Company may not solicit or distribute literature on company property. 

LLP respects the right of its employees to express and share their beliefs, ideas and opinions among 
each other. Such communications, however, should never interfere with job responsibilities or disrupt 
the work environment. Solicitation by employees is prohibited when any person involved in the 
solicitation is on working time. Working time is the time employees are expected to be performing their 
job duties; it does not include break/meal periods or time before and after work. 

In addition, distribution of literature by employees on company property in work areas is prohibited at 
all times. Employees may distribute material only in non-work areas, such as break rooms, cafeterias, 
elevator areas or kitchens, and only during their non-work time. 

LLP recognizes that individual company locations may use bulletin boards to communicate with 
employees. Company bulletin boards are primarily for company communications. Local company 
management, however, may at its discretion select a designated board(s) in a non-work area on which 
employees may post personal and non-commercial items. Postings dealing with the sale of commercial 
business services or goods are prohibited. 

Posted materials should include the date on which the information was posted and employees should 
remove the material when outdated. Any employee postings also must use appropriate language and 
images (i.e., no profanity, offensive pictures, etc.). The Company reserves the right to remove from 
company bulletin boards outdated materials, communications inconsistent with this policy, and/or 
postings with inappropriate language and/or images. 

Under no circumstances may an employee solicit or distribute to customer or other persons with 
whom the Company does business while on Company premises, regardless of the cause or 
organization.

SOLICITATION AND DISTRIBUTION OF LITERATURE POLICY 
Date Issued: 7/1/2017 Replaces: n/a 
Revision: n/a Number: 116 
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Employees will be directed to cease engaging in any solicitation and/or distribution which, in a 
manager’s discretion, creates a disruption in the workplace. 

The sole exceptions to this policy are charitable and community activities supported and approved by LLP. 
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OVERVIEW 

The successful operation of LLP depends on the attendance of each of the employees. Regular attendance 
and punctuality by staff are important elements in our efforts to maintain high levels of customer service and 
satisfaction. We will be able to achieve our vision only when all members of the team are contributing 
positively. When staff meets their obligation to report for work and does so punctually, the burden of work 
is not passed on to co-workers or delayed. Reworking assignments or schedules to accommodate 
absences/tardiness represents waste and inefficiency which prevent us from reaching our goals. 

Employees will make every effort to work their scheduled shifts. When an absence is necessary, employees 
will notify their manager by email. Employees will submit requests, in writing, for planned absences to their 
manager for approval, with at least, three days prior to taking this time off. 

Three tardiness will be considered as an unanticipated absence. 

[Peru: Repeated tardiness is cause of dismissal if it has been accused by the employer and the previous 
disciplinary sanctions of written warnings and suspensions have been applied]. 

[Colombia: continuous tardiness could be construed as a serious breach of labor obligations and could lead 
to termination of the employment agreement with just cause.  For this purpose, the fault and relevant 
consequence must be expressly provided (in the employment agreement, Internal Work Rules, or this 
Policy, etc.) 

EXPECTATIONS 

Employee Responsibilities: 

• Employees are expected to report to work on time and remain at their worksite as scheduled. 
• All employees are expected to notify their manager as far in advance as possible of expected absences 

from work. The reporting of such information must include the reason for the absence, expected 
duration of the absence and expected return to work information, and any other information that 
would have an impact on the work environment during the employee’s absence. All expected 
absences are subject to manager approval. 

• All employees must report their unscheduled absences, including tardies, to their manager prior to 
the start of their workday. Unless an emergency situation dictates otherwise, messages may not be 
left by third parties (i.e. friends, relatives, etc.) or left with administrative staff or co-workers unless 
his/her manager has designated that individual to receive absence notifications. 

ATTENDANCE POLICY 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 117 



• Employees are expected to keep their managers informed of an expected date to return to work. 
 
 

• Employees will be required to provide medical documentation [Costa Rica:  issued by a CCSS doctor] 
for any absence due to an illness or injury. 

 
Manager Responsibilities: 

• Establish a system for monitoring and recording the attendance of his/her staff. 
• Work with employees to address the problem and establish plans for improvement. And, when 

appropriate, use corrective action to correct attendance deficiencies. 
• Notify the Human Resources Department of employee’s absences of three (3) or more days resulting 

from an illness. 
 

[Peru: It is mandatory to keep an attendance record in every workplace. This obligation includes 
employees, trainees and employees who are designated by intermediation entities, or contractors or 
subcontractors. There is no obligation to keep attendance records for management workers, those who 
are not subject to immediate supervision and those who provide intermittent services during the day.] 

 
 

NON-COMPLIANCE 

• Employee’s failure to notify his/her manager in cases of tardiness or absence may be subject to 
corrective action. [Colombia: Any disciplinary measure (i.e. verbal or written warning) must be 
expressly provided] 

• Even when proper call-off procedures are followed, employees who are excessively absent and/or late 
to work may be subject to corrective action. 

• Employees are required to use vacation / sick days for any unanticipated absences. If an employee 
does not have remaining vacation / sick days, unanticipated absences may not be paid. [Colombia_ 
sick leave is only given to the employee when he is sick and it is duly certified by a doctor from the 
healthcare entity he is enrolled.  Moreover, any unjustified absence is not paid.] 

• Any employee who is absent for two or more consecutive work days without having contacted his/her 
manager; or does not return to work following a scheduled vacation or approved leave of absence, 
will be considered to have abandoned his/her job and will be terminated with cause and without 
eligibility for rehire. [Colombia: In order to terminate the employment agreement the employee must 
be granted with his right of defense to justify his absence.] 
[Peru: Any employee who is absent for 3 or more consecutive working days without having contacted 
his/her manager, will be considered that the employee has abandoned his/her job.] 

• Falsifying time worked is a serious violation of our Company policy and will result in corrective action 
which may include termination of employment. 

• Examples of corrective actions may be such as verbal warning, written warning and dismissal with 
cause, [Costa Rica:  based on article 81 section g]. 
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Business Travel & Entertainment Guidelines 
Date Issued: 11/1/2017 Replaces: Version I 
Revision: 3/23/20 Number: 118 

 
 

OBJECTIVE OF THIS POLICY 
 

• To provide uniform guidelines for those that incur and approve travel expenses to 
ensure common and equitable treatment. 

• To define documentation necessary to support reimbursement for appropriate and 
necessary expenses in compliance with the local regulations.   

 
The purpose of this travel policy and milage reimbursement is to provide LLP Employees with 
positive business travel experiences consistent with reasonable cost and environmental 
awareness.  Employees are expected to use company funds with discretion to further the 
prosperity of LLP.  Each Employee has the ultimate responsibility to use his or her best 
judgment in containment of travel expenses. While individual expenditures may seem small, 
in the aggregate they can have a cumulative impact on the Company’s profitability. 
Conversely, savings gained in the aggregate can have a significant positive impact on the 
Company’s profitability.  
 
Employees are expected to use their best judgment when making the decision to take a 
business trip. It is also expected that, when possible, other less expensive alternatives will be 
favored rather than incurring non-essential per diem. 
 
This credit card must only be used for expenses included in the policy. Under no circumstances 
should it be used to cover personal expenses if the collaborator is performing his routine tasks 
in his usual workplace, including procedures  and diligences that are part of his job 
description. 
 
[Colombia: Under Colombian Labor Law, transportation travel expenses are not considered as 
part of the salary (regardless they are permanent or extraordinary).  In order to pay travel 
expenses and exclude transportation expenses as part of the salary each item must be 
specified.] 
 
[Perú: Under Peruvian legislation, the amounts granted to the employees for the proper 
performance of their work or in the line of their duty, such as mobility, travel expenses, among 
others, are not part of the employee’s salary. Those sums should’nt constitute an economic 
benefit for the employee.] 
 

1. RESPONSIBILITY 
 

The Employee is responsible for complying with the travel policy. The approver is responsible for 
accurately reviewing expense reports for compliance. Specific countries or departments may, at 
their discretion, impose greater control than required by this policy, but not less.  
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LLP will reimburse Employees for all reasonable and necessary expenses while travelling on 
authorized Company business. LLP assumes no obligation to reimburse Employees for expenses 
that are not in compliance with these guidelines, according to LLP. 
 
Employees are responsible for reporting all expenses that were done with the corporate credit 
card, they have  time to deliver the expense concur report with the required documentation on 
the second business day  of each month. If the employee does not demonstrate a payment with 
the required documentation, reimbursement can be denied and the employee has to afford the 
expense. Although,  LLP will be responsible to pay the due amount.  
 
Employees are also responsible for checking the accuracy of bills and other documents before 
paying or accepting them, so they avoid to be denied by LLP. Also, employees are responsible 
for using preferred service providers that are designated by the Company. Failure to do so may 
limit the amount that is reimbursed for travel expenses. Employees must have valid business 
reasons for not using preferred service providers.  
 
Employees who do not comply with this travel policy may be subject to delay or withholding of 
reimbursement.  
 

2. CORPORATE CREDIT CARD ELIGIBILITY 
 

Corporate credit cards will be given to employee at the complete discretion of CEO / CFO. This 
will not be considered as an acquired right and LLP may withdraw, at any time, any or all granted 
corporate credit cards. 
 

2.1. USE OF CORPORATE CREDIT CARD  
 
Employees should use the Corporate credit card to exclusively pay for business-related expenses 
such as:  

• air travel; 
• hotel; 
• car rental; 
• taxi, uber, shuttle service; 
• meals and entertainment; and 
• Other use of corporate credit card not listed above will need approval from the 

Controller for amount  up to $1,000, and the CFO for amount over $1,000.  
• Purchases of Computer equipment (hardware & software), printing equipment, 

furniture, office supplies, rent of special transportation, catering services should follow 
the Signature Authority Policy and Green Purchase Policy” 

 
These expenses will not be considered as part of the Employee´s salary. These are travel expenses 
that will be charged to the Employee if he/she does not provide the documentation/receipt 
proving these payments.  
 
If applicable, Corporate credit cards are provided by LLP at no cost to the Employee.  However, 
the Corporate credit card is the personal responsibility of each Employee.  

 



  

www.latamlogisticproperties.com 

If an Employee has a Corporate credit card, any travel charged on a credit card other than the 
Corporate credit card might be considered non-reimbursable unless an approved explanation 
accompanies the expense report. This approval should be granted before the expense is 
incurred when possible. This practice however, should not be encouraged and should be limited 
for exceptional cases.  

  
Only the person whose name appears on the Corporate credit card may use it.  A spouse, family 
member or coworkers are not authorized to sign for charges on your Corporate credit card.  
 
The Employee can’t not share the information of his Corporate credit card with anybody to 
avoid fraud. Sharing this information is considered a serious offense. The only exception would 
be for CEO, CFO, Country Managers and Director of development to request assistant from the 
administrative assistant for airfare and hotel booking.  

 
The Corporate credit card should be used to pay for airline tickets only for the Corporate credit 
card holder. Other Employees’ airline tickets cannot be charged to a Corporate credit card 
holder’s account, due to insurance and liability issues.  The only exceptions are CEO, CFO and 
Country Managers are entitled to purchase tickets for employees that do not hold a corporate 
credit card and/or consultants providing a service for the company who´s expenses will be 
covered by LLP. 
 
It is not permitted to take cash from an ATM with the Corporate Credit Card, because the 
interest rate charged by the bank is high. Only if the CEO or CFO authorizes it can be done. 
 
2.3. CORPORATE CREDIT CARD BILLING AND PAYMENT RESPONSIBILITY 
 
Each week the accounting department send to the employee the expenses that show on the 
credit card, allowing enough time for completion of the expense reports and submission of the 
report to accounting by the 2nd day of the month.  This applies for Peru and Colombia.  In the 
case of Costa Rica Because everyone with a corporate credit card has access to Moneybite 
(https://tarjetacorporativa.davivienda.cr/Home/Index), where they can see their card 
movements at any time to make their report. 

The Corporate credit card may NOT be used for personal expenses. This would be consider a 
serious offense.  

If such personal expenses do occur (e.g. as part of hotel bills) then the Employee must highlight 
the personal expense for re-payment. If any personal expenses occurred with the corporate 
credit card, the employee must pay back to the company for that expense during the following 
30 days after submitting the monthly expense report. 

The  Credit card statement will NOT be accepted as original supporting documentation or 
receipt. ALL purchases have to be supported by Original receipt and Voucher. 

ALL Original receipt has to be under the corporate entites: Costa Rica. LatAm Logistic CR OPCO 
SPL/ Peru: LatAm Logistici Per OPCO SRL/ Colombia: LatAm Logistic Col OPCO SRL, according 
with the credit card expedition venue. 
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Other expenses paid with the Corporate Credit Card for another LLP legal entity would be 
according with the payment and green purchases policy and authorized according with the 
“Signature Authority Policy” and credit card purchases and expenses policy.  

2.4. AFFIDAVIT: 

If an employee lost the original receipt for a purchases or services payment, can submit an 
Affidavit. The Accounting deparment would evaluate each case to determine is the purchase or 
payment was done under this policy paramethers and for expenses under $100. In case of 
expenses over $100 an Affidavit won’t be accepted and the employee would need to request a 
duplicate from the provider. LLP reserve the right to request repayment or refuse 
reimbursement. 

2.5. CREDIT CARD RESPONSIBILITY AND SERIOUS OFFENSES:   

Abuse of the Corporate credit card such as: 

1) Fail to re-payment for personal expenses after 30 days of the submittion of the monthly 
expense report;  

2) Reinterred used for personal expenses in three consecutive months; 
3)  Fail to provide original receipts under the entites name in three consecutive months  
4) More than three affidavit per month in three consecutive months; 
5) And any other misused of the Corparative Credit Card contrary to what it is established 

in the policy, 

It will result in cancellation of the credit card for three months the first time and a reinterred 
offense would call for permanent cancellation and additional measures. 

 [Colombia: in order to obtain the reimbursement of personal expenses the employee have to 
sign the acknowledgment of this Policy authorizes the employer to make the relevant salary 
discount]. 

[Perú: in order to obtain the reimbursement of personal expenses the employee have to sign the 
acknowledgment of this Policy and the corresponding authorization of the employer to make the 
relevant salary discount]. 

3. TRAVEL ARRANGEMENTS 
 
The Country Managers, Director of Development have authority to approve travel arrangements 
for their subordinates.  
 
Each employee is responsible for booking all air travel, lodging, car rental reservations including 
in route changes. A list of suggested booking airlines, hotels, car rentals, etc. is provided as an 
ANNEX at the end of this polic, call “EXPENSE MATRIX”. 
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Administrave assistantes would assist Country Managers and the Director of Development to 
make travel arrangements.  

Expense reports will be sent to the appropriate approver for each Employee. Only approved 
expense reports will be processed for payment. 

Air travel should be purchased at the lowest cost, consistent with good business practices. 
However, time needs to be a consideration in the purchase, a more expensive flight but less 
travel hours is preferred over price. This can best be accomplished by purchasing air travel as 
far in advance as possible. Discount fares and restrictions vary by airline and can be influenced 
by the time of day or the day of the week.  Most airlines have limited numbers of seats for 
discount fares, and generally the earliest reservations receive the lowest fares. Advance 
reservations can also increase the opportunity to secure a preferred seat assignment, 
complimentary upgrade. LLP doesn’t pay for upgrade or preferred seat assgnment, or 
complimentary upgrade.   
 
Changes to air tickets can lead to excessive cost increases and should be kept to a minimum. 
Good business judgment should be used to determine if changes are necessary. 

If an Employee requires to travel during the weekend, he/she will have the right to compensate 
that day in the following 60 days. No OT or additional payment will be generated if the 
employees require to travel during the weekend. 

3.1.TICKET SELECTION 

All staff must travel economy class unless there is a valid reason for them to travel business class 
(previous approval to be made by the CEO); 

Changeable tickets should be used only when possible route or timing changes are foreseen. 
 
All Employees taking a night flight and going directly to the office upon arrival and all Employees 
travelling outside of America or taking flights within America that are 7 hours or longer may 
travel business class (subject to prior approval of the CEO). First class fares are prohibited for all 
job levels and for all locations.  
 
It is company policy not to reimburse seat selections or class upgrades. Seat selections apply as 
upgrades. The Company will not pay for flights or upgrades of relatives. In all cases, there must 
be a reason justifying the upgrade (e.g. special physical condition, duration of the flight as 
indicated in this policy) and the CEO must approve the upgrade in advance.  Even when it is 
permitted to do upgrades in special circumstances, it is company policy to keep the upgrades to 
the minimum. When the upgrade is approved by the Company and/or the CEO, the Employee 
must pay with the corporate credit card. Should the Employee decide to do an upgrade that was 
not approved by the Company, the expense must be paid with their personal credit card. No 
seat selections and/or class upgrades will be reimbursed without the approval of the CEO. 
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3.2. ELECTRONIC TICKETS 
 

Employees are encouraged to utilize electronic tickets whenever possible.  Electronic tickets 
save time and money and eliminate the issue of lost tickets 
 
3.3.  PREFERRED AIRLINES 

LLP will have its Employees know when it has negotiated special rates with specific airlines.  

3.4. FREQUENT FLYER PROGRAMS 

Employees may retain mileage accrued on an airline’s frequent flyer program as a result of 
business travel, in the understanding that this mileage will not be considered as salary but as a 
non-salary benefit that may be eliminated. Requests to fly on specific airlines, which result in 
incremental costs to the company beyond the lowest available airfare, are considered 
exceptions to this travel policy.  The travel agents will always offer all business travellers the 
lowest logical airfare within the time window of a departure/arrival request.   

3.5. AIRLINE CLUB MEMBERSHIPS 
 
It is company policy not to reimburse for airline club memberships and/or airport security fast 
pass organizations.  Exceptions to this policy may only be approved in advance by the CEO and 
must be documented on the expense report. Any reason for granting the approval must be 
provided in order to support the reimbursement.  
 
If approval is granted, the company will reimburse for one airline club membership and/or one 
airport security fast pass organization (including renewals) per calendar year. 
 
3.6. CHARTERED AIRCRAFT 

Air transportation is generally restricted to regularly scheduled and certified airlines. Employees 
should not charter or rent aircraft for business use expect in cases of significant emergency and 
must have approval from the CEO. 

3.7. PRIVATE AIRCRAFT 

Privately owned or rented aircraft may not be used for business purposes, nor aircraft piloted by 
Employees. Insurance coverage for such usage is not in force. 

3.8. CONFERENCE CALLS/VIDEO CONFERENCING 

Prior to making travel arrangements Employees should first consider whether making use of a 
conference call or video conferencing can satisfy the objectives of an off-site meeting. 

3.9. LOST BAGGAGE 
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The ultimate responsibility for retrieving and compensating lost baggage lies with the airlines. 
The company will not reimburse Employees for personal items lost while travelling on business. 
Measures that can be taken to minimize baggage losses include: 

• always carry valuables (e.g., jewelry, laptop computers, cameras, etc.) on board the 
aircraft; 

• always carry important and/or confidential documents on board the aircraft; 
• tag luggage with name, address and phone number; and 
• retain baggage claim receipts for checked-in luggage. 

 
Follow these procedures if your bags are lost in route: 

• obtain a lost luggage report form from an airline representative in the baggage claim 
area; 

• itemize the contents of your bag, including receipts wherever possible; 
• include a copy of your airline invoice and baggage claim stubs; 
• keep a copy of the lost baggage report, airline ticket and claim stubs; and 
• inquire about reimbursement from the airline. 
 

3.11. BAGGAGE FEES/EXCESS BAGGAGE 
 

Employees will be reimbursed for one checked bag per trip for international travel. Employees 
will be reimbursed for excess baggage charges, only in the following circumstances: 

• when travelling with heavy or bulky materials or equipment necessary for business 
• when travelling for more than 7 days and the excess baggage consists of company 

records or property. 
 
3.12. DENIED BOARDING COMPENSATION 

 
Airlines occasionally offer free tickets or cash allowances to compensate Employees for delays 
and inconveniences due to overbooking, flight cancellations, changes of equipment, etc.  
 
Employees should not volunteer for denied boarding compensation when on company business 
if it interferes with a company or customer meeting or schedule. Employees who are 
involuntarily denied boarding should obtain a free voucher from the airline. The travel voucher 
may be used for business or personal travel. 
 
3.13. OVERNIGHT DELAYS 
  
Should an airline delay necessitate an overnight stay, the Employee should first attempt to 
secure complimentary lodging from the airline. If unsuccessful, the Employee should contact the 
Company Travel Agent or Administrative Assistant for assistance and inform the immediate 
Manager of the situation. 
 
3.14. AIR TRAVEL TIPS 

 
• Plan to arrive at airport at least three hours before international flights.  Airlines can 

reassign seats approximately 45 minutes prior to flight time for Employees that have not 
checked in at the departure gate. 
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• Do not leave luggage unattended or with someone you do not know. 
• Never agree to carry anything on board or in your luggage for someone else. 
• Use a luggage tag that conceals information regarding name and address. 
• Remove all old destination tags to avoid misdirection by baggage handlers. 
• Carry medication, important business papers, some toiletries and a change of clothing in 

carry-on luggage in case checked baggage is misplaced by the airline. 
 

3.15. AIRFARE COST SAVINGS TIPS 
• Plan in advance.  The lowest fares often require a purchase 7, 14 or 21 days prior to 

departure.  At times, low fares are offered which may require only a 3-day advance 
purchase or no advance purchase.  The further in advance that plans are made (and 
tickets purchased) the greater the likelihood that low fare seats will be available on your 
preferred flights. 

• When airline tickets are purchased well in advance, they should be expensed when 
purchased. 

• Be aware that the lowest fares are often non-refundable. 
• Non-refundable tickets cannot be exchanged for refundable tickets. 
 

4. HOTEL 
All employees are responsible for booking their hotel accommodations, or an authorized  LLP 
Administrative Assistant. Exceptions to this would be when attending training or a conference 
that requires hotels could be booked through the meeting coordinator. When travelling for 
business reasons, Employees should use “LLP Preferred Hotels” listed on the ANEXX EXPENSE 
MATRIX. The Administrative Assistant will advise on which available properties are current 
preferred hotels in each country.  If there are two or more preferred hotels in a city, the 
employee or Administrative Assistant will “shop around” for the best rate.  In the event an 
Employee is travelling to a destination that does not have a preferred hotel, good business 
judgment should be used when selecting a hotel.  
 
Hotel Rooms should be purchased at the lowest cost, consistent with good business practices.  
Most hotels have limited numbers of rooms for discount fares, and generally the earliest 
reservations receive the lowest fares. Moderately priced hotels should be used when practical.  
 
Employees whose stays are more than ten business days in duration should inquire about 
extended stay facilities. Hotels should be reserved on a single-room basis. 
 
4.1. PREMIUM CITIES 
  
U.S.A 
  
Boston, Los Angeles, Miami, New York City, San Francisco, Chicago, Washington DC 
 
LATAM 
 
Sao Paulo, Rio de Janeiro, Brazilia, Santiago, Buenos Aires, Quito, Lima 
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4.2. HOTEL PAYMENT & REIMBURSEMENT GUIDELINES 
 
Hotel costs should be paid using the Corporate credit card, if not, the costs should be paid using 
a personal credit card or cash. Hotel expenses are reimbursed for actual and reasonable hotel 
room costs. The hotel receipt should include the hotel name and location, date and amounts for 
charges such as room and tax, meals, telephone and other ancillary charges. Non-card holder 
hotel charges may be direct billed upon request and approval.  
 
4.3. HOTEL FREQUENT GUEST PROGRAMS 
 
Many hotels have frequent guest programs that reward Employees with free accommodations 
in exchange for a given number of paid room nights at the hotel. Awards from such programs 
may be retained by Employees for business or personal use, in the understanding that this will 
not be considered as salary but as a non-salary benefit that may be eliminated. However, 
participation in these programs should not influence hotel selection, which would result in 
incremental costs. Any membership fees associated with joining these programs are at the 
Employee’s expense and are not reimbursable. 
 
4.4. HOTEL MINI-BAR USAGE 
 
Hotel mini-bar usage is discouraged due to the higher cost of the items included in the mini-bar.  
However, it is recognized that in some cases, mini-bar items may be the only option for food or 
beverages when arriving late to a hotel and the hotel restaurant or food service is closed.  In 
cases such as this, mini-bar costs are reimbursable up to $10.00 (or the equivalent) per day and 
must be included in the daily meal expenses. The descriptions of the purchased items from the 
Mini-Bar have to be indicated on the monthly expenses report.  
 
4.5. HOTEL NO-SHOW CHARGES 
 
In the event an employee receives a no-show charge, they should contact the hotel directly to 
see if the charge can be waived.  In most cases the hotel will waive no-show charges for 
circumstances that involve cancelled flights or weather related issues.  If attempts are not 
successful in waiving the no-show charge, the company will reimburse for one no-show per 
year.  Any further no-show charges will not be reimbursed and are the responsibility of the 
Employee. Any exception to this will require the approval of the CFO or CEO and a 
corresponding written summary of the reasons for the approval. 
 
4.6. NON-REIMBURSABLE HOTEL COSTS   
 

• Movie rentals. 
• Non-family personal calls. 
• Fees associated with frequent guest programs. 
• Any other expense, considered non-work related by LLP. 

 
4.7. HOTEL COST SAVINGS TIPS 
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• Upon check-in, always inquire about special rates that may be applicable.  Often 
properties extend special rates that are not published and are only available upon 
request when checking in. 

• When making phone calls from a hotel, always try to use a company-issued cell phone.  
Hotels charge premium prices for long distance calling. 

• Use WhatsApp instead of cell phone. 
• Some hotels charge a premium on lengthy calls that are made through their system.  

This is especially true for using modems for laptop computers.  Premium rates should be 
posted in the room.  Laptop users should be aware of the premium rates for lengthy 
calls, and if possible log off and re-dial in order to reduce the cost. 

• Always review the hotel bill at checkout.  Disputed charges are best handled at check-
out time rather than days or weeks later when a discrepancy is found. 

 
4.8. OTHER RECOMMENDATIONS 
 

• Protect the confidentiality of your room number. Be careful not to show your room 
key/card with the number on it.  Don’t accept a room if the desk clerk announces the 
number loudly. 

• If unfamiliar with the local language, carry a card with the hotel’s name and address.  
This can be shown to a cab driver or police officer should you need assistance. 

• Beware of scams. One common scam involves a call to the hotel guest from someone 
identifying themselves as the hotel “front desk”. They indicate that they need the credit 
card number because the imprint didn’t “take”.  The caller should be advised that the 
guest will take the credit card to the front desk - never give the number out to a caller.   

 
4.9. HOTEL REPORTING GUIDELINES 
 
All hotel receipts will be required for submission for expense payment.  
 
5. TRANSPORTATION 
 
5.1. AIRPORT PARKING AND TRANSFERS 
 
Employees travelling to the same locations should share ground transportation to and from the 
airport whenever possible. The most economical mode of transportation should be used to and 
from airports, bus and rail terminals when the employee is not accompanying a customer.  
These modes of transportation should be considered: 
 

• Buses, subways, taxis 
• Hotel and airport shuttle services 
• Personal car 

 
Private car services should be used only when valid business reasons preclude the use of more 
economical modes of transportation.  Valid business reason must be documented on the 
expense report. 
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When feasible, long-term parking or locations that offer a corporate rate should be used for 
airport parking if you drive your vehicle to the airport.  Taxi’s or private car services to/from the 
home airport will only be reimbursed when it is more economical than parking at long-term 
parking or locations that offer a corporate rate. 

5.2. CAR HIRE 

Employees can hire cars that fall into the categories of economy or standard or 4 door cars with 
a gearbox. ‘No-show’ charges for car rental are the responsibility of the Employee.  

Employees should inspect the rental car upfront for damages and make a record of the 
observations, to protect against unwarranted claims for damages. 

Any accident involving rental cars must be reported immediately to the car rental company and 
local authorities (where applicable).  

5.3. GROUND TRANSPORATION 

Uber, Lyft and other similar transportation services are permitted options, and may include 
surcharges and fees. Surcharges and fees may be reimbursable if the total cost is comparable to 
other ground transportation options, and must be clearly documented to substantiate 
reimbursement. Receipts are required for reimbursement from the Company. 

If the employee uses uber for example you must attach the receipt that arrives to the email or a 
screenshot of the app that indicates the amount charged.  

If the employee uses taxi service, he/she always has to make sure the taxi gives you a receipt. If 
by force majeure the taxi driver does not give invoice, then in a money voucher the employee 
must indicate the reason of the trip, the route, the date, the plate of the taxi. 

5.4. GROUND TRANSPORTATION COST SAVINGS TIPS 

• Booking rental cars in advance most often guarantees availability of cars in the size and 
cost that is required for your travel. 

• Whenever possible, the car should be returned with the gas tank full. Rental car 
companies charge premium prices when they refuel a car. 

• Most rental car companies charge a surcharge for rentals that commence on Tuesday or 
Wednesday. 

• Always review the rental car receipt for accuracy of charges. Off airport parking is 
generally less expensive than airport parking. 

 
5.5. PERSONAL CAR LIABILITY 
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Employees who use their personal vehicles for business purposes are required to maintain 
liability insurance at the level of coverage required by their state of residence. 
 
Because we cannot secure comprehensive and collision insurance on an Employee’s personal 
vehicle, it is recommended that Employees acquire adequate insurance protection for their 
personal vehicles.   a 
 
5.6. CAR WASH 
 
Employees who regularly visit the company's projects, will be entitled once a month to spend 
one reimbursement for basic car wash according to Expense Matrix. 
 
5.7. TOLL FEES 

 
Toll fees are reimbursable when incurred during business travel, for example trips to the project. 
Toll fee receipts must be submitted for expense reimbursement. Employees will not be 
reimbursed for toll fees during normal daily commuting to/from the office. 
 
5.8. MILEAGE 

 
Employees who use their own car to go to the project or to work meetings, Latam will reimburse 
the cost per kilometer according to the cost in each country in the Expense Matrix. 
 
 
6. MEAL EXPENSES POLICY 
 
Travel meals are defined as meal expenses incurred by an Employee when dining out during an 
out-of-town business trip. Employees will be reimbursed for actual costs up to the following 
maximum daily expenses guidelines. There are no restrictions on the breakdown of cost for 
individual meals. This guideline is to be followed to the greatest extent possible, however, it is 
recognized that in some International locations and premium U.S. cities, meal costs may exceed 
these guidelines (see below for premium cities). Original meal receipts are required for 
reimbursement. Employees and approving managers must exercise “reasonable test” and 
prudent judgment when exceeding the daily allowance guideline.  The recommended daily 
expenses guidelines are in the Expense Matrix. 
 
Alcoholic Beverages:  The Company will pay the cost of alcoholic beverages up to a reasonable 
amount. Such costs must be separated out on the request and an itemized receipt must be 
provided for payment to assure accurate reporting and cost recovery. Prudence should be used 
in the purchase of such beverages as they may comprise a significant portion of the cost of the 
meal. We suggest limiting such expense to the average cost of approximately $10-15 per person. 
 
6.1. PREMIUM CITIES  
 
USA 
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Boston, Los Angeles, Miami, New York City, San Francisco, Chicago, Washington D.C. 
 
LATAM 
 
Sao Paulo, Rio de Janeiro, Brazilia, Santiago, Buenos Aires, Quito, Lima 

 
6.2. BUSINESS MEALS OR NETWORKING  
 
Defined as interactions with clients for breakfast, lunch, or dinner, during which time specific 
business discussions take place. Employees will be reimbursed for business meal expenses 
according to actual and reasonable costs.  Original meal receipts are required for 
reimbursement. Each business meal expense claim must also include a detail as indicated in the 
Documentation Requirements. The same recommended guidelines referenced above per meal 
should be considered as acceptable. When the amount exceeds the maximum it should be 
supported by a reasonable explanation.  
 
Business meals taken with other Employees will be reimbursed only in the following 
circumstances: 
 

• when a client is present; or 
• when at least one company Employee is from out of town; or 
• when, for confidentiality reasons, business must be conducted off company premises; or 
• when authorized by a manager for testimonial, reward, recognition or other appropriate 

business purpose, such as Employee incentives. 
 
The use of credit cards for meals or other activities with employees for training, team meeting 
or similar activies would be regulate by the police of credit card purchases and “Signature 
Authority Policy”. 
 
 
When more than one Employee is present at a business meal, the most senior level Employee 
should pay and expense the bill. Entertainment expenses such as theater, nightclub or sporting 
events must have CEO´s written approval. Business meals and entertainment expenses should 
be paid for using the Employee’s Corporate credit card whenever possible. 
 
Each expense of meals with a client or with other employee, must indicate the purpose or 
reason, the complete name of the persons that were present and the company that they 
belong. 
 
7. COMMUNICATION EXPENSES 
 
7.1. MOBILE DEVICES 
 

• It is at the discretion of the CEO as to whether an Employee will have a Company 
provided mobile device. A Company provided mobile device will be ordered by the CEO 
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through email or a written instruction to the Finance & Accounting market who will 
process the request with the corresponding provider. 

• A consolidated Company bill for all mobile devices is sent monthly and processed for 
payment.  Since this is a non-salary benefit, employees will not receive a bill.  

• Use of mobile devices other than the Company provided phones will not be eligible for 
reimbursement by LLP. 

• When an Employee terminates employment and has a Company mobile device, the 
phone and its accessories must be returned to his/her manager. 

• Employees who travel but do not have a company-issued mobile device should discuss 
with their manager the appropriate options for staying in contact during travel for 
Company business, Roaming is highly discouraged. 

 
7.2. LONG DISTANCE 

 
A free service such as WhatsApp, Facetime or similiar should always be used when making long 
distance phone calls while on a business trip or from a hotel room to avoid excessive long 
distance charges and surcharges. 
 
Hotel telecom rates are often up to 5 times higher than our negotiated rates.  Long distance 
charges incurred from hotel rooms not using a company-issued mobile device are subject to 
non-reimbursement and may require an explanation in order for those expenses to be 
reimbursed. 
 
Employees will not be reimbursed for personal long distance telephone calls made from air 
phones, unless it is an emergency approved by the manager. 
 
7.3. TIPS LONG DISTANCE 

 
Employees who travel often to a country, will be able to buy a cell phone chip, which can be 
recharged every time they travel to the country. So, the employee can have communication via 
cell in the country they are in and can make calls via whatsapp to other cell phones that are 
from other countries.  
 
If the employee does not want to buy a chip then he/she can connect to the internet from the 
office or hotel he/she is in to make calls from whatsapp to other cell phones. 
 
This actions avoids having to pay for the roaming service which is not acceptable. 
 
7.4. TRAVEL COMPANION/FAMILY MEMBER EXPENSES 

 
It is company policy not to reimburse for expenses for travel companions/family members.  
Exceptions to this policy may only be approved in advance by the CEO in writing and must be 
documented on the expense report. 
 
8. EXPENSE REPORTING GUIDELINES 
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All expenses should be processed in a timely manner in order to ensure prompt payment for 
expenses charged to the Corporate credit card and to the Employee for out of pocket expenses. 
 
Accounting is responsible for processing expense reports.  The expense reports should be 
delivered to the accounting department.  Reports should be delivered by the 2nd calendar day of 
each month for review and approval, allowing to close accounting transactions period on time. If 
the report is sent back to the employee for clarification or corrections, the employee has 24 
hours to sent the report back with the requested information. 
 
The employee must complete his/her Concur report for the reimbursement. 
 
8.1. EXPENSES APPROVAL PROCESS 
 

• Employees prepare expense reports in Concur and submit them for Aged Payable team 
review. 

• Once  aged payable team review it, they send it to the manager for approval in Concur. 
• Once it is approved by the manager in Concur, it will appear on Awaiting approval in 

Xero. 
• Employee must give the original invoices of the expense claim to accounting. 
• The accounting department review that all reimbursement invoices are in physical form. 

If they are, the accounting department gives the final authorization and put the 
transaction on awaiting payment. 

• Treasury assistant process the payment for all the expenses that are on Awaiting 
payment section in Xero. 

 
 
8.2. DOCUMENTATION REQUIREMENTS 
 
All expense claims must be accompanied with their corresponding  original ticket and ticket 
“voucher” as well as any supporting documentation that proves the final price (including tip). 
 
Employees must submit the following documentation along with their expense report:  

• air: original passenger receipt. For air travel, this means the ‘ticket voucher’, 
         which serves as the third part of any flight ticket; 

• car rental: the invoice or rental car agreement; taxis: original receipt; 
• Uber:  virtual receipt. 
• meals: original receipt;  
• other: original receipts must be submitted. 

 
Employees must provide the following documentation in order to be reimbursed for business 
meals and entertainment expenses: 

• names of individuals present, their titles and company name; 
• business reason/topic discussed; and 
• original receipts and credit card slip. 

 
These details must be provided for the expense to be classified as tax deductible and for VAT to 
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be re-claimed. When entertaining third parties and fellow Employees, the most senior Employee 
present must pay and claim the business meal expense. 
 
Photocopies of receipts do not serve as a valid receipt. A short note of explanation should 
accompany expenses where receipts have been lost, or where only photocopies of originals are  
available. The expense will not be reimbursed where no adequate explanation has been 
provided. Credit card slips are not valid receipts and no reimbursement will be made on their 
basis, unless authorised by the CEO. It is company policy to keep these situations to a minimum. 
 
8.3. CONVERTING FOREIGN CURRENCIES 

 
The credit card converts expenses that are charged in foreign currencies. For out of pocket 
expenses, the actual exchange rate should be noted on the receipt and/or expense report. Valid 
exchange rates can be found on the credit card statement. If paid in cash, the official exchange 
rate published by the Central Bank of the Country for the day of the expenses should be the 
reference used for the calculations. 
 
8.4. NON-REIMBURSABLE EXPENSES 

 
Employees generally will not be reimbursed for the following miscellaneous expenses (this list is 
not all-inclusive): 
• annual fees for personal charge or credit cards; 
• barbers and hairdressers; 
• child care expenses (except in limited circumstances); 
• civic club dues; 
• clothing; 
• country club dues; 
• day planner holders/wallets; 
• delinquency fees or finance charges for Corporate credit cards; 
• expenses for travel companions/family members (see page 11); 
• expenses related to vacation or personal days while on a business trip; 
• golf fees (when not related to customer entertainment); 
• spa treatments, such as saunas or massages; 
• laundry/valet services for trips under two days; 
• loss/theft of cash advance money; 
• loss/theft of personal funds or property; 
• lost baggage;  
• luggage and briefcases; 
• magazines, books, newspapers, gum, candy or tobacco products, postage costs; 
• postcards, snacks or other meals other than breakfast, lunch or dinner; 
• movies, including in-flight and hotel in-house movies; 
• non-compulsory insurance coverage (within the U.S.); 
• “no-show” charges for hotel or car reservations; 
• optional travel or baggage insurance; 
• parking or traffic tickets; 
• personal accident or property insurance; 
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• personal entertainment, including sporting events; 
• personal phone calls, faxes or telegrams; 
• personal toiletries; 
• pet care or transportation; 
• shoeshine; 
• souvenirs/personal gifts; 
• routine Maintenance/tune-ups;   
• transportation to/from office (daily commuting expenses);  
 
 
8.5. REASONABLE TEST 
 
Company Travel & Expense policy in some cases reflects a range of dollar guidelines for 
what constitutes a reasonable expense, in other cases the Company relys on the good 
judgement of employees.  Because the reasonableness of an expense depends upon 
many relevant factors including the business purpose of the event and its attendees. 
“Reasonable” means the amount that normally would be spent in that specific 
situation. The amount will vary depending upon circumstances: lavish or extravagant 
meals will not be paid for by Company. Expenses for meals may be subject to additional 
approvals.  
 
In the course of spending Company funds, consider these questions to ensure that 
resources are being used appropriately and that we are being good stewards of the 
funds entrusted to us:  
 
*Is the expenditure in line with the guidance provided in this document? 
 *If not, is there a good explanation as to why the expenditure is appropriate? 
 *Has it been adequately documented?  
*Could the amount spent be comfortably defended under public scrutiny?  
*Would you be free from worry if the expense was selected for audit?  
*Would you be comfortable reading about it in the newspaper?  
*Would you be comfortable explaining to an Investor that you used their money this 
way? 
 
 

ANNEX #1 MATRIX EXPENSES 
 

EXPENSE EXPENSE RANGE 

Hotel 

Hotel Costa 
Rica 
 
 
Preferred 
Hotels: 

$90- $170 USD 
*$ San José:  230- $270 UDS  CEO and Board Members 
 
 
Quality Hotel Real San Jose,  
Studio Hotel Santa Ana, 
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Aloft Lindora.  
Premium: Intercontinental Multiplaza*, CEO and Board 
Members  

Hotel Peru 
 
 
Preferred 
Hotels: 
  

$125- $170 USD 
**$200-$270 UDS  CEO and Board Members 
 
Lima:   Hyatt Centric, Novotel San Isidro,  
Atton San Isidro. 
Premium: Country Club Lima, Swissotel San Isidro, JW 
Marriott Miraflores **. 
  

Hotel Colombia 
 
 
Preferred 
Hotels:   
  

$97- $150 USD  
$200-$270 USD CEO and Board Members 
 
 
Bogotá:  Bioxury, Cabrera Imperial, 
NH Boheme Royal Andino. 
Premiun: Four Season***. 

Meals 

Breakfast $12- $27 UDS (If not included in Hotel charge and 
including tax and tip) 

Lunch $18- $25 USD (Including tax and tip) 

Dinner $36- $65 USD (Including tax, tip and alcohol) 

Mini Bar 

All countries $10 USD 

Milleage 



  

www.latamlogisticproperties.com 

*Costa Rica Formula: distance Km x rate Contraloria General de la 
Republica 
 
All Costa Rica employees need to present their car 
circulation permit to determinated the correct rate 
applicable. 
 
Directriz R-DC-82-2019 Contraloria General de la Republica 

 
 

   

Perú 1.33 soles per kilometer* 
The reimbursable fares would be establish according with 
the UN document “Rotary” FY2017-18 Automobile 
Reimbursement Rate.  

Colombia 977.30 pesos per kilometer* 
The reimbursable fares would be establish according with 
the UN document “Rotary” FY2017-18 Automobile 
Reimbursement Rate. 

Car Wash 

All countries $20 USD 

Tolls 
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All Countries 
 
  

Toll fees are reimbursable when incurred during business 
travel and trips to the projects. Employees must present 
receipts and fill out the toll form. 

 
 

*The Intercontinental Hotel Costa Rica is ONLY for use of the CEO and Jaguar members or any 
other that will be authorized by the CEO. 
**The Four Season Bogota is ONLY for use of the CEO and Jaguar members or any other that will 
be authorized by the CEO. 
***JW Marriott Miraflroes and Swissotel is ONLY for use of the CEO and Jaguar members or any 
other that will be authorized by the CEO. 
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OVERVIEW 
 
This policy outlines the standards for acceptable use of LLP computing and technology resources, which 
include, but are not limited to, equipment, software, networks, data, and stationary and mobile 
communication devices whether owned, leased, or otherwise provided by LLP. Preserving access to 
computing and information technology resources is a collective effort that requires each employee to 
act responsibly and guard against abuses. Therefore, all employees have an obligation to abide by the 
standards established here for acceptable use. 

Since no policy can cover every possibility, the following should be read and understood by all 
employees so that they may exercise prudent judgment in order to enhance the purposes of this policy. 
The Company reserves the right to amend, modify and supplement this policy from time to time and to 
promulgate specific policies and practices consistent with the foregoing to cover particular uses and 
situations as those are identified. 

This policy applies to all users of LLP computing and technology resources, which include, but not 
limited to employees, contractors, consultants, and temporary staff. 

The Appendix at the end of this policy provides LLP employees with recommended practices when 
using the LLP systems. 

USING COMPUTING & TECHNOLOGY RESOURCES 

Acceptable Uses 

The Company’s computing and technology resources are provided for the benefit of the Company and 
its customers, vendors and suppliers. These resources are provided for use in the pursuit of Company 
business and are to be used only in that pursuit, except as otherwise provided in this policy. Applicable 
laws and LLP policies must be followed including, but not limited to, respecting the copyrights and 
intellectual property rights of others. 

Incidental Personal Data – Notwithstanding the Company’s general policy on the use of Company 
computing and technology resources and provided that employee’s use of these resources does 
not disrupt the operation of the Company, interfere with employee’s productivity, employees may 
use Company computing and technology resources to: 

• Prepare and store incidental personal data (e.g., personal calendars, personal address lists) in a 
reasonable manner; 

• Send and receive brief and necessary personal communications through e-mail; and 
• Use the telephone system for brief and necessary personal calls. 

 

COMPUTING & TECHNOLOGY RESOURCES USE POLICY 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 119 
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The Company assumes no liability for loss, damage, destruction, alteration, disclosure or misuse of any 
personal data or transmitted communications or stored personal data on the Company’s computing 
and technology resources. The Company accepts no responsibility or liability for the loss of non-delivery 
of any personal e-mail communication. The Company discourages employees storing private or 
confidential personal information on any Company computing and technology resources. 

Unacceptable Uses 

Use of Company’s computing and technology resources is a privilege granted by management and may 
be revoked at any time for inappropriate conduct carried out on such systems, including, but not 
limited to: 

• Participating in the creation or transmission of unsolicited commercial e-mail (“spam”) that 
is unrelated to legitimate Company business; 

• Sending threats, “hoax” messages, chain letters, or phishing; 
• Engaging in private or personal business activities; 
• Excessive use that interferes with one’s productivity, the productivity of other employees, or 

the normal operation of the Company’s computing and technology resources; 
• Using another individual’s electronic identity without appropriate authorization; 
• Misrepresenting a user’s identity in any electronic communication (e.g., forging an e-mail 

address); 
• Accessing networks, servers, drives, folders, or files to which the employee has not been 

granted access or authorization from someone with the right to make such grant; 
• Accessing, attempting to access, or copying someone else’s electronic mail, data programs, 

or other files without authorization; 
• Making Company systems and resources available to those not affiliated with the Company; 
• Making unauthorized copies of Company files or other Company data; 
• Destroying, deleting, erasing, or concealing Company files or other Company data, or 

otherwise making such files or data unavailable or inaccessible to the Company or to other 
authorized users of Company systems; 

• Creating or propagating computer viruses, worms, Trojan Horses, or any other malicious 
codes; 

• Engaging in unlawful or malicious activities; 
• Violating the laws and regulations of any nation or any state, city, province, or other local 

jurisdiction in any way; 
• Using abusive, profane, threatening, racist, sexist, or otherwise objectionable language in 

either public or private messages; 
• Sending, receiving, or accessing pornographic materials; 
• Downloading, using or distributing illegally obtained media (e.g., software, music, movies); 
• Divulging sensitive personal data or providing employees access to sensitive personal 

data without a valid business reason; 
 
The Company computing and technology resources must not be used to harm others or to violate the 
laws and regulations of any nation or any state, city, province, or other local jurisdiction in any way. Use 
of Company resources for illegal activity can lead to disciplinary action, up to and including termination 
of employment and criminal prosecution. The Company will comply with reasonable requests from law 
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enforcement and regulatory agencies for logs, diaries, archives, or files on individual Internet activities, 
e-mail use, and/or computer use. 

Unless specifically granted in this policy, any non-business use of the Company’s computing and 
technology resources is expressly forbidden. 

SYSTEM HARDWARE AND SOFTWARE 

All users are responsible for ensuring the physical security of IT equipment assigned to them. 
Employees must lock or log-off their computer before leaving the computer unattended. To lock the 
computer, press <Ctrl>-<Alt>-<Del> and then press <Enter>.  

Users traveling with laptops must not leave them unattended in parked vehicles nor check them into 
baggage when flying. Users may also contact IT to obtain cable locks for laptops. Users must contact IT 
immediately if they believe their laptop has been stolen. 

If a mobile device is lost or stolen the user must contact IT immediately and IT will remotely wipe the 
device to prevent data or contacts from being misused. Any mobile device issued by LLP or expensed 
to LLP for the purpose of conducting LLP business must be equipped with software which enables LLP 
to remotely wipe the device. 

All computer equipment (e.g., computers, computer memory, printers, mobile phones, keyboards, mice, 
headsets), software or media used on LLP IT systems must be procured, licensed and installed by 
authorized Employees in the LLP IT department. It is LLP policy that all software in use is officially 
licensed software. Software or media may not be modified, removed, disabled, copied or reproduced 
for personal use or transferred to others. Unauthorized Employees must not install software without 
prior, documented approval from IT management. Employees must comply with the terms and 
conditions of any license or agreement governing software allocated to them. 

Storage media (e.g., floppy disks, CDs, DVDs, disk keys, USB sticks) from sources other than the LLP IT 
department or known colleagues may contain viruses and must be regarded as potentially suspect. 
Unless third-party storage media is provided by or at a minimum, reviewed by IT personnel, third-party 
storage media access is prohibited. 

INTERNET 

Employees may use the Internet to increase productivity. All Company policies and procedures apply to 
employees’ conduct on the Internet, especially, but not exclusively, relating to: intellectual property, 
confidentiality, Company information dissemination, standards of conduct, misuse of Company 
resources, anti-harassment, and information and data security. Use of Company’s computing and 
technology resources is a privilege granted by management and may be revoked at any time for 
inappropriate conduct carried out on such systems, including, but not limited to: 

• View, download or communicate materials of a sexually explicit, offensive, discriminatory, 
or harassing nature; 

• Intentionally interfere with normal operation of Company computing and technology 
resources; 

• Attempt to gain unauthorized access to data and computing resources; 
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• Engage in any activity that violates Company data privacy policies or that would be contrary 
to LLP’ best interests; 

• Engage in or solicit any private business for personal gain or profit; 
• Engage in any illegal activities, including gambling, uploading or downloading of software, 

print, music or video in violation of any copyright including but not limited to print media, 
music, news, auditor or movies; 

• Engage in any use of peer-to-peer software other than that provided by the LLP IT 
department. This policy prohibits the use of all software and digital media exchanges 
including without limitation Bit Torrent, eMule, Napster, Gnutella, Kazaa, Limewire and 
other similar peer-to-peer sharing programs. 

• Engage in excessive personal Internet activity, including but not limited to listening to 
Internet radio stations, viewing videos, and uploading or downloading large files like 
pictures, music, video and other multimedia files, for example. This practice consumes 
valuable bandwidth from our business Internet connections. 

• Post comments regarding LLP financial conditions, proprietary information, technical data, 
etc., regardless of content, on a chat or message board. 

 
LLP maintains network and security monitoring at all times. Information stored in or on Company 
facilities is subject to inspection at any time without notice. If monitoring reveals activities that are in 
violation of stated policies, disciplinary action up to and including termination of employment may be 
taken. 

E-MAIL AND INSTANT MESSAGING 

Prohibited use includes, but is not limited to: 

Create or distribute any offensive or disruptive messages, such as those containing racial or 
ethnic slurs, sexual statements or innuendo, gender-specific comments or any other offensive 
or inappropriate comment that refers to or is based on someone’s age, sex, sexual orientation, 
color, religious or political beliefs, national origin, or disability; 

• Solicit for outside business ventures, political or religious causes, outside organizations or other 
non-job-related solicitations; 

• Initiate or forward chain e-mail. Chain e-mail is a message sent to a number of people asking 
them to send copies with the same request to a specified number of others; 

• Send unsolicited e-mail to persons outside of LLP with whom they do not have a prior 
relationship (“spamming”); 

• Disguise their identity in sending e-mail (“spoofing”) and/or alter the ‘From’ line or other 
attribution-of-origin information in e-mail; 

• Distribute copyrighted material in a manner which infringes on copyrights; 
• Inappropriately disclose LLP proprietary or confidential information1 

 
1 Confidential data consists of personally identifiable information, which, if released, could be harmful to the 
individual, the Company or subject all parties to legal actions. Confidential information includes individual’s 
passwords, home addresses, social security numbers, health information, etc. 
Proprietary information is less sensitive information that could benefit competitors or be used to gain additional, 
more sensitive information. This includes corporate level strategic information and R&D activities as well as 
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Employees who receive e-mails with any of the above content from any other employee should 
report the matter to their supervisor immediately. 

Once sent, e-mail messages are for all practical purposes permanent. E-mail messages sent over the 
Internet are also potentially available to the public. E-mail messages, even after they are deleted, may 
be archived for years and are easily forwarded, copied, saved and printed. LLP may be called upon in 
future litigation to produce copies of employee e-mail messages in a court proceeding or investigation, 
and may do so without notice to, or permission from the affected employees. Employees should 
exercise care in what information or statements they create in order to avoid potential embarrassment 
or legal liability for themselves and/or the Company. 

E-mail Signatures 

To provide standard and consistent business e-mail signatures, employees must comply with guidelines 
provided by the Company. This requirement applies to LLP e-mail messages sent from any device, 
including desktop and laptop computers, mobile devices and tablet computers. Personal signature 
taglines, photos, clip art or other information not related to the specified guidelines are not permitted. 

Sample: 

NAME 
Title 
LatAm Logistic Properties 
  
Address 
City, Country 
+XXXXXX Cell 
+XXXXXX  Office 
name@latamlp.com 
www.latamlogisticproperties.com 
 

E-mail Tampering 

E-mail messages received should not be altered without the sender’s permission; nor should e-mail be 
altered and forwarded to another user and/or unauthorized attachments are placed on another’s e-mail 
message. 

Mailbox Maintenance 

E-mail is a message tool, not a long-term data archive. The LLP IT Department ensures the stability, 
performance and cost-effectiveness of LLP’ e-mail system for all employees by limiting e-mailbox size. 
Employees should regularly delete irrelevant or obsolete messages to remain within this limit. E-mail 
messages that must be retained long-term should be archived using IT provided email archiving tools. 

Instant Messaging 

 
business plans, financial cost data, marketing analysis, budget forecasts, disaster recovery plans as well as items 
such as service plans, system specifications, manuals, employee directories, organizational objectives, etc. 

mailto:name@latamlp.com
http://www.latamlogisticproperties.com/
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Employees’ use of instant messaging should be limited to work-related matters, except for incidental 
personal use. Incidental personal use is permitted as long as the use does not interfere with the 
employee’s work, the Company’s operations, or the use of communication equipment, and does not 
violate any policies. When sending an occasional personal instant message, an employee must indicate 
that it is personal and not authorized by the Company. Employees should not use the instant message 
system to “visit” with colleagues about non-work-related issues. Employees must not use Instant 
Messaging clients to transfer or accept attachments of any kind due to the risk of viruses, Trojan horses 
or other malicious code. 

Instant messages are not to be used as substitute for oral communication with nearby co-workers or 
telephone calls to key vendors or customers. Generally, verbal communications are preferred when 
practical. 

Instant messages must not be used to create contracts. 

When using instant messaging, employees are to follow company security procedures including use 
of approved antivirus software. Employees should not use instant messaging to transmit confidential, 
proprietary, or trade secret information, or personnel information. Employees must never transmit 
sensitive information using Instant Messaging. 

E-mail and Instant Messages (“IM”) sent over the Internet are insecure and easily readable by third-
parties. If the employee has a need to an encrypted message, they should contact the IT Department. 

SOCIAL MEDIA 

• The Company encourages employees to share information with co-workers and with those 
outside the Company for the purpose of gathering information, generating new ideas, and 
learning from the work of others. Social media (e.g., blogs, forums, and social networking 
sites, such as Twitter, Facebook, LinkedIn, YouTube, Instagram, Snapchat, WhatsApp and 
others) provide inexpensive, informal, and timely ways to participate in an exchange of ideas 
and information. However, information posted on a website is available to the public, and 
therefore, the Company has established the following guidelines for employee participation 
in social media. 

 
Off-duty use of social media 

Employees may maintain personal websites or web logs on their own time using their own facilities. 
Employees must ensure that social media activity does not interfere with their work. In general, the 
Company considers social media activities to be personal endeavors, and employees may use them to 
express their thoughts or promote their ideas as long as they do not conflict with Company policies or 
business. 
 
On-duty use of social media 

Employees may engage in social media activity during work time provided if it is directly related to their 
work, approved by their supervisor, and does not identify or reference Company customers, vendors or 
employees without express permission. The Company monitors employee use of Company computers 
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and use of the Internet through Company-provided resources. The Company may monitor employee 
blogging and social networking activity no matter where such activity occurs. Employees must ensure 
that social media activity is not causing them to abandon their job duties, otherwise, Employees may be 
sanctioned, even, with the dismissal with cause.   
 
Respect 

Demonstrate respect for the dignity of the Company, its owners, its customers, its vendors, and its 
employees. A social media site is a public place, and employees should avoid embarrassing readers, 
company employees, customers, vendors, or owners. Do not use ethnic slurs, personal insults, or 
obscenity, or use language that may be considered inflammatory. Even if a message is posted 
anonymously, it may be possible to trace it back to the sender. Employees must ensure that their social 
media posts and activity is not discriminatory towards other, otherwise, Employees may be sanctioned, 
even, with the dismissal with cause.   
 

Post disclaimers 

If an employee identifies himself or herself as a company employee or discusses matters related to the 
Company on a social media site, the site must include a disclaimer on the front page stating that it does 
not express the views of the Company and that the employee is expressing only his or her personal 
views. Place the disclaimer in a prominent position and repeat it for each posting expressing an opinion 
related to the Company or Company’s business. Employees must keep in mind that if they post 
information on a social media site that is in violation of Company policy and/or federal, state, or local 
law, the disclaimer will not shield them from disciplinary action. 

 
Identify Yourself 

Employees who discuss the Company’s services or products must identify themselves as employees of 
the Company. 
 
Competition 

Employees should not use social media to criticize the Company’s competition and should not use it to 
compete with the Company. 
 

Confidentiality 
 

Do not identify or reference Company customers, vendors, or employees without the express 
permission from your manager and/or the Legal Department. Do not post pictures of Company 
property or co-workers on the Internet without express permission. Employees may write about their 
jobs in general but may not disclose any confidential or proprietary information. When in doubt, ask 
before publishing. 
 

New ideas 

Please remember that new ideas related to work or the Company’s business belongs to the Company. 
Do not post them on a social media site without the Company’s permission. 
 

Trademarks and copyrights 
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Do not use the Company’s or other’s trademarks on a social media site, or reproduce the Company’s 
or other’s material without first obtaining permission. 
 

Avoid statements about the Company’s future 

Avoid writing about projected growth, sales and profits, future products or services, marketing plans. 

PERSONAL COMMUNICATIONS DEVICES 

Except in cases of emergency, employees should conduct personal business during lunch breaks and 
other rest periods. This includes the use of personal communication devices (including mobile 
phones) for personal business (including personal phone conversations and text messages, personal 
e-mails, and use of the Internet for personal reasons). Employees should be considerate of their co-
workers and keep ring tones and alerts on vibrate or silent while at work. 

When attending a meeting with customers, vendors, or co-workers, employees should turn off or 
silence their mobile phones and personal communication devices. Except in extraordinary 
circumstances (e.g., family emergency), employees may not respond to personal calls during a 
meeting. 

PASSWORDS 

Account names, passwords and other user identification are confidential and exclusive to each 
employee and may not be shared. Employees shall take reasonable precautions to ensure their 
security. Passwords should never be stored on or near a computer. Passwords should be at least 6 
characters in length and should contain at least 3 of the following elements: upper case letters, lower 
case letters, numbers and special characters. Employees are required to change passwords from time 
to time when prompted; however, passwords must be made known upon Company’s request. The 
Company reserves the right to disable any account at any time and without notice. 

ANTI-VIRUS 

All Company-provided equipment, e-mail systems, servers, workstations and laptops must have a 
Company-approved anti-virus program with the latest virus detection signatures installed and in the 
active mode to detect and remove harmful viruses and malicious code. 

Employees are responsible for ensuring that the equipment they use is virus-free. Employees must 
not remove or disable virus protection software from their computers or knowingly disseminate e-
mails containing viruses. Employees should avoid opening e-mail, web links or instant messages from 
unknown sources or unexpected and unusual email or instant messages from known sources without 
first contacting the known sender or scanning the email for virus. 

If an employee suspects a computer has a virus, the employee must immediately disconnect the 
computer’s network cable, turn the computer off, and contact the IT Service Desk. The employee 
must not continue using the computer, e-mail the Service Desk from the suspected computer, or send 
a mass e-mail concerning the suspected virus. Virus or other malware warnings and mass mailings 
from LLP will be sent by the IT Service Desk only. 

 
PRIVACY 
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All employees shall respect the privacy of others and their accounts, regardless of whether those 
accounts are securely protected. Ability to access other person’s accounts does not, by itself, imply 
authorization to do so. It is a violation of Company policy for any employee, including system 
administrators and supervisors, to access electronic mail and computer system files to satisfy curiosity 
about the affairs of others, unless such access is granted by the CEO & CFO. 

Employees should also be aware that their uses of the Company’s computer and technology resources 
are not completely private. Normal operation and maintenance requires the backup and caching of 
data and communications, the logging of activity, the monitoring of general usage patterns, and other 
such activities that are necessary for the delivery of service. The Company may also specifically 
monitor the accounts of individual users of the Company’s computer and technology resources, 
including individual login sessions and communications, without notice, when 

• The employee has voluntarily made them accessible to the public; 

• It reasonably appears necessary to do so to protect the integrity, security, or functionality of 
Company’s or other computing and technology resources or to protect the Company from liability; 

• There is reason to believe that the user has violated, or is violating, this policy or any 
Company policy; 

• An account appears to be engaged in unusual or unusually excessive activity, as indicated by 
the monitoring of general activity and usage patterns; or It is otherwise required or permitted by law 
or for any other legally permitted reasons associated with the evaluation, testing, repair or general 
operation of the Company computing and technology resources. 

The Company, in its discretion, may disclose the results of any such general or individual monitoring, 
including the contents and records of individual communications, to appropriate LLP personnel or law 
enforcement agencies and may use those results in appropriate Company disciplinary process. 

Employees shall have no expectation of privacy in anything they store, send or receive on the 
Company’s systems. 

LOSS OR DAMAGE 

Employees are personally responsible for returning the Company’s computing and technology 
resources in its original condition, reasonable wear and tear excepted, upon request by Company or 
upon termination from Company. Company may request reimbursement for the replacement cost of 
any computing and technology resources that have been lost, misused or damaged. 

COMPLIANCE 

Employees are expected to comply with all company policies and applicable laws (e.g., copyright, 
trademark, or harassment). Employees are to report any violations of this policy to his or her 
immediate supervisor, Human Resources or Legal Department. 

ENFORCEMENT 

Any employee found to have violated this policy may be subject to disciplinary action, up to and 
including termination of employment. 

Employees are also individually liable for any and all damages incurred as a result of violating 
Company security policy, copyright, and licensing agreements. 
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SANCTIONS: 

The breach of this policy and related regulations of the Labor Code will be sanctioned by the 
employer, once the existence of this breach is verified. LLP will apply the disciplinary actions that it 
considers suits the best for the specific case, including dismissal with cause.  

 

APPENDIX A: RECOMMENDED PRACTICES 

LLP recommends the following practices when using LLP systems: 

 

Protect Your Information 

Store important documents and data where it can be backed up and recovered if necessary. Network 
file folders and system databases are routinely backed up, and their data can be recovered. 
Employee’s personal computer hard drives are not routinely backed up and should not be used to 
store important documents and data. 

Avoid spam, computer viruses and other malicious programs 

Do not open or forward e-mails, web links and e-mail attachments from unknown sources. Many 
computer viruses take advantage of user address books and insert the user’s name as the sending 
party. If the e-mail is suspicious, call the sender first and confirm the message prior to opening. 

Do not open any files from a known source that appears to be suspicious or uncharacteristic of the 
sending party. 

Do not open any files attached to an e-mail if the subject line is questionable or unexpected. 

Delete chain e-mails and junk e-mail. Do not forward the junk e-mail to other employees. 

Do not respond to unsubscribe links in spam as this usually results in more spam. 

Exercise caution when downloading files from the Internet. 

When in doubt, always err on the side of caution and do not open, download, or execute any files or 
e-mail attachments. 

If in doubt about any e-mail received, contact the IT department for further investigation. 

Use e-mail appropriately 

Do not forward e-mail messages unless the original sender is aware that the message may be 
forwarded. Use common sense: if you wouldn’t have forwarded a copy of a paper memo with the 
same information, do not forward the e-mail. 

E-mail is for business communication, not for advertising. Sending e-mail advertising garage sales, 
candy sales, or fund-raisers, etc., is inappropriate. 

Remember, e-mail is not the same as conversation. E-mail is a written record and can be duplicated at 
will. E-mail is far more permanent than speaking to someone on the phone. 

E-mail does not convey emotion well. Communicate in person or over the telephone to resolve 
disagreements or potentially difficult conversations. 
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[Colombia:  According to Law 1581 of 2012, the employer must have a Data Protection Policy and have 
the relevant authorization for treating and transfer]. 
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Mobile Device Policy
Date Issued:  11/1/2017  Replaces: n/a

Revision:  n/a  Number: 120
 

PURPOSE 

This policy explains how to obtain and operate LLP issued mobile devices, including smart phones and tablet 

computers, and describes the responsibilities of employees to whom mobile devices are issued. 

ELIGIBILITY FOR MOBILE DEVICE 

Mobile devices are  issued to employees  to assist  in  job‐related activities. Any employee meeting  that 

need  is  eligible  to  receive  a  smart  phone  with  accompanying  voice/data  plan.  In  addition,  CEO may 

deem some employees eligible to receive a tablet with accompanying data plan. These tablet approvals 

are based on job‐related need.  

CHOOSING A DEVICE 

To maintain quality support and manage costs, LLP issues and supports specific mobile devices.  

Where applicable, LLP will pay for the device, connect it to the LLP systems, and pay for the service plan, 

provided use is consistent with this policy. The ordering form requires a home department, and all mobile 

devices, service plans and accessories will be charged to that department. 

RESPONSIBILITY FOR COSTS 

As noted above, LLP will pay the cost of procuring mobile devices, including related service plans, so long 

as device use is consistent with this policy. All purchases are subject to normal LLP A/P approval policies. 

For mobile device accessories  and applications purchased directly by a user,  the expense  approver will 

determine if the cost qualifies as a reimbursable business expense. It is recommended checking with them 

before purchasing any mobile device application  for which  reimbursement  is expected.  If  an app  is not 

included on the IT support list, it is not supported by IT. 

Roaming charges or excess data charges can run high quickly, particularly for  international travel.  It  is a 

user’s  responsibility  to understand  the details of  the  service plan, manage usage accordingly,  and avail 

themselves  of  cost  control  measures  such  as Wi‐Fi  to  manage  cellular  carrier  charges.  Unusually  high 

billings will be flagged and circulated to responsible managers. 

PERSONALIZATION AND PERSONAL USE 



 

LLP understands that employees, as a matter of convenience, may want to use their company‐issued mobile 

device for personal reasons, and/or may personalize it by adding personal content (e.g., music files, videos, 

etc.) or installing personal software applications. Such use or personalization is acceptable if: 

1. it does not result in significant increased cost to LLP (e.g. excess data or text message charges 

or recurring charges for installed personal applications).  

2. it does not violate company policy ‐ please refer to the Computing & Technology Use policy (#119) in 

the  employee  handbook  for  policies  that  apply  equally  to  mobile  devices. 

 

3. Once  issued,  the mobile  device must  be  a  reflection  of  LLP.    Profile  photo must  be  professional, 

appropriate and reflective of LLP. 
 

The  employee  is  responsible  for  backing  up,  to  their  personal  backup  device,  personal  content  or  apps 

added to a LLP‐issued mobile device. LLP takes no responsibility for personal information or apps stored on 

an issued device, including in the case of damaged or lost devices. 

THEFT, LOSS OR DAMAGE 

LLP expects employees to use care  in securing and maintaining  in good working order any  issued mobile 

device.  It  is  the  employee´s  responsibility  to  take  the  necessary  and  expected  good  care  of  the  phone 

terminal; this includes: 

‐ Avoiding physical damages to the device. 

‐ Installing only pre‐approved applications needed for LLP business purposes.  

If  a  company‐  issued  mobile  device  is  lost  or  stolen,  the  employee  must  report  the  loss  to  the  IT 

Department. Because of sensitivity of LLP information contained on or accessible using the device, the IT 

Department  will  immediately  erase  company  data  and  deactivate  the  device.  This  is  a  key  security 

measure, and prompt notification is critical. LLP will cover the cost of replacing the phone terminal only on 

the  first  incident,  if  subsequent  incidents happen within  the  length of  the  contract with  the  carrier  (24 

months) it will be the responsibility of the employee to cover the replacement cost (Replacement phone 

terminal will be purchased  from the approved service provider using  the designated model available at 

time of replacement). 

It is also the employee´s responsibility to fill out a report with the local police authorities, and such report 

must be submitted to IT on the next business day following the incident.  

If a company‐issued mobile device becomes damaged or destroyed, immediately contact the IT Department 
to discuss options to repair or replace the device. LLP will cover the repair or replacement cost if damage is 
determined to be accidental; however, if damage is determined to be due to negligence by the employee, the 
repair or replacement cost will be the responsibility of the employee.   

SECURITY 

Mobile  devices  create  security  issues  because  they  are  each  given  varying  levels  of  access  to  the  LLP 

systems but, by  their nature, are particularly  susceptible  to  theft or  loss. A mobile device  in  the wrong 

hands is an open line into the LLP network, bypassing system security.  

 



 

INTERNATIONAL DIALING: 

International calls are allowed with adherence to the following guidelines: 

‐ If  the  employee  is  at  a  LLP  subsidiary/office,  a  local  desk  phone  should  be  used  and  not  the 

company mobile phone. 

‐ International calls are allowed only for LLP Business purposes. 

‐ International calls will be monitored and subject to  inquires as needed;  if additional charges are 

billed due  to non‐LLP Business purposes  calls,  it  is  the employee´s  responsibility  to  cover  these 

additional costs.  

CONSUMPTION: 

LLP will be responsible for covering the cost and monthly bill of the company mobile phones; however, if 

monthly consumption  is over the contracted plan with the carrier,  the employee will be responsible for 

covering the cost charged by the carrier as surplus.  

EMPLOYEE TERMINATIONS OR RESIGNATIONS: 

‐ Employee:  

o Must  return  the  mobile  phone  device  at  the  time  of  leaving  the  office  to  the  direct 

manager,  including all accessories provided by LLP  (Charger, headphones, box, manuals, 

cables, adapters, etc.). 

o Must remove any and all iTunes/iCloud accounts from the phone. 

o Must remove any and all access passcodes from the phone. 

o Must remove any personal information stored in the mobile phone device, following local 

privacy laws. 

‐ Manager: 

o Must check that all of the above employee actions are followed and completed. 

o Must keep the phone in a secure location and return it to the local IT Department as soon 

as possible. 

SANCTIONS: 

The breach of this policy and related regulations of the Labor Code will be sanctioned by the employer, 

once the existence of this breach is verified. LLP will apply the following disciplinary actions:  

 In  case  of  damage  of  the  cell  phone,  due  to  negligence  from  the  employee,  the  repair  or 

replacement cost will be his/her responsibility. 

 If additional  charges are billed due  to national or  international non‐LLP Business purposes calls, 

the employee will be responsible for covering these additional consumption costs. 

 Additionally,  the  Company  reserves  its  right  to  request  the  repair  or  replacement  cost  through 

civil or criminal action.    



 

For purposes of reiteration, these offenses will be counted throughout the length of the contract with the 

carrier (24 months). 

Based on  the  seriousness  and  reiteration of  the offense,  it may be  considered a  serious offense  to  the 

employment agreement and employment relationship and may be sanctioned with dismissal with cause. 
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OVERVIEW 

LLP is justifiably proud of its employees and the manner in which they conduct themselves. LLP relies on 
individual good judgment and sense of responsibility. Employees are expected to conduct themselves in an 
appropriate / professional manner and maintain a high level of job performance. 

It is the policy of LLP to administer corrective action when an employee’s job performance is not meeting 
expectations or when the Employee Handbook, policy, procedure or a rule is violated. Employee performance 
and/or conduct that, in the opinion of LLP, interfere with or adversely affect our business are the basis for 
corrective action. “Performance” and “conduct” have broad meanings. 

1. “Performance” includes but is not limited to the extent to which an employee carries out any of the 
functions of the position and succeeds in meeting any of the business objectives or goals that LLP 
expects from that position. 

2. “Conduct” includes all aspects of an employee’s behavior and actions while performing his or her 
duties as well as any conduct outside the scope of employment that reflects or could impact 
performance, the success or reputation of LLP or adversely impact LLP or its customers or employees. 
 

LLP does not utilize a progressive discipline system. However, we do believe that all employees deserve 
feedback to allow them to improve performance. Corrective action can range from written warnings to 
dismissal with cause. LLP reserves the right to skip and/or eliminate corrective action steps, or to utilize 
different or additional forms of corrective action as appropriate to the circumstances that resulted in the 
decision to administer corrective action. 

PROCEDURE 

Certain standards of work performance and employee behavior are required of all LLP employees. When an 
employee does not meet the specific standards, corrective action is warranted. Managers are strongly 
encouraged to consult with Human Resources or any corrective actions. 

In determining the appropriate corrective action, LLP may consider, among other factors, any of the following: 

• How the performance and/or conduct affects LLP, our customers and coworkers; 
• The circumstances, nature, severity, and effect of the performance issues and/or conduct; 
• Type and frequency of previous performance issues and/or conduct; 
• The period of time elapsed since a previous performance issues and/or conduct; 
• Employment records, including annual performance evaluations and any previous corrective action(s) 
• Length of employment with LLP 
• An employee’s ability to correct the performance and/or conduct 
• Actions that LLP has taken in response to similar performance or conduct offenses by other similarly 

situated employees 
• Any other circumstances that may be relevant to the situation(s) and LLP business interests. 
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CIRCUMSTANCES JUSTIFYING CORRECTIVE ACTION 

Certain performance or conduct may result in immediate termination. Some examples include, but are not 
limited to: 

• Repeated failure to meet any of the business objectives or goals that LLP expects from a position; 
• Excessive absenteeism or tardiness; 
• Arguing or fighting with customers, coworkers or managers or any other behavior which is dangerous 

or disruptive; 
• Possession, consumption, or being under the influence of alcoholic beverages while on Company or 

customer premises or on Company business; 
• Illegal distribution, dispensation, sale, possession, or use of illegal drugs or un-prescribed controlled 

substances; 
• Threatening the physical safety of customers, coworkers or managers 
• Physically or verbally assaulting someone on or off LLP property 
• Willful neglect of safety practices, rules and policies; 
• Any unlawful conduct - Commission of a crime; 
• Intentionally damaging property belonging to the Company or its customers or employees; 
• Dishonesty of any kind including but not limited to theft of property, equipment, or funds belonging 

LLP or to others; use of time, material, or facilities for purposes unrelated to the work of LLP; removal 
or borrowing of property, equipment, or funds belonging to LLP or others without permission or 
misrepresentation for the purpose of obtaining employee benefits or privileges; 

• Unauthorized use of the Company’s or its client’s name, logo, funds, equipment, vehicles, or property; 
• Failure to comply with Company policies and rules of the Company; 
• Job abandonment; 
• Insubordinate acts or language toward a supervisor that substantially interferes with and impedes 

efficient operations or substantially interferes with and impedes the ability of a supervisor to manage 
or function; 

• Inappropriate handling or release of confidential or other information not authorized for release; 
• Any conduct or behavior which would bring embarrassment or discredit to LLP or other conduct which 

may damage the reputation of the Company. 
 
It is impossible to compile an exhaustive list of the types of performance and/or conduct that may result in 
immediate termination. Those listed above are merely examples. 

In situations where employee misconduct is an issue, the company may conduct an investigation to determine 
what occurred and the employee's role in the situation. Employees are expected to cooperate with the 
investigation. When there is reason to believe that an employee has violated company policy, action will be 
taken that is consistent with this policy and appropriate given the specific circumstances. 

Employment with LLP is at-will and is based on the mutual consent of each employee and by the Company. 
This means that either an employee or LLP can terminate the employment relationship at any time, with or 
without cause, and with or without advance notice. 

[Colombia: Colombia does not adhere to the At-Will Work Doctrine.  Therefore, grounds for termination of 
the labor agreement with just cause are provided by law.] 

ADDITIONAL RESOURCES 

• At-Will Employment Policy, #110 
• Company Investigation Policy, #112 

 



[Peru: The corrective actions and dismissals, LLP will deal with it case by case in order to ensure that the 
procedures comply with the Peruvian regulation.] 
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OVERVIEW 

As representatives of LLP, employees are expected to maintain professional standards in dress during 
normal business operations. A business-like, neat appearance is necessary to project a professional 
image and maintain good client relations. A professional image should also be maintained while 
traveling on Company business. This policy is intended to provide guidelines for appropriate business 
attire and is not intended to cover every situation. The use of common sense and good judgment on 
the part of all employees in maintaining appropriate business attire is expected. 

Managers may exercise good discretion to determine appropriateness in appearance. Any employee 
whose attire is deemed inappropriate will be asked to return home to change. Time away from work 
will be at the employee’s expense. Repeated failure to comply with this policy will result in disciplinary 
action up to and including termination. 

GUIDELINES 

Appropriate business attire includes the following; suits, blazers, sport coats, dress slacks, ties, dress 
shirts, dress and casual shoes, dresses, skirts, blouses, sweaters and cardigans. Employees should be 
sensitive to the location and context of their work and should adjust their dress accordingly. 

Friday is casual dress day. Casual clothing must be professional and jeans in good condition must be 
worn. Beach wear, workout attire, provocative attire, cutoffs, tank tops, t-shirts, sweatpants, shorts, 
thong sandals and ragged jeans faded or torn are not considered casual dress, are not appropriate for a 
professional work environment and are not allowed. When meeting with customers, shareholders, 
investors and other professionals from outside the Company, during any day of the week, employees 
are expected to dress in business attire. 

Extremes with respect to hairstyles and grooming may also project an unprofessional image and must 
be avoided. The use of perfumes/colognes in work areas where co-workers have expressed a sensitivity 
or allergy to fragrances must be avoided. 

Employees who are assigned uniforms must wear them while working. Uniforms will not be 
considered salary in kind and must be clean, neatly pressed and in good repair when reporting to 
work. If the required uniform is unavailable for any reason, employees are expected to comply with 
the general requirements for all employees, as well as any department guidelines that may be 
available for such circumstances. 

The Company reserves the right to interpret and apply this dress code with respect to employee attire 
and professional appearance. Employees who do not follow this policy may be counseled and/or 
warned by a supervisor or manager. Repeated disregard for the dress policy may result in disciplinary 
action up to and including termination of employment with cause. LLP reserves the right to continue, 

DRESS CODE / PROFESSIONAL APPEARANCE POLICY 
Date Issued: 7/1/2017 Replaces: n/a 
Revision: n/a Number: 122 
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revise, or revoke this policy at its discretion. If you have any questions or want more information, 
please contact your supervisor or Human Resources. 
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POLICY STATEMENT  

At LatAm Logistic Properties (“LLP”), we conduct our business in an honest and ethical manner. We have 
zero-tolerance for bribery  and  corruption  and  are  committed  to  acting  professionally,  fairly  and  
with  integrity  in  all  our business dealings and relationships in every country in which we operate.   

INTRODUCTION  

Every country in which LLP operates has its own anti-corruption laws. This Anti-Corruption and FCPA Policy 
(the “Policy”) requires your compliance with all applicable anti-corruption rules and regulations.  The anti-
corruption laws of many countries have global application – covering corrupt acts committed outside the 
borders of that country.   

The United States Foreign Corrupt Practices Act (the “FCPA”) is an example of an anti-corruption law that 
has global reach. It extends to acts carried out by LLP representatives anywhere in the world.  

As a group with legal and financial ties to the United States, compliance with the FCPA is of crucial 
importance to LLP and its shareholders. The FCPA applies to you and it is essential that you are familiar 
with and compliant with its terms, as explained in this Policy. 

Violation of the FCPA and/or local anti-corruption laws could result in severe sanctions against LLP and 
the individuals involved.  Individuals may be punished through fines and/or imprisonment, and individual 
liability can also extend to LLP' directors and management. In addition to these sanctions, violations of 
the FCPA or anti-corruption, local or global, laws often result in sanctions under other laws.  In certain 
cases, for example, LLP could be prohibited from entering into public tenders and government contracts 
which could have a severe impact on the business of LLP. However, in many ways the most serious harm 
that would be suffered by LLP as a result of a FCPA or anti-corruption, local or global, law violation would 
be the damage to the company’s reputation.   

This Policy and the provisions of the FCPA apply to:  

•     LLP and all of its subsidiaries and related entities, including its funds and joint ventures, anywhere in 
the world (the “LLP Group”); and  

•     All of the directors, officers, employees (whether permanent, fixed-term, temporary, part or full time), 
trainees, seconded staff, homeworkers, casual workers and agency staff, volunteers, interns, agents or 
any other person associated with the LLP Group (each a “LLP Representative”).   
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You must comply with both the letter and spirit of this Policy and all applicable anti-corruption, local or 
global, laws and regulations. Any LLP employee who is involved in a violation of this Policy will be subject 
to severe Disciplinary measures in accordance with LLP’ personnel policies, up to and including 
termination of employment with cause and eventual criminal persecution, if the company decides it is 
needed. If, based on the information in this Policy, any LLP Representative is uncertain whether a 
particular course of action might be in violation of this Policy, the FCPA or other anti-corruption, local or 
global, laws, the CEO must be consulted in advance.  Any LLP Representative who believes that LLP is 
about to violate, or has violated, the FCPA or another anti-corruption, local or global, law should inform 
the CEO or make a report to the Manager (for details, see Section 6.1 below).  

This Policy is divided into 6 sections:   

• SECTION 1 “BRIBERY” describes bribery and provides guidelines for assessing what gifts, 
hospitality or business courtesies are acceptable.  

• SECTION 2 “THE FCPA AND INTERACTION WITH PUBLIC OR GOVERNMENT OFFICIALS” makes 
clear the specific rules that apply when dealing with public officials, to ensure compliance with 
the FCPA.  

• SECTION  3 “ACCOUNTS AND RECORD-KEEPING” details the obligations under the FCPA and other 
anti-corruption, local or global, laws to keep accurate records of transactions.  

• SECTION  4 “ACQUISITIONS, JOINT VENTURES, OTHER TRANSACTIONS AND DUE DILIGENCE” sets 
out the principles that need to be observed when entering into transactions and engaging agents 
or consultants, to limit the risk of FCPA and anti-corruption, local or global, law violations.  

• SECTION   5 “POLITICAL   CONTRIBUTIONS   AND   CHARITABLE   DONATIONS” provides   a   
reminder   on   the company’s policy on political and charitable donations, as stated in the 
company’s Code of Ethics and Business Conduct.     

• SECTION 6 “OTHER MATTERS” covers other relevant matters such as how to report a suspected 
violation.  

 

SECTION 1 – BRIBERY  

1.        WHAT IS BRIBERY?  

Generally, a bribe is an inducement or reward offered, promised or provided in order to gain any improper 
commercial, contractual, regulatory or personal advantage.  A bribe also includes an inducement or 
reward offered, promised or provided for the improper performance or action by another person. 
Improper performance includes actions that are in breach of trust or the expectation to act impartially 
and in good faith.   

2.        WHAT IS NOT ACCEPTABLE?   

You must not give or receive bribes or facilitate bribery directly or indirectly through third parties. More 
particularly, it is not acceptable for you (or someone on your behalf) to, with the intent to cause or reward 
improper behavior:  
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• Offer, pay or give (or authorize or promise to offer, pay or give), “anything of value” to a third party with 
the expectation or hope that a business advantage will be received, or to reward a business advantage 
already given; or  

• Accept “anything of value” from a third party if you know or suspect that it is offered or paid with an 
expectation that a business advantage will be provided by you or by LLP in return.   

Anti-corruption laws also prohibit giving or receiving “anything of value” through intermediaries such as 
agents or other third parties. It is unlawful to make or receive “anything of value” to a third party while 
“knowing” that all or a portion of the value will be used for an improper purpose.   

The term "knowing" includes conscious disregard and deliberate ignorance of the situation.  

The term “anything of value” should be read broadly to include gifts, hospitality, business courtesies, 
favors, services, loans and loan guarantees, job offers, transportation and the payment of expenses or 
debts. “Gifts, hospitality and business courtesies” include all tangible and intangible benefits, including 
meals, drinks, entertainment, recreation, prizes, honoraria, transportation, discounts, promotional items, 
or use of a person or organization’s time, property, materials, facilities or equipment.   

Note that there are additional rules under this Policy and the FCPA relating to situations where the 
“third party” is connected in any way to government or government-related persons, employees or 
representatives, politicians, political candidates or other public or foreign officials. Please refer to 
Section 2 below.   

3.         WHAT IS ACCEPTABLE?  

In certain circumstances subject to the provisions of this Policy and provided there is no intent to cause 
or reward improper behavior, then it may be acceptable to provide or receive a gift, hospitality or business 
courtesy (as those terms are defined above).  The following guidelines are provided to assist you in 
determining whether the gift, hospitality or business courtesy is acceptable.   

Note that there are additional rules under this Policy and the FCPA relating to situations where the gift, 
hospitality or business courtesy is being provided or received from a party that is connected in   any   
way   to   government   or   government-related   persons, employees   or   representatives, politicians, 
political candidates or other public or foreign officials. Please refer to Section 2 below.   

a. Gifts, Hospitality and Business Courtesies   

The receipt or giving of gifts, hospitality or business courtesies may be permissible, if the gift, hospitality 
or business courtesy:  

• Is not made with the intention of influencing you or a third party to obtain or retain business or a 
business advantage, or to reward the provision or retention of business or a business advantage, or in 
explicit or implicit exchange for favors or benefits;   
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• Is not made with the creation or suggestion of an obligation on the part of the recipient;  

• is reasonable in the circumstances and not excessive, extravagant or lavish;   

• Complies with local law, applicable business policies, and the customs of the country;   

• Is given in the company’s name, not in your name;   

• Does not include cash or a cash equivalent (such as gift certificates or vouchers);   

• Is of an appropriate type and value and given at an appropriate time;   

• Is given openly, not secretly;   

• Is given in a manner that avoids any appearance of impropriety;   

• Is not a part of a pattern of nominal gifts that, in aggregate, takes on the appearance of a bribe; and   

• Is fairly and accurately accounted for in the company’s books and records, as applicable, in accordance 
with the principles set out in Section 3 below.  

b. Travel, Meals and Lodging  

In addition to the above, the following provisions apply to hospitality or business courtesies that involve 
expenses for the travel, meals and lodging of a third party directly related to the promotion of our 
products or the performance of a contract.  Such travel, meals and lodging may be permissible, if they 
comply with all of the following requirements:  

• Payments to cover expenses should, whenever possible, be paid directly to vendors (e.g., hotels, airlines 
and car rental companies).  If direct payment is not possible, reimbursement should be made only upon 
presentation of receipts for the expenses submitted. Whenever possible reimbursement should be made 
to the third party’s business or official's government rather than to the individual, if applicable.  

• Travel, meal and lodging expenses should be carefully structured in advance to ensure compliance with 
this Policy (including the requirements set forth above for gifts, hospitality and business courtesies), the 
FCPA and anti-corruption, local or global, laws.  

• Travel, meal and lodging expenses should be incurred as permitted under local law and made in 
conformance with any local accounting and reporting requirements.  

• Lodging expenses paid for by the company should include only accommodation costs actually incurred.  
Such accommodations should be in business class hotels and only for the period of travel to and from the 
meeting or visit to a company facility.   

•  Travel, meal and lodging expenses should not be linked to such activities as paid trips to tourist 
attractions or to visit family members.  
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• The company cannot pay for travel expenses for family members of foreign officials.  

• The company cannot cover both travel expenses and advance per diem expenses (i.e., if the company 
pays for the meals of a public or foreign official, it cannot, in addition, provide a per diem for incidentals).  

• The company’s travel policies for employees must be observed when airfare expenses for third parties 
are paid for by the company.   

SECTION 2 – THE FCPA AND INTERACTION WITH PUBLIC OR GOVERNMENT OFFICIALS  

The FCPA has both anti-bribery provisions and accounting provisions. The accounting provisions of the 
FCPA are reflected in Section 3 below.   

The anti-bribery provisions of the FCPA prohibit corrupt activities that have four components:   

1.    The offering, payment or giving (or authorization or promise to offer, pay or give) of “anything of 
value,” (The phrase “anything of value” has the same definition as given to it in Section 1) 

2.    To a foreign government official, foreign political party or party official, foreign political candidate, or 
official of a public international organization (like the European Union or the World Bank),     

3.    For purposes of: (I) influencing any act or decision of such recipient in an official capacity; (ii) inducing 
the recipient to do something or omit to do something in violation of the recipient’s lawful duty; (iii) 
securing any improper advantage; or (iv) inducing such recipient to use his or her influence to affect an 
official act or decision,   

4.    All in order to obtain, retain, or direct business for or to any person.  

Also, the FCPA prohibits corrupt payments through intermediaries such as agents or other third parties. 
It is unlawful to make such a payment to a third party while “knowing” that all or a portion of the payment 
will go directly or indirectly to a foreign official.    In addition, the FCPA does not contain monetary 
thresholds, so even the smallest of corrupt payments are prohibited.    

The term "knowing" includes conscious disregard and deliberate ignorance of the situation.  

 A “foreign official” means any officer or employee of a foreign government or any department, agency, 
or instrumentality thereof (which includes a government-owned or government-controlled state 
enterprise) or of a “public international organization”, any person acting in an official  capacity  for  or  on  
behalf  of  a  foreign  government  or  government  entity  or  of  a  public international  organization,  any  
foreign  political  party  or  party  official,  or  any  candidate  for  foreign political office. Therefore, foreign 
officials include not only elected officials, but also consultants who hold government positions, employees 
of companies owned by foreign governments, political party officials and others. LLP’ CEO should be 
contacted if there is a question as to whether a person or organization should be treated as a foreign 
government official, foreign political party or party official, foreign political candidate, or official of a public 
international organization for the purpose of this Policy.  
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The anti-bribery provisions of the FCPA also include certain “affirmative defenses”.    Affirmative defenses 
may be raised to defend an entity against a prosecution or enforcement action for a violation of law, but 
the entity has the often difficult burden of proving that the affirmative defense applies to the situation.  
Under the FCPA, for example, a person may defend against a prosecution for violating the anti-bribery 
provisions of the FCPA on the grounds that the offering or giving of something of value was a reasonable, 
bona fide and good-faith expenditure. Such reasonable, bona fide and good faith expenditures could 
include travel or lodging expenses incurred by or on behalf of the recipient and that are directly related 
to the promotion, demonstration, or explanation of products or services or to the execution or 
performance of a foreign government contract.  (See Section 1 above for more guidance concerning 
promotional expenses and gifts).  

The   provisions   of   the   FCPA   therefore   require   particular   vigilance   in   circumstances   where 
“anything of value” is being offered to a public official or body. In such situations, under the terms of this 
Policy, the following rules apply in addition to the rules set forth above:   

Rule 1  

You should obtain the prior approval from the CEO before:  

•     Offering or giving of any gifts, hospitalities or business courtesies to (or making any entertainment 
expenditures with respect to) government or government-related entities, persons, employees, 
representatives, politicians, political parties, political candidates or other public or foreign officials; or   

•     Making any travel, meal or lodging arrangements for government or government-related entities, 
persons, employees, representatives, politicians, political   parties, political candidates or other public or 
foreign officials; or  

•     Offering or making any donation by the company to or on behalf of a government or government-
related entity, person, employee, representative, politician, political party, political candidate or other 
public or foreign official;   

Except for such gifts, hospitalities, business courtesies, entertainment expenditures, donations and travel, 
meal or lodging arrangements that are infrequent, insignificant in value and nature and are in full 
compliance with the provisions of this Policy.   

SECTION 3 – ACCOUNTS AND RECORD-KEEPING   

The   accounting   provisions   of   the   FCPA   and   other   anti-corruption, local or global, laws   include   
requirements concerning record-keeping and internal controls (the policies and procedures by which a 
company authorizes the commitment of company resources).  With respect to record-keeping, the FCPA 
and other anti-corruption laws require that a company’s books and records must accurately and fairly 
reflect transactions and the disposition of assets. Even if the giving or receiving “anything of value” is 
permissible under the FCPA or this Policy, the FCPA and other anti-corruption, local or global, laws will be 
violated if the transaction is not properly recorded. With respect to internal controls, the FCPA and other 
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anti-corruption, local or global,  laws  require  that  a  company  maintain  a  system  of  internal  controls  
sufficient  to  provide reasonable   assurances   that:   (I)   transactions   are   executed   in   accordance   
with   management authorizations;  (ii)  transactions  are  recorded  so  as  to  permit  the  preparation  of  
accurate  financial statements;  (iii)  assets  are  accessible  only  in  accordance  with  management  
authorizations;  and  (iv) the recorded accountability for assets is compared with the existing assets at 
reasonable intervals and appropriate action is taken concerning any differences. Any LLP Representative 
who believes that a LLP business is not being operated in a way that fairly and accurately reflects the 
business or in a way that allows transactions to be undertaken or assets to be committed without 
appropriate authorization should contact the legal department.  

We must therefore keep financial records and have appropriate internal controls in place which will 
evidence the legitimate business reason for making payments to third parties. You must declare and keep 
a written record of all hospitality, business courtesies or gifts accepted or offered according to the 
requirements of your region’s internal controls and processes, which will be communicated to you by a 
representative of the legal department for your region or by your local accounting or internal auditor 
representatives, as applicable. You must ensure all claims relating to hospitality, gifts or expenses by third 
parties are submitted in accordance with our expenses policy and procedures.  

All accounts, invoices, and accounting records relating to dealings with third parties, such as clients, 
suppliers and business contacts, should be prepared and maintained with strict accuracy and 
completeness.  No accounts should be kept “off-book” to facilitate or conceal improper payments to third 
parties.   

SECTION 4 – ACQUISITIONS, JOINT VENTURES, OTHER TRANSACTIONS AND DUE DILIGENCE  

1.        ACQUISITIONS, JOINT VENTURES AND TRANSACTIONS  

FCPA and anti-corruption law compliance is crucial in the context of business acquisitions, joint ventures 
and other transactions.  Whenever LLP is acquiring an interest in another business enterprise, is 
considering entering into a joint venture with another business enterprise or is entering into any other 
type of transaction, an appropriate level of due diligence should be done to assess the FCPA and 
corruption risk of the transaction. The following steps may be considered, as appropriate, in such diligence 
efforts:   

•     Assess whether the other business involves transactions with high-risk features (See “Potential Red-
flag Scenarios” in Exhibit A. If a potential transaction has one or more of the “red flag” features, the LLP 
Representative involved with the transaction should confer with the legal department to determine steps 
that should be taken to ensure FCPA and anti-corruption rule compliance),   

•     Inquire whether the other business has been the subject of violations, prosecutions, investigations, 
or inquiries regarding anti-corruption rules and regulations,  

•     Inquire about comparable circumstances under the counterpart anti-corruption laws in the country 
or countries in which the other business operates,  
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•     Inquire about the findings of any external and internal audits of the other business’s compliance with 
anti-corruption rules and regulations,  

•     Obtain documentation of the other business’s compliance with anti-corruption rules and regulations, 
including policies, procedures, manuals, and other compliance materials,  

•     Consider disclosure to the appropriate enforcement agency if violations are discovered, and  

•     Plan the integration of our compliance programs with the compliance programs of the other business.  

The foregoing due diligence is essential to protect LLP from possible liability arising from violations that 
occurred before the acquisition, joint venture or other transaction that is under consideration.   

2.        AGENTS, CONSULTANTS AND OTHER INTERMEDIARIES  

The FCPA, other anti-corruption, local or global, laws and this Policy prohibit corrupt payments through 
intermediaries. Intermediaries may include joint venture partners, agents or consultants. To avoid being 
held liable for corrupt third party payments, LLP Representatives must exercise due diligence and take all 
necessary precautions to ensure that they have formed a business relationship with reputable and 
qualified partners and representatives. In addition to the due diligence steps set forth above, such due 
diligence may also include investigating potential representatives and joint venture partners to 
determine: (a) if they are in fact qualified for the position; (b) whether they have personal or professional 
ties to the government;  (c)  the  number  and  reputation  of  their  clientele;  and  (d)  their  reputation  
with  the  U.S. Embassy or Costa Rican Embassy or Consulate and with local bankers, clients, and other 
business associates.   

Our zero-tolerance approach to bribery and corruption must be communicated to all suppliers, 
contractors and business partners at the outset of our business relationship with them and as appropriate 
thereafter.  

Agreements with agents and joint venture partners should be in writing, should clearly define the rights 
and obligations of the agent or joint venture partner, and should contain representations and covenants 
concerning FCPA and anti-bribery rule compliance, as appropriate. Please contact the legal department if 
you require any assistance in this regard.   

SECTION 5 – POLITICAL CONTRIBUTIONS AND CHARITABLE DONATIONS  

Political contributions by the company are generally not permissible (with certain limited exceptions 
prescribed by our Code of Ethics and Business Conduct).  All proposed political contributions by the 
company must be reviewed and approved in advance by our Ethics Committee. The company can make 
charitable donations but only where the donation is legal and ethical under applicable laws and practices 
and permissible under our Code of Ethics and Business Conduct. No donation may be offered or made by 
the company to or on behalf of a government or government-related entity, person, employee, 
representative, politician, political party, political candidate or other public or foreign official without the 
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prior approval of the legal department (other than donations that are infrequent, insignificant in value 
and nature and in compliance with this Policy).  

SECTION 6 – OTHER MATTERS  

1.        HOW TO RAISE A CONCERN  

You are encouraged to raise concerns about any issue or suspicion of corruption at the earliest possible 
stage. If you are unsure whether a particular act constitutes bribery or corruption, or if you have any other 
queries, you should raise these concerns with your manager or the CEO.   

2.        NO RETALIATION  

We are committed to ensuring no one suffers any detrimental treatment as a result of refusing to take 
part in bribery or corruption, or reporting in good faith their suspicion that an actual or potential bribery 
or other corruption offense has taken place, or may take place in the future.  Detrimental treatment 
includes dismissal, disciplinary action, threats or other unfavorable treatment connected with raising a 
concern. If you believe that you have suffered any such treatment, you should inform the legal 
department or report it through any applicable local human resources grievance procedure.  

3.        TRAINING   

All LLP employees will receive regular, relevant training on how to implement and adhere to this Policy.  

4.        MONITORING AND REVIEW  

LLP will regularly review the suitability, adequacy and effectiveness of this Policy, including an annual 
review by the Board Governance and Nomination Committee of our Board of Directors. Our internal audit 
team will test and monitor the effectiveness and review the implementation of and compliance with this 
Policy. Internal control systems and procedures will be subject to regular audits to provide assurance that 
they are effective in countering bribery and corruption.  

All LLP Representatives are responsible for the compliance with this Policy and should disclose any 
suspected danger or wrongdoing.  

LLP Representatives are invited to comment on this Policy and suggest ways in which it might be improved. 
Comments, suggestions and queries should be addressed to the legal department.  

5.        WHO IS RESPONSIBLE FOR THE POLICY?  

The Board of Directors and the management Executive Committee have the overall responsibility for 
supporting this Policy and its enforcement.   

Our legal advisors assist with the interpretation of this Policy and applicability of anti-corruption laws and 
regulations.   
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Management at all levels are responsible for ensuring those reporting to them are made aware of and 
understand this Policy and are given adequate and regular training on it.  

You have the following responsibilities:   

•     You must read, understand, implement and comply with this Policy.  

•     The prevention, detection and reporting of bribery and other forms of corruption are the responsibility 
of all LLP Representatives.  You are required to avoid any activity that might lead to, or suggest, a breach 
of this Policy or the spirit of this Policy.  

•     You    must    conduct    effective    due    diligence    with    respect    to    agents, advisers, representatives, 
and intermediaries before engaging their services on behalf of the company.  

•     You must conduct effective due diligence with respect to business acquisitions and joint ventures 
before making commitments on behalf of the company.  

•     You must include the anti-corruption compliance provisions and protections in contracts, as 
appropriate.  

•     You must ensure that transactions are executed in accordance with proper company authorizations.   

•    You must ensure that any commitments of company resources are made in accordance with the 
processes established by the company.   

•     You must attend periodic training sessions on anti-corruption policy and legislation compliance.  

•     You must certify compliance with the anti-corruption legislation when such certification is requested 
by the company.  

•     You must cooperate with anti-corruption legislation compliance audits by internal and external 
auditors.  

•     You must cooperate with periodic assessments of anti-corruption legislation compliance risks by the 
company.  

•     You must report all transactions (including gifts given and received) as required by our internal controls 
and processes.   

•     Any inquiries about compliance with anti-corruption rules and regulations from government agencies 
or third parties must be referred to the legal department.   

•     You must notify CEO as soon as possible if you believe or suspect that a conflict with this Policy has 
occurred, or may occur in the future.   

6.        NATURE OF THIS POLICY  
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This Policy does not form a part of any employee's contract of employment, and it may be amended at 
any time.  

7.        FINAL COMMENTS  

Compliance with the FCPA, anti-corruption, local or global, laws and this Policy is a collective responsibility 
of all LLP Representatives, as well as the individual responsibility of each of us. Our compliance with law 
and our reputation for integrity depend on the full support of all LLP Representatives.  

The CEO and/or outside legal counsel is available to assist in interpreting this Policy, the FCPA or other 
anti-corruption, local or global, laws.   

If based on the information in this Policy, any LLP Representative is uncertain whether a particular 
course of action might be in violation of this Policy, the FCPA or other anti-corruption, local or global, 
laws, the CEO and/or Legal Advisors must be consulted in advance.  Any LLP Representative who 
believes that LLP is about to violate, or has violated, the FCPA or other anti-corruption, local or global, 
laws should inform the CEO.  

 

EXHIBIT A 

POTENTIAL “RED FLAG” SCENARIOS  

 The following is a list of possible red flags that may arise and which may raise concerns under various 
anti-bribery and anti-corruption laws.  The list is not intended to be exhaustive and is for illustrative 
purposes only.  

If you encounter any of these red flags, you must report them promptly to your manager, the CEO or 
outside legal counsel:  

• You become aware that a third party engages in, or has been accused of engaging in, improper business 
practices;  

•  You learn that a third party has a reputation for paying bribes, or requiring that bribes are paid to them, 
or has a reputation for having a “special relationship” with foreign government officials;  

•  You   notice   that   a   transaction   has   unusual   payment   patterns   or   financial arrangements;   

•  A third party insists on receiving a commission or fee payment before committing to enter into a 
contract with us, or perform a government function or process for us;  

•  A third party requests payment in cash and/or refuses to sign a formal commission or fee agreement or 
to provide an invoice or receipt for a payment made;  
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•  A third party requests that payment is made to a country or geographic location different from where 
the third party resides or conducts business;  

•  A third party requests an unexpected additional fee or commission;  

•  A third party demands lavish entertainment or gifts before commencing or continuing contractual 
negotiations or provision of services;  

•  A third party requests that a payment is made to "overlook" potential legal violations;  

•  A third party requests that you provide employment or some other advantage to a friend or relative;  

• You receive an invoice from a third party that appears to be non-standard or customized;  

• A third party insists on the use of side letters or refuses to put agreed terms in writing;  

• You notice that we have been invoiced for a commission or fee payment that appears disproportionate 
given the service stated to have been provided;  

• A third party requests or requires the use of an agent, intermediary, consultant, distributor or supplier 
that is not typically used by or known to us;  

• You are offered an unusually generous gift or offered lavish hospitality by a third party;   

• A payment or service offered personally to an employee, broker or agent involved in the transaction;   

• Foreign    agents    or    intermediaries (including    consultants, service    providers, representatives, 
contractors, and architects) seek payments that are not made in good faith or to influence someone’s 
conduct;   

• A transaction involves compensation to a party for his or her government contacts, or compensation to 
a party who is related to or is a known associate of a foreign official or political figure;   

• A third party avoids queries about a party’s reputation, qualifications, and political or governmental 
roles or affiliations;   

• Contractual payments are requested to be made to a party in cash or to persons or banks located outside 
the country in which the services are being performed;   

• A foreign agent or intermediary is engaged without a written contract;   

• Payments are requested or offered that are not related to the actual transaction nor set out in the 
relevant contract;  

• There is a history of corruption in the country concerned;   

• There is a lack of transparency in expenses and accounting records with a third party or a transaction;   
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• There is an apparent lack of qualifications or resources on the part of the joint venture partner or 
representative to perform the services offered;   

• A joint venture partner or representative has been recommended by an official of the government or a 
potential customer; or  

• A third party offers or promises performance of services or functions that would not normally or properly 
be available.  
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OVERVIEW 

LLP is committed to complying with all laws and to providing a workplace conducive to open 
discussions of its policies and practices. LLP encourages its employees to make good faith inquiries 
regarding conduct that they think may be illegal, unethical or disclose work-related misconduct. 
Retaliation as a response to such inquiries or disclosure constitutes a serious violation of LLP and will 
not be tolerated. Some examples of conduct which may violate this policy include, but are not limited 
to the following: 

• Termination, demotion, disadvantageous transfers or assignments, refusal to promote, threats, 
reprimands, negative evaluations; 

• Co-worker hostility or retaliatory harassment, including intimidation, gossip, rumors, insults, or 
otherwise offensive conduct that would subject a person to public ridicule or humiliation; 

• Any action or combination of actions that are reasonably likely to materially and adversely 
affect an employee’s job performance or opportunity for advancement. 
 

Reporting Misconduct 

In order to allow LLP an opportunity to review allegations of wrongful conduct and take corrective 
action as appropriate, an employee should report any information that he or she reasonable believes 
may constitute a violation of any law or LLP policies. Reports of misconduct may be made to the 
employee’s manager, any member of management, Human Resources or 3rd Party Legal Consultants in 
each country.  All allegations will be investigated to the extent reasonably feasible. 

Employees who file reports, complaints or provide evidence which they know to be false or without 
reasonable belief in the truth and accuracy of such information may be subject to disciplinary action. 

No Retaliation 

No employee shall retaliate against another employee(s) in whole or in part because he or she has 
disclosed alleged wrongful conduct, providing information, causing information to be provided, filing, 
causing to be filed, testifying, participating in a proceeding filed or about to be filed, or otherwise 
assisting in an investigation or proceeding regarding any conduct that the employee reasonably 
believes involves a violation of any law or LLP policies. 

An employee with a concern regarding retaliatory conduct should promptly report any claims of retaliation 
to his or her supervisor or though the appropriate management chain of command. If the supervisor or 
management in the chain of command is unavailable or the employee believes it would be

NO RETALIATION POLICY 
Date Issued: 7/1/2017 Replaces: n/a 
Revision: n/a Number: 124 
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inappropriate to contact them, the employee should immediately contact the Human Resources or 3rd Party 
Legal Consultants.  Allegations of retaliation will be promptly investigated and if supported, will result in 
disciplinary action, up to and including termination of employment of the individual responsible for the 
retaliation. It is the responsibility of management to make sure that retaliation of any kind is not tolerated. 

[Peru: The dismissal motivated for reasons of retaliation is considered null and void.] 

[Colombia: labor harassment complaints must be confidentially known by the Labor Coexistence Committee.  
This Committee must undertake the relevant proceeding according to law. ] 
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LLP provides all employees with rest and meal breaks as required by applicable law to ensure that employees 
remain at their best throughout the work day. Unless specific country law requires different rest and meal 
breaks as indicated below, the following policy shall apply: 

COUNTRY-SPECIFIC REQUIREMENTS: 

Colombia 
 
According to Article 167 of Colombian Labor Code the hours of work during the schedule must be distributed 
at least in two sections, with a break that rationally adapts to the nature of the work.  The time of the break is 
not counted as part of the employee’s schedule.  

According to Article 173 of Colombian Labor Code the employer must pay one day of mandatory rest with one 
day of salary.  Mandatory rest corresponds to one day to which employee is entitled after working the 6 days 
of the ordinary schedule. 

The working mother is entitled to one hour of breastfeeding per day until her child is 6 months old. The leave 
could be split in two equal times and will be granted within its working day, in no case will be discounted. In 
practice, employers allow to the working mothers to leave work one hour earlier, arrive one hour later or to 
take one more hour for break meal. 

Costa Rica 

Labor Code sets forth that all employees must enjoy half hour of rest during the work day (article 137), which 
is considered effective work time. This time is usually spent taking a meal break. It also says that both parties 
can agree the hours of rest and meal breaks (article 136). In Costa Rica, the most common practice is for 
employers to grant one hour of meal/rest break, in which if the employee has the possibility to completely 
disconnect from his/her work, it may not be considered effective work time.  

Also, exempt employees will have the right to enjoy one hour and a half of rest break, in which they have the 
possibility to get their meal break. 

The work day can be continuous or discontinuous. The first one is when the daily rest/meal break is considered 
as part of the effective work time of the employee. This means that this time is paid to the employee; the 
second one is when the daily rest/meal break is not considered as part of the effective work time of the 
employee. This time is not paid to the employee. If it is continuous, it is considered that the employee remains 
under the orders of the employer. 

To conclude, please bear in mind that The Labor Code regulates special rest breaks for lactating women. This 
break consists of fifteen minutes every three hours or thirty minutes twice a day to breastfeed the child. In 
practice, employers allow breastfeeding employees to leave work one hour earlier or arrive one hour later. 
The Code also sets forth that the employer will try to ensure rest to these women within the possibilities of 
her tasks. This special rest breaks will count as effective time of work. Regarding health breaks, these will 
depend on the doctor’s recommendations of rest based on the employee’s illness or pain. 

REST & MEAL BREAKS POLICY 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 125 



Peru 

According to the Act that regulates the Working Time, Working Schedule and Overtime (Law No. 27671), in 
case of straight time work, the employees are entitled of take their meal in respect of what the Company states 
in the corresponding workplace. In any case, the time dedicated for meal break mustn´t be less than 45 
minutes. The meal break is not part of the working time, unless otherwise agreed by collective bargaining pact.    

It is possible that the Company sets a split work day schedule. In that case, the meal break is not part of the 
working time but it is mandatory to guarantee such meal break when it coincides with breakfast, lunch or 
dinner time. 

 
The working mother, at the end of the postnatal period, is entitled to one hour per day of breastfeeding leave 
until her child is one year old. In case of multiple births, the breastfeeding leave will increase one hour more 
per day. The leave could be split in two equal times and will be granted within its working day, in no case will 
be discounted. In practice, employers allow to the working mothers to leave work one hour earlier, arrive one 
hour later or to take one more hour for break meal. 
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OVERVIEW 

Prospective employers, financial institutions, and residential property managers routinely contact the 
Company requesting information on a former or current employee’s work history and salary. It is the 
policy of LLP to protect the privacy of each former or current employee. Verification of specific 
employment information will be released provided the following conditions are met and procedures 
followed. 

POLICY 

All employment verification inquiries from current or former employees, prospective employers of current or 
former employees, governmental agencies, or other organizations such as financial or lending institution, 
should be directed to the Human Resources Department for an official company response. Under no 
circumstances is any other employee authorized to provide a written or official employment verification 
response for the Company. 

All requests for employment verification must contain the employee’s or former employee’s signature 
authorizing the release of information. 

When the permission signature is present the Company will generally release the following information 
about current and former employees: 

• Whether the individual is currently employed at LLP; 
• The employee’s current or last job title; 
• The dates of employment at LLP 
 

Depending on the circumstances of the request, and input from the past or current employee, the 
Company may release salary and job title history. 

Subpoenas and Government Requests for Information 

LLP will provide Federal, State, and local government agencies any employee information required by law. 
Please forward any valid subpoenas, court summons and court orders to the HR Department upon receipt. 
HR will respond in a timely manner to all subpoenas for employee records. Before responding, HR will 
confirm with counsel that the subpoena is proper. Furthermore, the HR Department will notify the individual 
employee of the existence of the subpoena in order to provide the individual with an opportunity to retain 
counsel and oppose it. The Company will not provide any legal advice to an employee in this regard. 
[Colombia: The employer must have a Data Protection Policy and must obtain the employee’s authorization 
in order to treat and/or transfer employee’s personal or sensitive data.] 
 
  

VERIFICATION OF EMPLOYMENT POLICY 
Date Issued: 11/1/2017 Replaces: n/a 
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OVERVIEW 

LLP employs only those individuals who meet all legal requirements and are authorized to work in the LLP 
Country where the job is located. To comply with the law, LLP must verify the identity and employment 
authorization of each person hired, and refrain from discriminating against individuals on the basis of 
national origin or citizenship. 

POLICY 

All foreign candidates are required to submit documentary proof of their identity and employment 
authorization prior to being offered with employment. No employment offer will be made without these 
documents.  

Individuals to whom an offer has been made will be required to complete, and sign under oath, form that 
requires employees attest that they are authorized to work in the job for which they have been hired and 
that the documents submitted to establish this right are genuine. 

Employees authorized to work in an LLP Country for a limited period of time must maintain their legal status 
and will be required to update their forms with appropriate documentation before the expiration of the 
authorized employment period. Regardless of one’s visa status, LLP is an AA/EEO employer and does not 
discriminate upon the basis of national origin or citizenship. 

 

IMMIGRATION COMPLIANCE POLICY 
Date Issued: 11/1/2017 Replaces: n/a 
Revision: n/a Number: 127 
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OVERVIEW 

Employee personnel records are maintained in our Human Resources Department. Employees may request 
access to their basic personnel file. The right to inspect personnel files and records does not apply to records 
relating to the investigation of a possible criminal offense, letters of reference, or ratings, reports, or records 
that were obtained prior to the employee’s employment. 

POLICY 

Employee files are maintained by the Human Resources Department and are considered confidential. 

All requests for access to your personnel file must be provided in writing to the Human Resources 
Department. Upon receipt of your written request, HR will schedule an appointment for you to view your file 
during normal office hours and in the presence of a person designated by HR. For purposes of this policy, 
your personnel file includes records used for hiring, promotion and disciplinary decisions. Employees are not 
permitted to remove any documents from the personnel file. In the event that an alleged error is found in the 
personnel file, the employee may file a counter-statement. Written response will be attached to the original 
document in the personnel file. 

Employees may request copies of documents in their personnel file. Requests for copies must also be made 
in writing to HR. Personnel file access by current employees and former employees upon receipt of such 
request will generally be permitted within 10 business days of the request. Personnel files may not be taken 
outside the HR Department. 

It is a violation of this policy to release information from employee personnel records, including but not 
limited to, information pertaining to medical/health, salary, etc. or to disseminate such information to 
individuals who have no legitimate business need to know. 

ACCESS BY OTHER EMPLOYEES AND SUPERVISORS 

Personnel records may be accessed by employees and supervisors only in the course of performing their 
regular job functions and on a strict need to know basis. 

UPDATING PERSONNEL RECORDS 

Department supervisors are responsible for notifying the External Legal Consultant of changes in job duties, 
work schedule, or other position-related information for their team members. Employees are responsible for 
updating changes to their personal information, contact information, to the Human Resources Department. 

 

ACCESS TO PERSONNEL FILE POLICY 
Date Issued: 11/1/2017 Replaces: n/a 
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ADDITIONAL RESOURCES 

• Verification of Employment Policy, #126 
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OVERVIEW 

A safe and secure workplace is essential to carrying out the mission of LLP. The Company and its 
employees are committed to working together to create and maintain a workplace that is free from 
forms of harassing and threatening behaviors. LLP does not tolerate behavior, whether direct or 
through the use of LLP facilities, property or resources that: 

• Is violent; 
• Threatens violence; 
• Harasses or intimidates others; 
• Interferes with an individual’s legal rights of movement or expression; or 
• Disrupts the workplace or the Company’s operations. 
 

Communication is critical when workplace security is at risk. All employees must notify management, 
HR or External Legal Consultants of any potentially dangerous behavior or threats. These behaviors 
may be received, witnessed or heard through a third party and they may take place within our 
workplace or outside of work. 

POLICY AND PROCEDURES 

LLP is committed to providing a workplace that is free from intimidation, threats of violence and acts 
of violence. 

*Intimidation: an intentional act toward another person, causing the other person to 
reasonably fear for his/her safety or the safety of others. 

*Threat of Violence: an intentional act that threatens bodily harm to another person or 
damage to the property of another. 

*Act of Violence: an intentional act that causes bodily harm, however slight, to another person 
or damage to the property of another. 

The Company prohibits acts of intimidation as well as actual or threatened violence against co-workers, 
visitors, or any other persons who have contact with LLP employees in the course of their duties. The 
following types of behaviors, while not all inclusive, provides examples of conduct that is prohibited: 

• Unwelcome name-calling, obscene language, and other abusive behavior ; 
• Intimidation through direct or veiled verbal threats; 
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• Throwing objects in the workplace regardless of the size or type of object being thrown, or 
whether a person is the target of the thrown object; 

• Intentionally damaging employer property or property of another employee; 
• Intimidating or attempting to coerce an employee to do wrongful acts, as defined by 

applicable law, administrative rule, or policy that would affect the business interests of LLP; 
• Committing acts of violence motivated by, or related to, race, age, color, national origin, 

religion, sexual orientation, sex, disability, marital status, sexual harassment or domestic 
violence; 

• Physically touching another person in an intimidating, malicious, or harassing manner, 
including such acts as hitting, slapping, poking, kicking, pinching, grabbing, and pushing; 

• Physically intimidating others including such acts as obscene gestures, shouting, and fist 
shaking; 

• Stalking – Harassing or pestering an individual in person, in writing, by telephone or by 
electronic format. Following an individual, spying on them, alarming the recipient, or 
causing them distress and may involve physical violence or the fear of physical violence; 

• Bullying – Unwanted offensive and malicious behavior that undermines an individual or 
group through persistently negative attacks. The behavior generally includes an element 
of vindictiveness, and is intended to undermine, patronize, humiliate, intimidate or 
demean the recipient. 

 
EMPLOYEE RESPONSIBILITIES 

All employees are required to adhere to this policy. It is the responsibility of every LLP employee to 
assist and cooperate in making the workplace as safe and secure as possible. 

• Any conduct or “jokes” which involve intimidation and/or threats are inappropriate and will 
be taken seriously. 

• Even without any actual threat, employees should report any behavior they have witnessed 
which they regard as threatening or violent, when the behavior is related or might be carried 
out at work. Employees are responsible for making this report, regardless of the relationship 
between the individual who initiated the threat or threatening behavior. 

• Any potentially dangerous situations must be reported immediately to a member of 
management, HR or External Legal Consultant. 

• Employees shall report any perceived violation of the Violence in the Workplace Policy to a 
member of management who is not a party to the violation, HR or External Legal Consultant. 
No employee shall be subjected to criticism, reprisal, retaliation or disciplinary action for good 
faith reporting pursuant to this policy. 

• Employees who are the subject of, or witnesses to, a possible violation of this policy may be 
requested by management to document their experience or observations in order to facilitate 
the handling of the situation. 

• Employees shall report Restraining Orders to HR or External Legal Consultant and to their 
managers when those Orders affect the workplace. 
 

MANAGEMENT RESPONSIBILITIES 

All management employees are required to adhere to this policy. 

Managers have a crucial role in making LLP a safe and secure working environment by reducing the 
potential for employee workplace violence through training, appropriate and consistent use of sound 
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management practices and by applying timely corrective action when necessary. Adherence to LLP 
policies, workplace rules and regulations, documentation of employee performance problems, and 
appropriate training in identifying early warning signs, appropriate workplace conduct, and/or conflict 
resolution will greatly assist in the prevention of potential workplace violence. 

Managers are encouraged to consult with HR or External Legal Consultant; consultation with these 
resources will greatly assist management in identifying intervention strategies that may minimize or 
avert potentially violent situations. Such intervention(s) may include, but not limited to: 

• Supervisory action to address performance problems and inappropriate conduct 
• Corrective written action or dismissal with cause 
• Reasonable accommodations 
• Professional employee counseling through the Employee Assistance Program (EAP) and other 

available referral services. 
 
REPORTING RESPONSIBILITIES & PROCEDURES 

Security and safety in the workplace require the cooperation of every employee. Any LLP employee who 
is the subject of, or a witness to, a suspected violation of this policy shall report the violation to a 
member of management who is not a party to the violation, HR or External Legal Consultant. 

In all situations, if violence appears to be imminent or in process, employees should take precautions 
necessary to assure their own safety and the safety of others. Employees who confront or encounter an 
armed or dangerous person should not attempt to challenge or disarm the individual. Employees should 
attempt to remain calm. If a manager, law enforcement or security officer can be safely notified of the 
need for assistance without endangering the safety of the employee or others, such notice should be 
given. Otherwise, cooperate and follow the instructions given by the individual. If possible, employees 
should immediately notify proper law enforcement authorities and/or security if they believe that there 
is a serious threat to their safety or the safety of others. 

Examples of Immediate Threats may include: 

• Fighting 
• Destruction of property 
• Direct or veiled threats to kill/harm self or others 
• Person displays a gun, knife, or other instrument that could cause harm 
• Person makes a statement that they will go get a weapon 
• Person is out of control by yelling, screaming, flailing arms, or throwing dangerous objects. 
 

If immediate help is not necessary, behaviors or situations of concern that may escalate and become 
dangerous should be reported to HR. Provide HR with details about behaviors, statements, or actions 
that have raised concern. Examples of potential threats may include: 

• Preoccupation with violence or weapons 
• Confrontational, angry, unpredictable, or agitated behavior 
• Frequent changes in personality, mood or behavior 
• History of violent, reckless, or antisocial behavior
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• Blames others; accusations of being persecuted by others 
• Great emotional stress about failing to achieve 
• Marked decline in personal grooming 
• Marked decline in work performance 
• Frequent or increased use of work time for personal activities 
• Absenteeism 
• Increased stress in personal life 
• Substance abuse 

 
Should a violence incident go unreported and is later discovered to have occurred, employees remain 
obliged to report the incident to HR or External Legal Consultant. 

HR will coordinate with appropriate parties to investigate the report. Depending on the nature of the 
incident, the Company may require management in the department (s) in which the incident occurred to 
perform a more detailed investigation.  

Any LLP employee found to be in violation of any provisions of this policy shall be subject to disciplinary 
action up to and including dismissal and, if appropriate, shall be prosecuted to the full extent of the law. 

No employee shall be retaliated against in his/her employment for reporting intimidation, threats or acts 
of violence. 

If you have questions about this policy, contact your HR Business Partner or External Legal Consultant. 

ADDITIONAL RESOURCES 

• No Retaliation Policy, #124 
 

[Colombia: The Internal Work Rules of the Colombian legal entity must have a chapter of labor harassment, 
preventive mechanisms, and Coexistence Committee]. 
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OVERVIEW 

Employees are required to accurately record time worked and leave time taken.  

POLICY 

Time records must be completed for all employees that are paid through the LLP Payroll Department. 
All employees must submit an accurate account of hours worked and time off to hr@latamlp.com. 
Time records are considered company property. Falsification of time records is prohibited and will be 
grounds for corrective action, up to and including termination with cause. 

• Non-exempt employee must accurately record each pay period the hours they worked, and any other 
hours for which they are to be paid. 

• Any changes to the hours employees record as worked or leave time must be authorized by both the 
employee and the supervisor. Each department must maintain written documentation supporting 
these changes. 

• Employee time records must be reviewed and approved by your supervisor. The supervisor who 
authorizes payment of the time must have personal knowledge of the hours worked and leave taken. 

• Employee time records for all active and terminated employees must be retained by the Payroll 
Department. 

 
[Peru: It is mandatory to keep an attendance record in every workplace. This obligation includes 
trainees and employees who are designated by intermediation entities, or contractors or 
subcontractors. There is no obligation to keep attendance records for management workers, those 
who are not subject to immediate supervision and those who provide intermittent services during 
the day.] 
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OVERVIEW 

As a company focused on customer service, LLP is dedicated to providing on-going service to our 
properties and our customers. There are after hours situations that will take place that will require an 
employee to be on-call and, in some instances, travel to a property to address an issue. 

GUIDELINES 

• Scheduled coverage will be coordinated by the Country Manager. If for any reason you are not 
able to provide on-call coverage on your assigned day, please contact your manager within the 
previous 24 hours for rescheduling. 

• The on-call employee is responsible for responding to a pager or phone call as soon as possible, 
but no longer than 15 minutes, after the notification. Failure to respond on a timely basis may 
result in disciplinary action at the discretion of LLP management. 

• On-call employees may handle calls over the phone and, in some instances, may be required to 
go to a property. Appropriate action should be determined depending on the nature of the issue 
by the person on-call at the time the call is received. 

• Please note that while you are working, all policies in the Employee Handbook are in effect. If 
you are unable to perform your duties, please notify your manager so that alternate 
arrangements can be made. 

 
COMPENSATION 

NON-EXEMPT EMPLOYEES 

 All non-exempt employees will be compensated at 1.5 times their normal rate of pay when 
receiving work-related calls or when making an on-site visit to the property after the normal 
workday has ended. After hours telephone calls will be compensated for a minimum of 1 hour at 
1.5 times the hourly employee’s normal rate of pay. Multiple after hours telephone calls within 
a 1 hour period will only be compensated for 1 hour. An on-site visit will be compensated for a 
minimum of 2 hours worked. If the employee’s time worked puts the employee into overtime 
status, the overtime rate will be paid.  

 Documenting time worked:  

o If a phone call is received, the employee should log the contact name, purpose of 
the call, times when call began and finished. 

o Time is considered started when the phone call is received and finished or when the 
employee has returned from resolving the matter on site if a visit to the property 
was required. 

o All time worked is to be included on the employee’s time sheet in accordance with 
the guidelines above. 

 
EXEMPT EMPLOYEES 

Exempt employees will only receive additional compensation for on-call work performed after his/her 
12th work hour.  

ON-CALL POLICY AND PROCEDURES 
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If the on-call work is performed within the employee´s 12-hour daily schedule, he/she  will be paid their 
normal salary. 

If you have any questions regarding the On-Call Policy and Procedures, please direct them to your 
manager or contact Human Resources. 

[Peru: All the employees (including the “except employees”) are entitled to receive the 
corresponding salary for overtime and for working on an official holiday.] 

[Colombia: all effective work performed during on-call must be paid by the employer. Except for 
those employees who have a managerial or direction position who are excluded from the maximum 
legal schedule. However, this personnel must be paid the surcharge for night work (if they do not 
earn an integral salary).] 
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OVERVIEW 

LatAm Logistic Properties is committed to supporting and assisting employees in gaining the knowledge 
and skills to do their jobs more effectively.  In addition to performing more effectively in their current 
job, we believe professional development increases employee motivation and engagement, supports 
career development and improves our ability to attract and retain the brightest and most highly 
motivated employees.  Professional development is designed to support employee initiated efforts, 
develop and reinforce skills and obtain credentials that are directly related to an employee’s job and 
career path. 

This program is not a contract and may be terminated or modified at any time without prior notice at 
the Company’s discretion.  Employees are not obligated to enter or engage in this program. 

COURSE REIMBURSEMENT 

ELIGIBILITY 

Full-time employees who regularly work at least 40 hours per week, who have been working for a full 
year with LLP are eligible to apply for the professional development program.  Programs should be 
attended outside normal business hours or as approved by their manager. 

Certain certificates and professional certification programs are eligible for reimbursement if they are 
business or job related and obtained through an approved education provider. The Company will 
determine, in its sole discretion, whether a program or course is business or job related.   

Employees who receive a performance warning (verbal or written) within six months prior to applying 
for pre-approval or following pre-approval, but prior to the course completion, are not eligible to 
participate in tuition reimbursement. 

After pre-approval, employees are eligible for reimbursement upon successful completion of approved 
course(s) and must be on the payroll at the time of pay out.  An employee receiving professional 
development reimbursement agrees to work for LatAm Logistic Properties for a period of 24 months 
after completion of course(s) or incur an obligation to pay back the reimbursement benefit.  To 
comply with this obligation, the Employee must sign, immediately after the approval of eligibility, a 
contract and a promissory note (“pagaré”). 

Professional Development Policy 
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[Colombia:  Moreover, it is advisable that the employee enters into an addendum to the employment 
contract that sets forth all terms and conditions regarding payment and remain in the Company.] 

REIMBURSEMENT  

Without being a closed list, the following expenses are generally eligible for reimbursement: tuition, 
books, travel course credit through exam, course related fees. This reimbursement will be considered as 
a debt of the employee with the employer. Never as a salary benefit. 

Unless approved by CEO, the maximum employee reimbursement will not exceed $5,000 per calendar 
year the reimbursement is actually received (January through December).   

Reimbursement will generally be dependent upon successful completion of the pre-approved course(s).  
Within 60 calendar days of completing the course, the employee will provide an official copy of their 
transcript with the grade received and proof of payment.   

Reimbursement will be based on the following: 

Country Passing Grade or Percentage Payout 
Costa Rica, Peru, 

Colombia 
70% or above  

Approved-pass (only accepted when 
no other grade option is available) 

  

100% (up to maximum annual contribution) 

APPLICATION AND REIMBURSEMENT PROCESS 

Prior to the Course Start Date: 

1. Employee completes » Professional development Application Form and forwards to the 
employee’s manager for approval.  

2. HR will notify the employee of the approval business days.   

 Post Course Completion 

1. Within 60 days of course completion, employee submits a copy of the pre-approval 
documentation, an official copy of transcript (course name and grade should be included) and 
proof of payment to HR (» Professional development in HR). 

2. Employee will receive reimbursement via direct deposit.   

For additional questions, please contact » HR 

PROFESSIONAL LICENSES & CERTIFICATIONS 

http://thehub/regions/na/hr/Documents/Benefits/Educational%20Assistance%20Application%20Form.xls
mailto:educationalassistance@prologis.com
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Professional licenses, certifications, continuing education credits.  Some examples include Property 
Management Certification (PMC); RPA; CPA classes including exams and prep materials, legal CECs. 

ELIGIBILITY 

Full-time employees who regularly work at least 40 hours who have been working for a year with LLP. 

PROGRAM BENEFIT 

Employees are encouraged to work with their immediate supervisor to determine the appropriate 
professional licenses, certifications, continuing education credits, etc. It is the responsibility of each 
department to approve the courses and/or certifications.  Expenses are paid through submitting an 
expense report.  When an exam is required to be passed in order to obtain the license, certification, etc. 
the employee may be required to reimburse the company if he/she does not pass.    

CONFERENCES, SEMINARS & WORKSHOPS 

ELIGIBILITY 

Full-time employees who regularly work at least 40 hours per week. 

PROGRAM BENEFIT 

The Employee must sign, immediately after the approval of eligibility, a contract and a promissory note 
(“pagaré”). 

This payment will be considered as a debt of the employee with the employer. Never as a salary 
benefit. 

Attendance at conferences and seminars that are business or job related require a supervisor approval 
and are paid through submitting an expense report.      

[Peru: The maximum legal duration of the working time is 48 hours per week.] 

[Colombia: According to Colombian Labor Law the employer is obliged to give its employees the relevant 
training to do their work.  Therefore, the training required by the employer must be borne and paid by 
the employer, without being able to charge any cost to the employee nor require him a minimum stay 
period in the company after receiving the training.] 
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COLOMBIA PAID HOLIDAYS 
 
In Colombia, LLP provides 18 company-paid holidays per year.  

Colombia Company-paid Public Holidays for 2017 

January 1 
January 9 
March 20 
April 13 
April 14 
May 1 
May 29 
June 19 
June 26 
July 3 
July 20 
August 7 
August 21 
October 16 
November 6 
November 13 
December 8 
December 25 
 
If an employee is required to work on the day of mandatory rest or on holidays, the employee will be entitled 
to the payment of the relevant surcharge and/or a day of paid leave in the following week, depending on 
whether the work on Sundays or holidays is ordinary or extraordinary.  If employee works 2 or less Sundays or 
holidays per month it may choose between getting paid the relevant surcharge or getting a day of paid leave 
in the following week.  If employee works more than 2 Sundays or holidays per month it will be entitled to both 
the surcharge payment and the paid leave of the following week.  
 
Work on Sundays or Holidays have a surcharge of 75% over ordinary work.  
 
COSTA RICA PAID HOLIDAYS 
 
The following are the Costa Rican Statutory Holidays, based on article 147 of the Labor Code: 
 
January 1: New Year´s Day* 
April 11: Juan Santamaría´s Day* 
April 17: Holy Thursday* 

PAID HOLIDAYS 
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April 18: Good Friday* 
May 1: Labor Day* 
July 25: Union of the Territories of Nicoya* 
August 2: Day of the Virgin** 
August 15: Mothers’ Day* 
September 15: Costa Rican Independence Day* 
October 12: Columbus Day** 
December 25: Christmas * 
   
 
*Holiday of compulsory payment. 
** Holiday of non -compulsory payment. 
 
If an employee is required to work during a holiday, the employer must pay him/her twice the amount of the 
salary that he/she would receive in an ordinary work day. This rule is applicable to every employee (e.g., 
managers, support staff, administrative staff) with no exceptions.  

To determine whether or not the double payment is applicable to the holiday, the employee’s payment 
structure (hourly, weekly, biweekly, semimonthly, monthly), must be taken into account: 

 
1. Hourly and weekly payment: In the case of holidays of compulsory payment, because the salary is based only 
on the days effectively worked, the holidays must be recognized in addition to the corresponding salary for the 
days worked during the week.  

Holidays of non-compulsory payment are not paid; they must be enjoyed as free time but not with payment of 
an amount of money. According to article 149 of the Code of Labor, when working in any of the holidays of 
compulsory payment, the payment must be double; however, when working on a holiday of non-compulsory 
payment, the payment is the regular one (not double), based on paragraph e) of article 151 of the same Code. 

 
2. Monthly, semimonthly, and biweekly payment: Since this kind of payment structure includes every day of 
the period (30, 15, and 14 days), the holidays are already included in the salary, whether it is a holiday of 
compulsory payment or one of non-compulsory payment. Therefore, in this kind of payment structure, every 
holiday is treated as a holiday of compulsory payment. If an employee works on a holiday, the employer must 
recognize an additional payment (not a double one) to complete the double payment required by law.  

Moreover, in this payment structure, if a holiday coincides with the employee’s weekly day off, the payment 
will be taken as one in terms of its payment, since there is no legal basis for making a double payment, except 
if the employee works during this day. 

Finally, according to local labor law, October 12 is the only holiday that can be moved to the following Monday, 
if it falls on a Tuesday, Wednesday, Thursday, or Friday. 

 

PERU PAID HOLIDAYS 
 
In Peru, LLP provides 10 company-paid holidays per year.  



Peru Company-paid Public Holidays for 2017 

According to the article 5 of the Legislative Decree No. 713, the following are the Peruvian Statutory non-
working Holidays: 
 
New Year´s Day (January 1) 
Holy Thursday and holy Friday (Movable) 
Labor Day (May 1) 
St. Peter and for St. Paul (June 29) 
Independence days (July 28 and 29) 
St. Rose of Lima (August 30) 
Angamos Naval Battle (October 8) 
All Saints Day (November 1) 
Immaculate Conception (December 8)  
Christmas (December 25) 
 
The salary for the non-working holiday is equivalent to the salary of a normal working day and its payment is 
directly proportional to the number of days worked during the week. 
 
In the case of workers who receive a daily pay, this calculation needs to be made and added to the 
remuneration. In the case of workers who receive their salary every two weeks or every month, there is no 
need to make an additional payment, because their salary already includes the holiday payment. 
 
The work done during non-working holidays without compensatory rest will result in the payment of the 
corresponding compensation for work done with a 100% surcharge. If the worker as the employer accepts an 
alternative day of rest, the worker is entitled to receive only the regular salary corresponding to the work day. 
 

The Company sets no length-of-service requirements for holiday pay. Regular full-time and part-time 
employees are paid at the regular rate of pay for all hours deemed as Company-observed holiday hours 
scheduled for that day. To be eligible to receive holiday pay, an employee must be on paid status. 

The annual floating holiday does not carry over from one year to the next and does not convert to cash at the 
end of the year if not taken. However, if an employee leaves the Company and has not taken his or her floating 
holiday, the employee will receive pay for that day. 

Employees working outside of the U.S. will follow the local holiday schedule specific to their country. 

SUMMER HOURS 

As part of making LLP a great place to work, we will close all our U.S locations at noon on third Friday for the 
months of June, July and August. For 2011 this will apply to Friday, June 17th, Friday, July 15th and Friday, 
August 19th. Any employee with customer obligations should receive manager’s approval prior to taking the 
time off. 

 

 

. 

http://www.linguee.pe/ingles-espanol/traduccion/legislative+decree.html
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OVERVIEW 

LLP will compensate an employee at his/her regular rate of pay for up to 3 (three) days in the event of the 
death of a member of their immediate family or their spouse or domestic partner’s immediate family, 
including: 

• Spouse or Domestic Partner 
• Parent 
• Grandparent 
• Sibling 
• Child 
• Grandchild 
• Aunt 
• Uncle 
• Legal Guardian 

 
For all other bereavement leave, an employee may take vacation or unpaid time. Taking additional 
bereavement days unpaid must be approved by your supervisor. LLP may request verification of the need 
for leave. 

[Colombia: mourning leave is ruled by Colombian Law.  According to Law 1280 of 2009 mourning leave 
corresponds to 5 business days of paid leave for the death of any of the following relatives: spouse, second 
degree of consanguinity, first of affinity and first of civil relationship (adoption).] 

ELIGIBILITY 

All regular full‐time and part‐time LLP employees; Part‐ time employee leave is pro‐rated. 
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Outside Business Activities 
 
Objectives of this Policy 

• To provide guidelines in relation to Outside Business Activities performed by the 
employees. 

 
Latam Logistic Properties (hereinafter “LLP”) expects all employees, unless prevented by ill 
health or accident, to dedicate all their time and attention to the business of the Company 
during their working time. 
 
Employees may not, without prior written approval, devote any time to any business other than 
the business of the Company which may: 

1. Conflict with the Company´s business interests, 
2. adversely affect the Company´s reputation or relations with third parties; or 
3. prejudicially affects employees´abilities to perform their job duties and responsabilities 

efficiently  
 

Guidelines 
 
1. No employee of the Company is to become or continue to be, an officer or director of a 

bank, banking institution or other Corporation without prior approval of the CEO.  
2. No employee of the Company is to become or continue to be, an owner, partner, employee, 

trustee, or agent of any outside business activity which is an actual or potential competitor, 
supplier, or client of the Company without without prior approval of the CEO. 

3. No employee of the Company is to acquire or continue to hold a significant direct or indirect 
financial interest in any outside business activity which is an actual or potential competitor, 
supplier or client of the Company without obtaining the approval of the CEO. However, this 
shall not prevent employees from holding stocks, shares or debentures so long as not more 
than 3% of the shares or stock of any class of any one company is held, and provided such 
company does not carry on a business which is competition with the Company´s business. 

4. No employee of the Company may represent the Company in any significant capacity, or 
exert his/her personal influence, in a business transaction with an outside individual or 
organization in which a close friend or relative has a direct or indirect financial interest 
without the approval of the CEO. 

5. No employee of the Company may use Company money, materials, property, equipment, 
supplies, telephones, secretarial services, manpower,proprietary or inside information, or 
other resources to advance his/her personal outside business, financial or other interests. 

6. All employees of the Company may be free to have a secondary job when it is related to 
education, such as being an assistant in a College or University or imparting lessons in a 
College or University, as long as performing this functions do not affect or interrupt the 

OUTSIDE BUSINESS ACTIVITIES 
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employees´ abilities carry on their job duties and responsibilities. These functions shall not 
be performed during office hours, unless previously authorized by the CEO. 

 
7. This policy does not apply to employees involvement in public activities such as becoming a 

member of a local authority, tribunal or school governing body or interests related to health 
and sports. 

8. There are no restrictions on employees´outside business activities or interests to that extent 
that such activities or interests: (1) are not specifically referred to in this Policy, and (2) do 
not impair the employee´s performance of his/her duties as an employee of the Company in 
any way. 

 
[Colombia: During employment the employer may require and demand employee’s exclusivity in 
providing his services.  Upon termination of the labor agreement non-compete clauses have no 
effects.] 
 
Procedure 
 
1. Each employee who is currently involved in any situation which is conflict with the intent of 

this Policy shall promptly submit a formal written report of the situation to the CEO. The 
employee´s outside business activity or interest should be described completely including 
items such as: the name and address of the outside business activity, the employee´s 
position in or relationship to that organization, how and when the relationship was 
established, description and amount of financial interest held or controlled by the employee 
or members of his/her family, amount of salaries, fees, commissions, or other compensation 
received or expected; type and extent of Company resources used. The employee should 
also indicate in his/her report whether he/she is withdrawing from the situation or is 
requesting CEO´s approval of it. 

2.  If the employee is in doubt as to whether or not his/her outside business activity or interest 
must be reported under this Policy, he/she should consult with his/her inmediate superior 
who should obtain further advice and counsel, as appropriate, including advice and counsel 
from the legal advisors and/or the Controller. 

3. If it is determined that the situation must be reported, the inmediate superior will 
communicate this to the employee by the following means of communication: email, memo, 
or letter. 

4. Each employee who contemplates acquiring outside interests which require CEO´s approval 
under this Policy, shall submit a formal written request for such approval, and shall not 
acquire outside interests until he/she receives the required approval. 

5. For all the reports submitted for approval, the CEO may consult with the Legal Advisors and 
the Controller whether a position or activity is in conflict with the Company´s business 
and/or interests.  

6. The decision as to whether or not an activity conflicts with the Company´s business 
interests, adversely affects the Company´s reputation or relations with others or 
prejudicially affects the employees´abilities to perform their job duties and responsabilities, 
is under the Company´s discretion and will be fully informed to the employees. 

7. In cases where an employee´s request is denied, the CEO when rejecting the request will 
send a formal letter of rejection to the employee. In addition, written options/corrective 
measures for the employee will be presented and consequences of not resolving the issue 
to the satisfaction of the Company will be detailed. 
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In the right circumstances, a modest gift may be a thoughtful “thank you,” or a meal might help 
strengthen a business relationship. However, if not handled carefully, the exchange of gifts and 
entertainment can damage the Company’s reputation, especially if it happens frequently or if 
the value is large enough that someone could think it is influencing a business decision. 
 
To sustain the health of our key business relationships, no employee may solicit, accept, or ask 
for any gift that might influence—or appear to influence—the ability to make objective business 
decisions that are in the best interest of the Company. 
 
Employees may accept an occasional unsolicited courtesy gift, so long as the gift has a market 
value under $100, is customary in the industry, and does not influence or appear to influence 
the judgment, conduct, or business decisions of the employee. 
 
Employees may accept an occasional meal and entertainment from a client, vendor or partner 
as long as they are attending the meal or event, and the costs involved are in line with local 
customs and industry for business-related meals and entertainment. 
 
Employees may entertain potential or actual customers if such entertainment is reasonable and 
consistent with accepted business practices, does not violate any applicable law or ethical 
standards, and the public disclosure of facts will not embarrass the Company. 
11.06.17 
Employees should be aware that in some situations, provision of gifts or entertainment may 
violate the law, such as when dealing with government officials. Further, some gifts and 
entertainment are never acceptable, for example cash or cash equivalents, or any gift or 
entertainment that would harm the Company’s reputation. In addition, employees are expected 
to be aware of the organizational rules and standards of those to whom the employee intends 
to provide a gift or entertainment. If there is a conflict between their standards and the 
Company’s standards, an employee must follow the more stringent standard. 
 
If offered a gift, meal or entertainment that would compromise this policy and the Company’s 
commitment to this practice, employees should extend appreciation for the offer, but must 
decline and notify Human Resources Management, General Management or the Regional 
Direction of Human Resources. 
 
Any questions regarding this policy should be addressed to the Human Resources Management, 
General Management or the Regional Direction of Human Resources. 

GIFT POLICY 
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1. Objective 
 
This vacation policy (hereinafter the “Policy), Latam Logistics Properties (hereinafter “LLP” or the 
“Company”, interchangeably) aims to establish the provisions relating to the enjoyment of 
vacation rest for Company employees. Likewise, the Policy establishes the procedure that defines 
the parameters necessary for the recognition and enjoyment of vacations by workers. 
 

2. Scope of Policy 
 
The Policy applies to all workers who are working directly for the Company in all its divisions and 
locations. 
 

3. Responsibility 
 
The [executive directors] will be responsible for approving the vacations requested by the 
Company's workers. 
 
In addition, the Human Resources area in collaboration with the person in charge of control in 
countries with subsidiaries and the accounting department will be responsible for keeping a record 
of the vacations requested and the periods in which the workers enjoyed vacations. 
 

4. The right to enjoy vacation rest 
 
LLP workers will have the right to enjoy vacation rest when the record and the requirements 
demanded by the legislation applicable to each employment relationship according to their 
jurisdiction are met. The number of days of vacation rest will be defined by the legislation of each 
country where the workers provide services. 
 
During the vacation break, the worker will not be obliged to provide services, but will continue to 
be subject to the other duties imposed by the employment relationship with LLP. 
 

5. Schedule of annual leave 
 
In order to guarantee an adequate exercise of the Company's activities, workers must present in 
the month of January (or the month of joining LLP), the annual schedule with the dates on which 
they will enjoy the corresponding vacation break. This schedule should be sent to the Country 
Manager, Finance Department and to the following email address hr@latamlp.com  Likewise, the 
"Company absence form" must be sent to the same recipients. 
 
If the worker does not send her annual vacation schedule on the established date, LLP will 
establish the dates of the worker's vacation rest period. 
 

VACATION POLICY 
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The schedule will be subject to review and may be modified due to personal circumstances, or 
reasons of operation and need of the Company or other reasons. 
 
Holidays cannot be scheduled the week before and during the date of the Board meeting. 
 

6. Corporate Vacation Period 
 
A corporate vacation rest period is established that begins on the penultimate Thursday in 
December until the first business day in January, the date on which the worker must return to their 
job. 
 
During the corporate vacation period, both the central offices in Costa Rica and its subsidiaries in 
Colombia and Peru will remain closed. 
 
7. Final Provisions 
 
Any unforeseen situation or not contemplated in this document will be resolved by LLP based on 
each specific case, in accordance with current legislation. 
 
LLP may issue the additional provisions it deems necessary for the best application of the Policy 
and spirit of this document. 
 
Finally, the Policy may be partially or totally modified when, at the LLP's discretion, it is necessary 
to optimize the operation and development of the organization. 
 

 
 

Annex I 
Provisions only aplicable to Pere 

 
LLP workers who have a full year of service and comply with the record and the requirements 
demanded by Peruvian law, have the right to enjoy a thirty (30) calendar day break, with pay. 
 
Half of the vacation period may be divided into two periods of seven (07) and eight (08 calendar 
days, respectively. The other half may be divided into periods shorter than those indicated above 
but that are at least one (01) calendar day. In this regard, LLP will evaluate the requests that the 
worker may make regarding the use of their vacation break, taking into consideration the 
operational needs of the business, as well as the urgency and the reasons stated. 
 
Vacation rest may not be granted when the worker is incapacitated due to illness or accident. This 
does not apply if the disability occurs during the vacation period. 
 
The vacation rest can be reduced or accumulated within the limits allowed by the legislation and 
observing its formalities. 
 
The date of the vacation break will be set by mutual agreement between the worker and LLP, 
taking into account the operating needs of the company and the annual vacation schedule. In the 
absence of agreement, LLP will decide on the use of its directive power. 
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The worker, before taking her Break, must approach the Country Manager to obtain the 
corresponding authorization. Likewise, you must send the absence form of the company with the 
approval of your Country Manager, to the Finance Department and to the following email address 
hr@latamlp.com . 
 
The worker will be paid the vacation remuneration that corresponds to him according to law. 
 
The enjoyment of the vacation break and the payment of the corresponding remuneration will be 
recorded in the worker's pay slip and in the LLP electronic form. 
 
Workers who are in charge of implements, supplies, equipment, work tools, documents, among 
others, must make them available to their immediate boss, before making use of the vacation 
break. 
 
Legal basis: The provisions contained in this document have been prepared based on the 
provisions of Legislative Decree No. 713, which consolidates the legislation on paid breaks for 
workers subject to the labor regime of private activity and its Regulations, approved by Supreme 
Decree No. 012-92-TR. 
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Annex II  
Provisions applicable to Colombia 

 
The vacation period must be indicated by the employer no later than within the following year, 
and they must be granted informally or at the request of the worker, without affecting the service 
and the effectiveness of the rest. 
 
Holidays may be justifiably interrupted, in which case the worker does not lose the right to resume 
them. 
 
During the vacation period, the worker will receive the ordinary salary that he is accruing on the 
day he begins to enjoy them. By legal provision, only for the liquidation of vacations the value of 
the work in compulsory rest days and the value of the supplementary work in overtime will be 
excluded. 
 
On the other hand, if the worker earns a variable salary, the vacations will be calculated with the 
average of the amount earned by the worker in the year immediately prior to the date on which 
they are granted. 
 
The corporate vacation period or collective vacations will be remunerated with the salary that the 
worker is earning when entering to enjoy them, taking into account the provisions above according 
to the salary earned by the worker. Even when the worker has not completed the year of rendering 
of services to be a vacation creditor, they can enjoy the collective vacation period. 
 
Vacation rest may not be granted when the worker is incapacitated or on leave. 
 
Legal basis: the provisions contained in the Policy have been prepared in compliance with the 
provisions of article 186 and following of the Substantive Labor Code. 
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Annex III 
Privisions aplicable to Costa Rica 

 
Employees will have the right to enjoy a maximum of twelve working days of paid vacations after 
having completed fifty weeks of uninterrupted work. 
 
Legal basis: The provisions contained in the Policy have been prepared in compliance with the 
provisions of article 153 and following of the Código de Trabajo. 
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1. Objective  
 
This annual bonus policy (hereinafter the "Policy"), Latam Logistics Properties (hereinafter "LLP" 
or the "Company", interchangeably) aims to establish the provisions relating to the extra-legal 
bonus and, for Colombia and Peru, not constitutive of salary, which is granted to the workers of 
the Company. Likewise, the Policy establishes the mandatory parameters that must occur for its 
recognition and the procedure. 
 

2. Scope of Policy 
 
The Policy applies to all workers who are working directly for the Company in all its divisions and 
headquarters, at the time of the effective payment of the bonus, when applicable. This means that 
the worker who does not work directly for the Company, at the time it is paid, will not have the 
right to its payment, neither partial nor total. 
 

3. Responsibility 
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The Board of Directors and the CEO are responsible for approving or rejecting the granting of the 
bonus for each of the Company's employees. In other words, it may happen that a part or all the 
workers do not receive the bonus. 
 
The bonds will be approved at the Meeting of the Board of Directors (“Board Meeting”) in the first 
quarter of each year and the approval will be in relation to the fulfillment of the parameters of the 
previous year. 
 
If the bonds are approved and the funds are available, payment will be made in the second half 
of June. 
 
 

4. Conditions for granting the Annual Bonus 
 
The Annual Bonus is discretionary, this means that workers will receive it, only if the conditions 
specified below are met. It also means that it could happen that all or part of the workers do not 
receive it, even if they received it in previous years. The conditions that must be met for the 
granting of the bonus will be the following: 
 

4.1. Company Performance:  
 

As a first condition, it is essential to fulfill the “Target Goals & Objectives” for the year as a 
Company in general, as well as the fulfillment of the goals and objectives at the regional level in 
each of the offices in Costa Rica, Colombia and Peru. So, in case of not meeting the "Target 
Goals & Objectives" there will be no place for the bonus. 
 
Within this parameter is the rating that the “Board” grants to the Company in its annual 
performance. 
 

4.2. Individual Performance:  
 

This parameter takes into account the individual performance of the employee and their individual 
impact on the achievement of individual and regional objectives of the Company. Some of the 
elements to consider, but not the only ones, are the annual evaluation and self-evaluation. 
 

4.3. Company Profitability: 
 
The company must have obtained positive results in the previous year, for which the Annual 
Balance containing the economic results will be taken into account. 

 
 

5. Procedure for the granting the Annual Bonus 
 
LLP calculates the annual bonus amount through a systematic process that begins with evaluating 
the Company's performance to build a set of overall bonuses. 
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LLP assigns a rating to each region. Finally, the Company recommends payment amounts 
considering the parameters mentioned in the previous section, considering the individual impact 
on annual results. 
 
LLP uses a pro-rated method of calculating annual bonuses to take into account changes in base 
salary, promotions or promotions, leaves of absence, if you have received any call for attention, 
memorandum of admonition or suspension, and the time actually worked by the employees. 
collaborators who joined during the year. 
 
 

6. Final Provisions  
 
This bonus is discretionary and is calculated based on the conditions explained in section 4 of 
this policy. For Colombia and Peru, this bonus is not part of the workers' salary, it is not 
computable for the calculation of labor benefits or for any legal effect. 
 
Details of specific compensation are personal and confidential and should not be shared with 
other Company employees. 
 
Any unforeseen situation or not contemplated in this document will be resolved by LLP based on 
each specific case, in accordance with current and applicable legislation. 
 
LLP may issue the additional provisions it deems necessary for the best application of the Policy 
and spirit of this document. 
 
Finally, the Policy may be partially or totally modified when, at the LLP's discretion, it is necessary 
to optimize the operation and development of the organization, which will be fully known to the 
collaborator. 
 
7.  Information Validation 
 
 
Position Name Signature 
   

 
 

Employee’s 
Position 

Employee’s Name Employee’s Signature and Date 
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Annex I 
Provisions applicable to Peru 

 
Legal basis: The provisions contained in this document have been prepared based on the 
provisions of Article 6 of Supreme Decree No. 003-97-TR and Article 18 of Supreme Decree No. 
001-97-TR 
 

Annex II  
Provisions applicable to Colombia 

 
Legal basis: The provisions contained in the Policy have been prepared in compliance with the 
provisions of article 128 of the Codigo Sustantivo del Trabajo. This standard expressly establishes 
that: 
 
“The sums that the worker occasionally receives from the employer, such as bonuses, or 
occasional gratifications, profit sharing, surpluses from the Solidarity Economy Companies, and 
what he receives in money or in kind not for his benefit do not constitute salary. , nor to enrich 
their patrimony, but to fully carry out their functions, such as representation expenses, means of 
transport, work items and the like. Neither the social benefits referred to in titles VIII and IX, nor 
the usual or occasional benefits or aids agreed conventionally or contractually or granted 
extralegally by the employer, when the parties have expressly provided that they do not constitute 
wages in money or in kind, such as food, room or clothing, extralegal, vacation, service or 
Christmas bonuses.” 
 
In accordance with the foregoing, the eventual recognition and payment of the annual bonus will 
be considered as a payment that does not constitute salary for any legal effect, as it is not a direct 
consideration for the services provided by the workers. 
 
In Colombia, the “Annual Bonus” will also be known as “Non-salary annual bonus for compliance 
with the Company's global objectives”, the foregoing in accordance with applicable legislation and 
the provisions of this Policy. 
 
 

Annex III 
Provisions Applicable to Costa Rica 

 
Legal basis: The provisions contained in the Policy have been prepared in compliance with the 
provisions of the Costa Rican Legal System. 
 
In Costa Rica, the “Annual Bonus” will also be referred to as “Discretionary annual bonus for the 
fulfillment of the Company's global objectives”, the foregoing in accordance with the applicable 
legislation and the provisions of this Policy. 
 
In the case of Costa Rica, this bonus constitutes an extraordinary salary benefit and is computable 
for the calculation of labor benefits and applicable social charges and taxes. 
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1. Objective 
 
The present Work from Home Policy, Latam Logistics Properties (hereinafter "LLP" or the 
"Company", interchangeably) aims to establish the provisions relating to the work from home 
benefit for Costa Rica, not an acquired right, which is granted to the employees of the company. 
Likewise, the Policy establishes the mandatory parameters that must occur for its recognition and 
the procedure. 
 

2. Scope of Policy 
 
The Policy applies to all employees who are working directly for LLP at its headquarters in Costa 
Rica. 
 

3. Responsibility 
 
Each department is responsible for granting the benefit to each employee once they have worked 
for LLP for one year. 
 
 

4. Conditions for granting of Work from Home 
 
The employee must have worked for LLP for one year without interruption to be eligible for the 
work from home program, which will be governed by the following rules: 
 
Subscription of contractual addendum on work from home: The employee must sign 
contractual addendum on work from home prior to being granted this benefit. 
 
Conditions of service: Work from Home will be allowed only when the Direct Headquarters so 
provides, and can be granted for one day or more at a time according to the urgencies or needs 
of the department or the company, without its granting meaning that it will be maintained for the 
entire time in a constant and fixed way. The foregoing means that Work from Home is a possibility 
and not a weekly or fixed element that THE EMPLOYEE has, when so arranged and approved 
by THE EMPLOYER. 
 
Duties to be carried out in Work from Home time: The employee acknowledges that they must 
comply with the same obligations and responsibilities working from home as if they were in the 
company's facilities. 
 
Workday report: The employee must fill out the report corresponding to the tasks performed 
during the work from home day. 
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Technological and environmental means required: In accordance with the last paragraph of 
Law 9738, the employee will be solely responsible for providing and paying, at least, a) a 
convenient and appropriate desk and chair for work from home and reduce , as much as possible, 
some work risk; b) high speed internet connectivity; c) energy (electricity); and d) telephone line. 
These requirements will not be reimbursed by the company. 
 
In the event that the employee does not have electricity or any means necessary to carry out their 
work, partially or totally, they must return to the office, within the next hour after the electricity or 
connection failure, or the fact that they left it without the necessary means to telework. 
 
Communication mechanisms with the employee: The employee must remain reachable during 
the hours established as working hours, through the following communication channels: via e-
mail, internal messaging system, telephone calls, logging into the electronic system used by the 
company and any other means that the company considers suitable. 
 
Time and space conditions: The collaborator must work the same work shift during their work 
from home time as if they were in the LLP facilities. Preferably, the collaborator should work at 
home. 
 
Work from home day and hours: Work from home will not modify the working day, nor the hours 
for the provision of services agreed upon in the employment contract. 
 
The Work from home Day is not transferable, unless you are authorized in writing by your 
supervisor, manager or immediate superior. 
 
The Work from home Day can only correspond to a weekday, never a weeked. 
 
The Work from home Day may not be during a holiday in which the employee has been asked to 
work. 
 
Responsibility for the custody of the work elements: LLP will provide the employee with the 
necessary work tools to carry out their telework, which must always be duly protected and guarded 
by the employee, when he is outside the LLP facilities. LLP will guarantee the maintenance of 
these work tools, as well as the own programs that are included in these tools to carry out work 
from home. 
 
Assignment and delivery of work during teleworking: The process of assigning the work part 
of LLP will be the same as when the employee works in the LLP facilities. 
 
Computer security measures to be fulfilled by the employee: It will be the employee's 
obligation to guarantee the security of the data and the confidentiality of the information during 
work from home; thus it also understands that failure to comply with this obligation could lead to 
disciplinary sanctions in light of the Código de Trabajo and related regulations. 
 
 
5. Final Provisions 
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In the event that a meeting arises, or any other activity or event, that requires the employee to 
report to the facilities, they are obliged to attend, even if it is on work from home day, without LLP 
having to substitute that work from home day for another. 
 
Additionally, if it is necessary to work overtime, the employee may only do so if they have the 
written authorization of their supervisor, manager or immediate superior. 
 
Working from home does not constitute a day off or work vacation, it is not a figure or a day to 
facilitate the care of children, the elderly, people with special abilities, it should not be used to 
carry out personal errands during work hours or to deal with business personal. 
 
Work from home does not constitute an acquired right or a salary benefit of the employee and 
LLP may eliminate it when it deems it necessary and / or convenient, notifying the employee at 
least 10 calendar days in advance. 
 
If the employee changes their place of residence, they must immediately notify LLP who must 
authorize the employee work from home at their new address. Likewise, in the event of a job 
change, LLP may ask the employee to overcome the learning curve before they are again subject 
to work from home. 
 
The employee understands and accepts that he must comply with all those local requirements 
requested by the Human Resources department, which LLP considers necessary to work from 
home 
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1. Objective 
 
The present Personal Days and Birthday Policy, Latam Logistics Properties (hereinafter "LLP" or 
the "Company", interchangeably) aims to establish the provisions relating to the benefit of free 
days of birthdays and personal days for Costa Rica, not an acquired right, which It is awarded to 
LLP employees. Likewise, the Policy establishes the mandatory parameters that must occur for 
its recognition and the procedure. 
 

2. Scope of Policy 
 
The Policy applies to all employees who are working directly for LLP at its headquarters in Costa 
Rica. 
 

3. Responsibility 
 
Human Resources in conjunction with each manager is responsible for granting the benefit to 
each employee once they have a year of working for LLP. 
 
 

4. Conditions for granting a day off for birthday 
 
 

LLP will grant the employee a day off on their birthday, with the following conditions: 
 
4.1. This additional day off is not retroactive but starts counting from the date and year in which 
the addendum on additional days and birthday is signed. 
 
4.2. This additional day off is not cumulative. 
 
4.3. The collaborator's birthday must coincide with a weekday, that is, Monday through Friday. If 
the birthday is Saturday or Sunday, the employee will not be granted the additional day off. 
 
4.4. In the event that LLP requires the employee to report to work, he / she may request it and 
the employee will be obliged to appear, and LLP may, without it being an obligation, change that 
day off for another day chosen by LLP. 
 
4.5. This additional day off will not be considered for the calculation of vacations, since its nature 
is different. 
 
4.6. LLP may modify or eliminate this discretionary grant when it deems it appropriate. 
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5. Conditions for granting personal days 
 
 
LLP will grant, once the employee completes 5 years working for LLP, it will grant the employee 
3 personal days a year, with the following conditions: 
 
5.1. The employee's working relationship with LLP must be continuous. That is, if more than one 
employment relationship has existed between the parties over time, only the last relationship will 
be considered to account for the 5 years required to grant the employee personal days. 
 
5.2. The periods of time in which the employee has been incapacitated for more than one 
continuous month will not be counted for the required 5 years of seniority. Pre and postpartum is 
excluded from this point since this time is not considered by LLP, nor by Costa Rican legislation, 
as a period of disability. 
 
5.3. The 3 personal days must be enjoyed within 12 months after the collaborator fulfills her 
anniversary of working with LLP, respecting the conditions indicated previously in this clause. 
 
5.4. These 3 annual personal days are not cumulative. That is, if the employee does not enjoy 
them in the 12 months after their anniversary of working with LLP, they lose them. 
 
3.5. These 3 annual personal days will not be considered for the calculation of vacations, since 
their nature is different. 
 
5.6. LLP may modify or eliminate this discretionary grant when it deems it appropriate. 
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