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#w—& RTIT5N CHAPTER 1 - STAFF CODE

F—% XBFIMUFE GROOMING

1\

A ] G TEARFCE B, REAEHEAGHENAF.

The company employees to keep grooming, disheveled employees are not
allowed to enter the workplace.

EHEAR B EEE. 0. e, DAREIA R

Can not go to work dressed in shorts, vests, slippers, during office hours
employees are not allowed to wear sunglasses.

FERERA B R ARSI, 55 L RCEIR (PSS . P, ST AN 8, 2o L RNE SR
TIMEE . AR

Under special occasion, reception, or office task, men should wear a dark suit,
shirt, tie and dress shoes, women should dress generous and dignified. Women
should not heavy makeup.

KLREE . T, ARBERKRA.

Hair should be neat, clean, without a strange or non-standard business hairstyle.

% 4= BEHAVIOR AND ETIQUETTE

l\

BHE—— Y HIER N, RAERI 3 ARG, HOIESCIRMIAS RS AL, A
HIEW IS RN S U R L.

Answering the phone - when the phone rings, employee should pick up the phone
within 3 rings; the telephone conversation should be affable, polite, and with a
clear voice; when the call is completed, the employee should take the initiative by
saying: "Thank you, goodbye."

T FE——AFRALERANFREN, MEIFRNLEE, F3R%ATFRE]
Use of a car - when company employees and guests are in a car or using a
company or hired car, employees should take the initiative to ask the guest onto
the bus first, employees should also take the initiative for opening the doors to
guests.

XEAN—XF A M NERAEALI . AR R ARUFEWE, ihRE, iE 5.
A, AL

The guests - the company's guests to warm and polite, honest. Welcome visitor
to enter, seat, tea please, send, and use polite language.

Xof R —— 5 L2 (AR LA L, S o, BB, BN, 258 T )
NHIEH, REO I NRAAL s R 5 AP, ANRERIE, A& TTEkA)
N

Between colleagues - among employees should meet each other with sincerity,
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unity, mutual help and complement to each other. Employees should be good at
listening to the views of others, to learn from the strengths of others; tolerance

among colleagues to understand, not picky, and do not blame others.

X ER——EEE EJ, W BRI E BT, FETTAR A SRR
B 27 X H 2 B mh.

To superiors - Employees are to respect superiors, superiors decided to fully
implement, at work Any comments should take reasonable way to their higher
authorities.

X R ——_LRNAE T AR 78 7030 T @ AR A TAE R, AEEN, BLAIE
AR5 TR, RN, DM EZ R0 A T

Among subordinates - superiors at work should fully mobilize the enthusiasm of
subordinates, by example, a fair attitude towards subordinates, compassionate
subordinates, concern and care for every employee.

IBAT WA —— s SO AR, BTN E N T B 7 A b2 ik AL BT LT
Y, IEMmELE, A XEXTTEL, A T RNT . 384 N AN
5, NAZRERIGEA .

To exchange items - such as delivery documents, we should be facing towards
recipient and should hand to the recipient in the other direction. An example is a
business card, which should be given to the receiver with both hands holding the
business card, face up, in front of the other party handed out confidently.
Employee shall also receive cards when both hands. Do not rush when handing a
business card, business card should be in accordance with the approved format
for the company.

[, o el AR I (2 K S R L T N AN A N AT AT RS SR N ()
PEARTRGE . RS, oHEAR.

Staff complaints - employees having a legitimate complaint about the
company's personnel or staff can appeal to the company leadership. What is

prohibited is slander, misrepresentation, unreasonable complaints.

B=% HAHE OFFICE ENVIRONMENT

1\

HABAE—# A S, AT e A EE, —EER
ST RAEL RITE, FaRd—EfEHEIT.

Out of office - going in and out of the office, do not push the door hard or slam it
on the way out. The last person to leave the office, be sure to turn off the lights,
turn off air conditioning, shut doors and windows, double-check everything and

then leave.

TAEZ BT ——AE TAES e s N BRI o 75 XKBANRE K meE it . 7 T AR Il
BRENEALLE, AREHRAT.
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Within the workplace - While in the workplace employees are to walk softly. In the
office area, employees cannot make much noise. Outside of the office,
encountering guests should be done courteously, do not push or cut in the line.
PART— R TEE R RFF A R I AIENEE, RIEDN AL R, gliE—
NF I INAIAEE o 53 TN ZOR SR [ A RS, Al BT . A W] RAE S AN,
AR IEAEARSE B R DX, B 1EAE IO XA

Environmental health - employees should pay attention to the company office
environment to make sure it is clean and tidy and to ensure the personal office
desktops are clean and the office creates a good working environment.
Employees at the end of the working day should organize employee desktops
and make them tidy before leaving. Company does not advocate smoking, no
smoking in non-designated smoking areas, smoking is prohibited in the office
area.

$IU% T{E44: DISCIPLINE

l\

AERT R PE,  EBE TR ANHESE B BT KA.

Come to work on time. During working hours employees are not allowed to leave
their posts without permission.

YRR RIS RS, AHEREME G0 .

During working hours, employees cannot sleep, are not allowed to make noise, or
frolic.

AHENTIE EYE, ANHERUEK. T, .

Employees are not allowed to work while drunk, are not allowed to binge drink
before a working day, fight, or gamble.

R AR S TS, TR A AR, B R
WK 5 TAESER A KR NIIER ). R FTRRAE.

During working hours, employees cannot do non-work related things, such as
listening to music, watching films and television shows, reading books and
magazines, online chat (with the exception of the work or training related to web
chat), play board games, playing cards and so on.
AGHFHERBUE LSRR, A TR o

Employee shall not use your title and position for self gain or misrepresentation.
AFA TG WHAR. BOEBEERLAT N, PR T BRI R BA %
AR, STE AL .

Employee shall not operate with corruption, embezzlement, theft and other
violations of law; employees are prohibited from accepting money or gifts from
customers or other contacts.

B Ul B AR T L RAIEARI
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Employees shall take good care of all public facilities, equipment, instruments,
office equipment and other property.

8. AR&MHE, AFEFMEH A A WA A, AR ALY i BT A A
Without approval, no private use of company stationary, company assets, and
office supplies, and cannot take any company assets out of the company.

9. JF&. 2 B SR NHAT ISR RN, AR IBREAZm, KET
LK TS, AMEEHE T, DNEEMERGRIE. REFSIE.
When we are having a meeting, training, or discussing, you cannot be absent,
late or not involved. Turn your cell phone into silent mode. Cannot always be on
your phone. Do not whisper, and keep the environment clean.

10, JEAR TARZESERZ, AMFREMR. IeikaiE gk,

Employees must always be realistic, shall not be dishonest, must not omit
anything or misrepresent.

11, ATREERACH H 17, HEEPATORMAE S, FEFIREAM L
B E T
Employees should pay attention to their words and deeds, and consciously
safeguard the interests and image of the company. The company may not have

slander and superior words and deeds that are wrong or false.

EH% AEHE SECRECY AND CONFIDENTIALITY

ST NS 23 w) RE AR, 85 2 ) PR DR o B2, ANt 2w ORI ER , B i 44 A w) (R 28
Company employees deal with sensitive information. Employees are expected to be loyal,
adhere to company secrecy and confidentiality, shall not divulge company secrets, and
should consciously safeguard the interests of the company.

1. P AT THERNAT RGN RBIULFHMBE . EHTERE, FHER
THR S BB IR AT = 07 B A T RUSMAERT A R e $7I0 (5 10 3500 B0 i
IEREIE. RTHEERANTRERN, DR NNFEEEEANRFESE, Hak
T
All employees handling payroll information and management must keep salaries
secret. Not because of work, employee compensation information may not be
disclosed to any third party or any person outside the company. Salary information
must pass through official channels. When staff are required to verify wages, this

must be approved by HR executives for verification.

2+ AFMRER BIBANARRE . BENA R REH T Flai. RAKHMEIrE a7k
TR BRI E W HARFERMAERFE (BFREART THMER: A%/

G AFEMNBESRNEEE: AFEABEARGEE AFEBEIEIEL AN

7, a5 B, refers to the company’ s confidential information is not known
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8+

to the public, can bring economic benefits for the company, practicality and
security measures confidential by the company or require technical
information and confidential business information (including but not limited
to, the following information: Customer information; the company s customer
price information; proprietary technical information; information
management mechanism; my salary, bonus information, etc.).

ERESF AN, NAMNE N, TR SFE KR VL. observe the foreign affairs
discipline, differentiated, strictly abide by state secrecy laws.

A LAETAE IR BB T A Rl HEMELZ N, A5 A m R E B L5, Rk
LAFTHFEE, BTAEX RN 2o At 5 2w bl e REE B
o R R A F RS B A RGN R, BRI AR AN, A m R IR RR IR 5T LR A
FTAEMI 1. employees at work or away from the date of the company within
two years, the company strictly obligated confidential information, unless
written consent by the company, employees shall not disclose unrelated
persons or outside the company s trade secrets and other confidential
information. Ruoyin disclose company confidential information caused losses
to the company, in addition to damages, the company will maintain authority
to pursue its legal responsibility.

BULE T IR, ROl SEOHL. STERHL. LR & ORI, T I R B AL
ANFHLZ AN, employees in the use of telephones, fax machines, copiers,
printers, and other network equipment, pay special attention to prevent
leakage of company secrets

SR A NOR B, R TS A A, SATARER, RAHTHRE. when the
leak occurred, the staff leadership of the company must be reported
immediately, in time, may not have to hide

e LIS, T NAERTE SO AR 0. AR, T M
Wity B, BRTER AT, DU AL BRT R i i ORI A B A BT
#l. the termination or expiration of the labor contract, employees shall
return all documents, drawings, records, memos, manuals, specifications,
design, equipment, archives, disk and tape, as well as any other information
contained or may disclose confidential information.

REARMEANTSEH . $ ILA T RS B . may not be reproduced without permission,

copying confidential company information.

$-& EKEBHE ATTENDANCE

#—2% T/YEWE working hours
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IAENG LY RO B — 2 BT, B4 9:00—12:00, T4 13:30—17:30,
Office workers working hours from Monday to Friday, morning: 9: 00-12: 00 pm 13:

30-17: 30.

¥ EHEH P Attendance Management Measures
1. AFEBEAEYICERS, BT (ARG EAFHIRAGERIN RigAa#E LT
YT, il a . AR LAt 0 TR RS, ZEic e E S H TERY
Wiz —. FTRUAIHANSIT, AUHEIT . the company set up a time and

attendance recording systems (except for the general manager and a part—time

staff) employees should be company policy to work punch card, time attendance

record. The company in order to calculate employee attendance, one of the

bases for calculating monthly wages attendance record. Punch must be

performed by himself, you are not allowed to pinch card.
2. R3], FiB LATE AND LEAVE EARLY
(1) T RF A R RS I 8] 8, M B )2 5 Bk 3, 3 8“8 57, Company

employees shall be stipulated time attendance, where working hours after

arrival, are regarded as “late.”
(2)  NT BB AN, REFREIRSW TR B IRET S, —HU < HiR”
e M HFIRE ARG /NE, AT H A, BN, DA T—

HAb#¥ ., Where a time attendance at work, while privately without leave

or leave early by filing leaders, all to “leave early” count. Day who

leave early for less than four hours, half a day to deal with absenteeism;

more than four hours by to deal with absenteeism day.

RE|, BEIBALTI#RAE: Late, leave early standard punishment:

RAEREY A

Occurances/Month

2R (R

Economic Sanctions

oAt AL 1T

Other Forms of Discipline

%#W\ 1st Time

%% First Warning Write Up

e nli—

B VR 2nd Time

FE 8PN &K T 1 JG Bach minute 1

RMB is taken out from the salary.

B =K 3rd Time
HUUIR 4th Time

;ﬁﬂwﬂ\ 5th Time

B4R K T8 1. 5 JC Fach minute 1

RMB is taken out from the salary.

5 J\IK 6th Time

EEIGES

3. B I absenteeism

(L BT RE Bl RSB 8Ty —HED L,

If there are no punch or attendance records and no attendance credentials,

this will be regarded as absence for that day.
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(2) THITNE, WIEY T A . The following actors are treated as

absenteeism:

Ay ANEYE, TAFAEMR T4 Do not work, those without any leave

procedures;

B. R¥ICH, NIpEERTLA F¥YEE; The holidays are over, Xu Jia

procedures do not apply for those who do not work;

CAIER ARG, 8 8 B TAE X4 ; Leave without authorization to leave

their posts by

D. shHN )G, DNENEIKE . After mobilization post, who is not timely

duty.

6+

T~

(3)  WIL—KIn 1 RILB, RIESEY THRELE, SEERA R TR K
PAES, 9B e AR, DLESHB UL, A FDR S5 RT3 R &,
FHOR B 4% 597 8)) & [F) 2kt — B A2 th s B A R0 R BOBUR] . add, subtract
1 day absenteeism days’ wages, employee absenteeism and over five days,
or within ten days of the year a total of absenteeism and more, as a
serious violation of company policy to deal with voluntary resignation,
the company will work with its labor relations, and retention according
to the terms of the labor contract further right of recourse losses

resulting company.

BITR: RLERRIER W R Bl R IIR s B A, 27
EHEZ TSN R A AT EUE BN A P S0 TR PR AL B . forget the punch:
the staff forgot to bring the card for special reasons, forget the credit
card, the card is damaged or attendance machine failure, before work or after
work should be made in writing by the administrative staff to register for

special treatment.

ShEh: SMENR A B ERMTIT A AN . R ALESN L BRI S R E S
TAETRRMFNE, —&RKIILY LA, Field: Field filing direct superiors
before going out. Where to go out without the approval of, or in use during
the field-work related things, once discovered by absenteeism.

7. ATLHZENRIHEES (MEHMER), FTUWER, JFmsEtN (AnTs. &
MBI H 2 M) 287 J5 AT, IR ANFMMEIATE Bl kG ™. Travel:
staff travel should be completed in advance “Travel approval”, specify the
reason, approver (company s leadership, the department manager or project
manager) signed only by the travel, and the Ministry of Personnel to submit

attendance records management
JNFE overtime

(1 wrEEN EEE A TR 2, (ERNL S SR AN S a P 7 2 0 ThngEe, 5
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TN AWM ZHE. Inprinciple the company reasonable arrangements work
pace, but the sudden and urgent business needs employees to work overtime,

the employee should consciously obey the arrangements

(2> DRIARHR AR A 58 BT E S ERAE 73 20 L U IS TAEI . AU A8 IR G I VAT 55 75
AR PR ) TARR . BLRAS N B BAE A 2 sl TARR, AL,
because their jobs are not completed while at home or at the office of
overtime work, temporary tasks assigned by the leadership of the need
to work in a non—working hours, as well as individual voluntary overtime
work in the office, not regarded as overtime.

(3) By sl H 4H 2 HE 5 AL A R I AR AR [ BEAT SR AR SR vh AR, ML
DNIRE o INEIELA U S B S CNBIE 7 o A% 5, Y WTINBIE S 1 A 00 AN BIE RS 1],
ZEE B AFUT LS BT EE P AR A . INBEIA A 7 L HE 4T R IR R
NFIIAE LI, AEIEE TAEXAL. because the company or group of items
needed at the corporate office to arrange non—working time centralized
collective work, regarded as overtime. Overtime must first fill out the
“Overtime request a review list”, indicating the subject and estimated
overtime overtime, after the direct supervisor, the company leadership
for approval to the executive manager of the filing. During the overtime
regulations required punch to the company and the office can not be
unauthorized absence from work.

(D A FMPEEURN E AT, KRBT SNIES (R W EBRS. the
number of companies on the implementation of the principle of overtime

days off, not be counted as overtime (except legal holidays).

(5 A INYER BRI G — A H RS S, RS DL AR 7 2 S A pe %
IFIRARIR, AU A w) U d LRSS, 7 S f R RIS 1), 4R A 3R
i N4 2%, all the overtime hours required within one month after
overtime days off is completed, the special situation because of their
work on time and can not really days off, and must be approved by the
company leadership for approval consent before deferred days off the time,

and reported to Human Resources staff positions for the record.
8. JAfK sick leave
(1) AR, MHR gLl EEBEREH . employees on sick leave, should

show proof of more than two hospitals

(2) R R ANE/IMEFEAL. the use of sick leave with half the smallest

unit.

(3)  AREEEAAR, AREEHEESCH, & LARA G E BT VML,
AR MEAR BT, ANHE NG NR . No more than two weeks, the
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(4

(5)

(6)

company enjoys the right to review, the staff shall be confirmed to the
designated medical institutions, and to provide relevant medical
documents, after the Ministry of Personnel confirmed regarded as sick
leave.

LSRR GRS — > F BA% G 16 8 A9 1k [m] AR B A7 I a6 250 A B A H A
HI{EREUERH . Where more than one month of continuous sick leave at the
time of illness or infectious disease patients return to work must have
a health certificate issued by a doctor.

LR IE R BOIE R, AR 7 B S A m IR EE I, A R AT DA T
e wi BRI fR R 55 3h & A o employees for falsifying sick leave
certificates, will be considered a serious violation of company rules
and regulations, the Company is entitled to issue a written warning or
immediately terminate the labor contract.

SR BT WA 8 S B B4 [ S O 7€ ) 25K 04T - Determination and
calculation of wages of medical staff to perform the terms of the relevant

state regulations.

9, BB leave

(D

(2)

3

AFNEN EARRVFE R, FrkE oL T kBT BET A B e A 7 STt in
principle, allow the company please leave, special circumstances may be
submitted to the executive manager of the company or the approval of the

leadership.

FUERRBOE R P 0, I FERE R BN T H B Leave a few days
to start annual leave deducted over several days of annual leave is unpaid
leave.

1B THERAE R A 10 K, o & THEERIIAGEL 5 R, &
M E BB ERAL B . BRI BLBR AN In regular employees leave may not
exceed 10 days trial period of leave employees may not exceed 5 days,
otherwise do voluntary termination processing. (Except for special

circumstances)

FT=2k EBRIEREZFE leave Precautions

HLEBRNFLES GHFERPIER), SHIERFHLHE, FEFARSAREEN, 1
KZWHEHATHSERME, 2 RZNFEFLE SEHUS S B ERME, 2 KL
FHEBEEL AL HMALH . employees should first fill in leave “leave

IR

application”, states leave the subject and date, and confirm job agent, within

one day administrative leave by the manager’ s approval, within two days of

leave subject to deputy general manager or assistant general manager approval,

more than two days leave for an approval by the general manager.
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2\

AT 2 R (5 2 %) VL ERBIAL AT — 4 g, 15/ 1 REIFTIRAT 1 K32
g, BaAFHEHE. any two days (including 2 days) holiday a week in
advance must submit an application for leave to apply for an 1 day 1 day in
advance, or can not be approved.

1 TR GESEE R/ MR [ S 14 R (BFEEETRH ). each successive
staff leave / vacation time not exceeding 14 days (including holidays).
T JEE R/ M R B S, 752 /D W — 8 7 nT R 22 il 15 R the original
staff leave / vacation days after the expiration, you need at least a week

before the expiration of the leave continue to apply.

R A By T T AR B AR DAANSE I AR Y SR, AR ARl 6 TR s BRASAREEN,  [F)
—HB T B A ST N ARR IR 1S DU AN F I35 R . employees leave important
positions should not affect the approval of the principle of work, you must
specify any deputy on leave, the same department as the main person

responsible for the non—special circumstances can not leave at the same time.

AL I OUE S e ok I R PP R, AR E Y H PR /N e
W R E % BT, WIS S, EERVFA R R TNAE B 2 RANMME R
Flf, HMFLY TAE ., employees if the issues can not be in accordance with
the urgency of the situation prior leave of the approval process should call
this leave within half an hour after the date of the direct superiors at work,
explain the reasons to leave, after obtaining permission to leave the staff
should go through the formalities after the work day, otherwise press

absenteeism.

X T AL E T AR R EG RV R IR BB, B R Bl TAL R, JF7 LUITER.
do not follow the prescribed procedures for leave or trickery to defraud

holidays of the vacation period by absenteeism, and be dismissed.

FI% BEBRFEFMFIRE Leave approval process

1.

3+

HW 1 REW, ANEE GHRPIER), HITBTSBEHZ, %%; Month day of
holiday, fill out the “leave application form”, reviewed by the
administrative manager, for the record;

AW 2R (&2 B, AANEHE GHEERBEER), B a4 P B2 i
- ITHBERAE I FZ . %5%; Two days of the month (including 2 days) leave, I
fill out the “leave application”, reviewed by the Administration for approval
— deputy general manager or assistant general manager, for the record;
HW 2 RUEEIH, ANES GERPIER), HOLBEHEH~TEETSHEEZ . &
2. For the month more than 2 days holiday, I fill in the “Leave Application
Form”, the audit by the approval — Administration Manager, General Manager,

for the record;
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4\

AT RS A BB A M4 s i — T HGR LS 2. %%, Executive level
management personnel leave must be audited by the approval — Administration

Manager, General Manager, for the record.

#=%& HRITHEF Employee Benefits

¥—% EHFEEM National statutory leave

1\

B E R E TR, AR BRI EZAHRIE R the case of national holidays,
the company except holiday accordance with relevant state regulations;
“=I\7 WAVE R TR R 7387 section of female employees a half-day
holiday;

& CEPTEHRECE T L “TTHEAT” MCFATT, An R R B0 AR 2 B i)
s CONTJLETTT ARGAANE 14 AT TRILEAY). the case of
“National Day + Mid-Autumn Festival”, “New Year’ s Day” and ”"Spring Festival”,
the company paid to employees welfare or holiday gifts; “Children’ s Day”
company to have disgruntled employees 14 years of age children send children

gifts.

B4 FHRR Annual leave

1\

ZINTAE S 1 FAN 10 1, FARKME 5 K to work full year but less than 10

years, 5 days annual leave;

S0 TAE 53 10 AN 20 20, AR 10 K5 to work full 10 years less than

20 years, 10 days annual leave;
ZI0 TAE 53 20 10, AR 15 K5 to work full 20 years, 15 days annual leave;
SR I Z HAE S (R NHRI (RS A 5858, annual leave must be used

up when the annual schedule (calculated according to entry time),
FAFH AT BFAE T —4ZF. the unused non—cumulative to the next year.
FERREONEARE 98, BY s AREEEFEARBR = RAR AR BOR B - R the

number of days leave deducted from annual leave, that is: this year the number

of days of annual leave should = annual leave days — leave for several days

F=2% HEEKEAF4E SOCIAL INSURANCE AND HOUSING FUND

O A AR B AR S E N B3 Tt ORI S AR (Ff—42) . Companies pay

social insurance and housing fund (five insurance payments) for employees in

accordance with relevant state regulations

FI0% EBIRAMNEEREEE COMMUNICATIONS AND MEAL SUBSIDIES

l\

23 ) [ REAT 53 TR G AN I o
The company will pay each employee a monthly communication subsidy.
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2\

N RAVREE 7 TR B s
The company will pay each employee a monthly meal subsidy.

BH% BHE~HK MARRIAGE LEAVE

1\

FE ] TARH—F LB R Tl 2208 (IXBRAIEE) F17°{8;: more than one year
in the company’ s employees can enjoy the marriage (Only first marriage) and
maternity leave;

98 R+15 K (B H) +30 K (M=) +16 R (ZMufia 24— 2L)

98 days plus 15 Days (childbearing) + 30 days (dystocia) 15 Days (each have
more multiple births a baby)

BB BOWIA HEAR TR R .

The basic wage during maternity leave and marriage leave will be paid as usual.
R -5 R TR LUIRA 156 X

Male employees can take 15 days for Nursing/Paternity Leave.

$EAN% FESKE ANNUAL PHYSICAL EXAMINATION

].\

2\

EHEE: BRYFEHANIRA TART A AR IER R T, Scope: all serving
full-time staff in addition to new recruits of the year.

SRR E: AT G nERAT . the implementation of standards: according to
unified standards

SR HARATEGER T, B A ZHEE F2E4EE . the implementation of the
organization: from the Administration Department is responsible for the time

schedule in the first half.

FIE  HERYME TRAVEL REIMBURSEMENT POLICY

1\

A R T ZELAZE BHiE BRI, J7AEECER S, WUH AR 22 d
THZH 5 5753, employees must travel after the approval of the direct
superiors, only borrow travel, group travel team by the project manager in
charge of the borrower.

G MR 22 A 9 R R b N SEAR SRR B 7 7%, R OR A HH 22 A Bl SR 1 72 R
BE e 44}, staff travel accommodation adopt within the prescribed standard
reimbursement method, the daily travel allowance fixed according to the

actual number of paid days on a business trip.

i T HAMHE TRAVEL MODE SELECTION POLICY

AL T HE 2557 B 1) #E
TRANSPORTATION LIMIT REMARKS
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KWL CREERR/ 25510 Bk 55
}7% Aircraft (Business Class), high-speed

rail business seat for special approval.

SN AT
i general manager

and director of the

Rkt oL r] oA, R
AR Only under special

circumstances. Normally use

Normal is economy class only. Company economy class.
KL (&) Flight Economy class G none
BB (RN KL k55 B soft R
seat (lying) trains, high speed rail economy Management
e (B KZE | mk TR
Soft seat (lying) trains, high speed rail 36 none
economy
Kﬁ/ﬁ? Coach JC none
tﬂﬁfﬂﬂi Ij‘] iﬁ Travel to City 36 none 'J:'T&'J:'!Eﬁ Accountable
BNt 22 18], 4 BR1E
O, ALEEAYE,
%HZF— Car 313 none ﬁu$ﬂ$ During the travel
team, under approval only
employee can rent a car.
H ZE 1T PN 2238 Travel to City G none SR 54 Accountable

4, {FmEFHERIE  STANDARD ACCOMODATION PROVISIONS

3T ZE A1 2R FH R AR A 9 Sl SR I 7% . Staff travel accommodations
standards adopted within the prescribed method of reimbursement. Based on Per

Diem for US based travel.

5 XL

I

PATE. 1ELE
General or 400 J©

Operational Level

RIS vice .
600 Ju
President/Deputy

C-Level/Managing 1000 JG

Director

occupancy standard.

1. I HERE, TEOSHEAAE, T ia.

Exceeding limits, prior approval required before incurring expense
2. PATE MFNZE R TR A2, AMEXA
R 7H 8] General or Operational Level employees of same

gender on a business trip with two people will share one double

5. HZEIMER#E REGULATIONS ON TRAVEL SUBSIDIES

5 T M 2 U 2 Sz B Y 25 R B 2 45 4+) .« Staff travel allowances paid according to the
actual fixed number of days on a business trip.

MU 424/ R Amt of Subsidy/Day

%ﬁ Remarks
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2y 8] B IR B

455 : 000

50 JG./K 50 RMB/Day

IR0l T BARIE R IE B 5.

Calculated in by dates of travel vouchers

W ZE WAL SR A R S 2 S 4T H k. NOTE: business entertainment
expenses during the trip must be approved by the general manager prior to incurring the

expense. Non-approved expenses will not be reimbursed.

HLE

TP AR FIM %48 P8 OFFICE EQUIPMENT AND

NETWORK USAGE

B—% FRTHARLRMEH ON THE USE OF OFFICE EQUIPMENT

o] T A AR TF RN & o 0T R IR %8 A IR Clndseit . 5
Bk S G REIRELEES) | SURR A EE R TR, BT EAE R
T8 B RARAE LA FHAR L) GG 2 B A& 9 H - employees shall properly using

company computer equipment. For damage caused by abnormal use (such as

1\

wrestling touch, squeeze, water, cold, heat, unauthorized disassembly and

maintenance), shall be promptly reported to the relevant authorities, as the

case of losses caused by gross negligence bear the corresponding compensation

or maintenance costs

Y ENE S KA ELR, AFPRAE A A ERNAEL N AR © for the loss of

computer equipment and accessories, the company will depend on the specific situation

accordingly be handled as follows:

(D

(2)

X AR FE B _EBES T 4 JF BAE A R A SN BRI ER, ~F 57
TR R I S AT SR AT, DA R I SR EBURH 5 8 PR 66 2R 8 R [0 2 s 3 22 1L
WEZEH . For items that occur within the company and prescribed
working hours lost in the company’ s office, employees shall promptly
notify the relevant authorities to take timely and relevant insurance
claims reported to the local public security organs and other measures.

X3 B LI P R A T A0 S LS F ke, A AL
R A TR S S A el R 5 I B Se ) i s AT I s 2R ] B3 T RE R fit
A BRI R AR RIS SATBOE BT, F RS DL S AT A PE.
For non—company work within the specified time or place outside the
company s office items lost, the company is entitled to require employees
to use equivalent or equivalent in kind in the form of compensation; if
employees can provide the local public security organs related records
report to the administrative department, the company will, as the case

be dealt with separately.
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B4 HEEMMEHEZEN USE OF INTERNET AND WWW

1\

4\

ANFIRFEANM G N AT TA/ERFHI®. and the company’ s computer network to

use the work.

NEIAREI A T AT UM ES, RAFARSIESE, AT DR X 245 18 24
HIR & IE4ET P N E A RS . the company the right to inspect the company’ s
internal computer and network, keep relevant records, to ensure that the
network is used for the maintenance and proper use of the user should enjoy
the service.

BN T PR R AR MR AREAT O PEREPE . IR AR IA] . A5 S,

23 )R] DL — R 5 P R SN X 2 A, DR A A DG i A8 X 2 5%
AR FE. AFAPEE T 2 7 AT AL R € BdE AT
8% %% . when the company in order to prevent the leakage of trade secrets,
illegal acts, sexual harassment, a waste of working hours, when credit risk,
companies can monitor a specific user to use computers and networks, save
the relevant records and the use of these records without prior gain user
agrees. Companies have the right to check the data belonging to a particular

network device and computer—related companies

On 7] W] AR A 5 1 B RGBS THE BRI ZE 1 51 o the company can 1imit

the harmful or unauthorized access to computers and networks

FE=% THAEZIERME T RS PROHIBITED NETWORK USAGE

1\

NSRBI T IR eSS, EZE AT AT BE R ECA B 44255 (55 2 32 2452 2K 1Y
179 ZEAARM R EIRAUHIAT Y, nes B 585 1 %@Lk&ﬁ%ﬁﬁﬁaﬁﬁﬁ)\ﬁ‘]ﬁjﬂo
BARHUWF: the company provides network access services, but prohibit any
behavior may lead to the company’ s reputation, reputation and interests have
suffered losses; prohibit any unauthorized behavior, such as theft or damage
to information; forbid anything that would interfere with the actions of
others. details as follows:
i R A AR AT ORI . AR ARVERI T . (U7 AR
2 10 B A 2 SEAR IS AT ST A B DT R AR B ARk, RIS R A A TR D
containing the access code of conduct and violation of public order
antisocial, illegal page. (The same access to those prohibited by the illegal
or entities owned or run antisocial page, even if its content is no problem)
GHUER .
To steal information.
B B SR .
Alter, modify, or damage information.
REFBMHENTHF L
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Unauthorized access to computer.
6. RFANKIE W CRED .

Infringement of Intellectual Property or Copyright.
7. HERPBAREEA NIRBTIAT A -
Other similar illegal behavior.
U s BT R MEASURES TAKEN AGAINST ILLEGAL
ACTIVITIES
X3 S AR S B A ) I ) 1R A A 2 X 4% UK (94T 9 » Bl A1 i s 2 ) e A 0 5 T
SR PSS B2 AR STANE A, 500 B A I )% R TR S5 et — B %
7 TR RFEMNFER R 51E. Other network-related violation of the policy or policies
developed by the company’ s behavior will be regarded as a breach of discipline and
by the provisions of the company until a written warning to terminate the labor
contract, the company will put forward serious cases the employee financial
compensation and further investigated the employee’ s civil and criminal liability.
FH&LEE. 527 CIRCULARS, NOTICES
=D 1B AT 5 A A R I o N Bl B /AN TR/ R T 7 DT R =S A G B A
N B R HPAT, R TTARURESE B FEBARATHIFE . The company QQ
micro—channel internal group or an internal group or timely disclosure of all the
provisions of the company’ s information to all employees. Employees must pay
attention to read and execute, not employees may not see or do not know the grounds

as an excuse not to perform.

FNEWR . BR5%24ET FIRE, SECURITY, AND SAFETY

S%—% MBI FIRE

Lo “TBi R E" A ml B TAET B SRR POREE L, FHERIOCKT . S HLN
KA RITEHAA N B . B IKA . W KARRFH BBt &% 41 IBCE
B, NEWHEEWs, BSAEWEE H. “prevention” is the company’ s
fire—fighting approach. Strengthen fire, heat management, work should turn
off the lights, turn off the computer, close the window, closed and other
appropriate device power. Familiar with the fire boxes, fire hydrants and
other fire fighting facilities, equipment or location, are not free to move,
but can not be used for other purposes.

2« RICHBIIRE RS 119
If you hear the fire alarm call 119 immediately.

% %4 SECURITY

ERZERFAN R TNIME, RTNVEFReME, Prbiidkd, RIEANSZEMA
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A WA AR E o BEIN B SR R AR X, W AN 22 R R B L R[] B2k 35 . Note
security is the responsibility of every employee, employees should comply with the
safety regulations to prevent accidents, ensure the safety and property of the
company from damage. Keep an eye out in your work area, if found unsafe should

immediately report to their superiors
=% WX POLICE
1. AR R TR A A RRZE, NN R %2 TAF. employees shall comply
with the provisions of the company’ s security, we should actively carry out
security work.
2. YIS A R R e i 1) % . the company issuing the

required items must hold out the bar when shipped out of the company.
3. =, PilbAMW. vigilant, to prevent outside thief.

BI% B/ EHLERERF HANDLING ACCIDENTS
1. SZEP EE: A TR, RIS i, N, BEJE /N B A A 7 A
FEE ], directly and immediately report to their superiors, to take
active measures to save rescue was followed within half an hour notice to

the Company the relevant administrative departments

2. WHRHEHWMEP K, R HEBINZ. to avoid the expansion of the accident, the

scene of the accident protection.

F-LE HE¥WA OTHER NOTES

1. AEBAEICHR AR SN AR SR SE AN, 2 =) B2 BT BUE 2 AR S A
R JE M FEATEF X e . #MFEEALPE . the content and related regulations
compilation of the Regulations are not covered by the company management
or administrative unit targeted determined in accordance with the relevant
principles, supplement or treatment

2+ ANW G TR R EARUE BB IR BRI, B R RS RN, HE R
TR A RN R R G AME TR, KA RIRASEZ AR M AT AME K
employees of the Company for breach of the above provisions, or other systems,
in principle, by the termination of the labor relations, the parties to the
Company’ s employees are not entitled to financial compensation claims made,
the Company will not receive any compensation for their economic
requirements.

3. FIRABERAF R R TR, BHE. FE, HILFES. above all the staff is

aware, understand, agree to and abide by.

4, AREHMEM 2016 F 1 H 1 Hilg#4T. the regulations effective from January
18/19



o8] I B %% 000

1, 2016.

At 2 A A A 2 L T R A R A 7]
20154 12 H 25 H
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