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1 &0 General Policies
1.1 B

1. 1 Purpose
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According to management requirements, Sanpower Group hereby authorizes the
International Financial Management Center (hereinafter “IFMC”) to manage the
Finance Department of subsidiaries and issue this Accounting & Financial Policies
and Procedures Guideline (hereinafter “Guideline”). The Guideline accords with the
Vertical Line Management Policy of the Sanpower Group (Annex I) and the relevant

Power of Attorney authorized by Sanpower Group Chairman.
1. 2 & Ve
1. 2 Scope
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This Guideline provides guidance for all Sanpower Group’s subsidiaries
(hereinafter “subsidiaries”) under the management and supervision of IFMC, on
financial management principles, Finance Department personnel management,

financial accounting and review, funds management, expense management etc.
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1. 3Communication Principle

&~ FRYE A B ER, 752 = AR B A AR S, i
(ARG CBHE =D AT 7h P8 A5 T e A, [RI I rea [ DA i (AT B %
ke B SURNEAT BRIk B e Mt =R ERE K S5 .
Subsidiaries shall follow the Guideline, for items requiring the approval of
Sanpower Group Chairman, subsidiaries shall concurrently submit “Sanpower
Request Form” (Annex II) as written requests to Chairman Administration Office, and
provide relevant documentation to IFMC. IFMC will review and then provide

comments to Sanpower Group Chairman for final decision.
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2.1 The head of subsidiaries are responsible for the authenticity and
the legitimacy of business operations, and have the authority to review
and approve financial transactions concerning its normal business
operations. However, the authority should comply to the Guideline and

within the approved budget.
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2.2 Subsidiaries shall report to Sanpower Group Chairman for approval
and inform IFMC concurrently if they need to make external investments,
credit lending, financing, guarantees, set up related companies or
subsidiaries, or provide equity incentive schemes. If subsidiaries
require guarantee from Sanpower Group and cooperation from IFMC, a

detailed plan must be submitted in advance.
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2.3 IFMC has the right to provide Sanpower Group leadership advices
on the appointment of subsidiaries’ CFOs and other key Finance personnel.

Once approved, the board of the subsidiaries will announce the



appointments. The CFO of a subsidiary is responsible for safeguarding the
subsidiary’ s assets, and has the right to refuse the execution of any
activities outside Sanpower Group’ s policies or authorizations; such

activities must also be reported to Sanpower Group.
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2.4 Subsidiaries could set up reasonable accounting positions based
on business needs. However, cashier shall not be concurrently in charge
of reviewing, accounting record keeping, revenue or expense recognition
and creditor and debtor reconciliation. Accounting personnel shall be
periodically rotated among different positions according to the planned

schedule.
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2.5 Sanpower Group is responsible for supervising subsidiaries’
financial management and assessing subsidiaries’ financial performances
and quality of work. IFMC could review and audit subsidiaries’ financial
records, and requests to obtain read access to subsidiaries’ financial
systems. Subsidiaries shall respond to and cooperate with such requests

timely.
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2.6 Financial Management Principle for Subsidiaries: subsidiaries
should establish and refine financial management policies and procedures,
which shall be strictly implemented after Sanpower Group’ s approval.
Subsidiaries should continuously improve fundamental financial
management; accurately and completely state the subsidiaries’ financial
conditions, operating results and cash flows. Each subsidiary should only
set up one official book and set of accounts. Neither fraudulent financial

accounts nor private use of company assets in any form is allowed.
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3. 1 Fundamentals of Financial Management
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3.1.1 Subsidiaries are responsible for the preparation of “Accounting Manual”
(hereinafter “Manual”), which defines and standardizes accounting basic tasks. Any
production-related and operation-related economic activities should be recorded
timely, accurately and completely based on the original records and in accordance
with the requirements of the Manual. This is to ensure the accuracy, validity and

legitimacy of financial records.
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3.1.2 Subsidiaries shall establish and refine the “Budget Management Policy”
and standardize the fundamental work such as initial budget creation, review and
approval, execution, monitoring and analysis. Next year’s preliminary by-month
Budget must be submitted to IFMC by November 16th and final Budget by December
8th. The Budgets must be approved by Sanpower Group Budget Management

Committee before implementation. Subsidiaries can request budget to be adjusted at



mid-year. For expenditures beyond budget or without budget, according to
“Classification and Authorization Chart” (Annex V), all subsidiaries shall
concurrently submit “Sanpower Request Form™ (Annex II) as written requests to
Chairman Administration Office, and provide relevant documentation to IFMC.
IFMC will review and then provide comments to Sanpower Group Chairman for final

decision.

3. 1.3 NEAmWSHMNARSE 11 16 HETHRACH A FIRFEAALF R (4
) Wik, 12 3 8 HarsesciB ks, IR 300 H b i) 5¢ et Bl it

AT AT AR 4

3.1.3 Subsidiaries’ Finance Departments should submit to IFMC next year’s
preliminary “10 Operation Metrics” by November 16th, and revised Version by
December 8th. Subsidiaries should also review and monitor the progress against the

10 Metrics on a quarterly basis.
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3.1.4 Subsidiaries shall establish and refine the “Assets and Inventory
Management Policy” to ensure all transactions are recorded accurately and timely.
Subsidiaries’ Finance Department shall also perform regular or unscheduled physical
asset counts (a complete physical counts of all assets should be performed by the end
of each year) to ensure the consistency between general ledger and sub ledgers,
ledgers and physical assets, ledgers and assets registrars. Such counts should be

audited by Sanpower Group Audit Department.
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3.1.5 Subsidiaries shall verify and confirm the amounts of any non-budgeted
losses and investigate the reasons. Such losses and investigation details must also be

reported to IFMC.
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3.1.6 Subsidiaries shall report to IFMC any significant and abnormal accounting
issues or events. IFMC shall then report to the Line VVPs for approval to assist the
subsidiaries to resolve such issues. Subsidiaries shall report timely the outcomes to

the IFMC for record-keeping purpose.
3.2 BERHEAL
3.2 Reporting Requirements:
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The schedules of submission are as follows:
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3.2.1 Monthly Reporting and Work Plan Submission:
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a) By the 5th of each month: Prior month’s preliminary performance
results, including revenue, operating income and net profit figures. The
information can be the best estimation at the time of submission.
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b) By the 20th of each month: Prior month’s management accounts and

financial information as requested by the IFMC (Annex I11). Subsidiaries must



promptly respond to any IFMC’s follow-up questions relating to business
operations and financial status.
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c¢) By the end of each month: Next month’s work plan (Annex IV). The
IFMC has the authority to monitor the plan progress and assess the quality of
work completed.
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3.2.2 Quarterly Reporting: By the 15th after each quarter: Prior quarter’s
management accounts and progress analysis on “Operation 10 Metrics”.
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3.2.3 Semi-Annual and Annual Reporting
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a) By July 15th: First half’s preliminary management accounts;
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b) By January 20th: Prior year’s preliminary management accounts.
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3.2.4 Audited Report: By March 31%: A copy of audited report and a list of
questions raised during the audit process (if financial year end is December 31st).
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3.2.5 IFMC and subsidiaries’ Finance Departments shall have one meeting each
month. The agenda items include financial and operational analysis, business review,

taking stock on progress, coordination and follow-up on individual projects.
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3.2.6 On a semi-annual basis, subsidiaries’ CFOs shall submit a self-performance
assessment to Sanpower Group Chairman or the Group’s CEO, and Line VPs.
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3.3 Financial Capital Management
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3.3.1 After taking consideration of relevant regulations, Sanpower Group adopts
a centralized financial capital management approach, and tracks and monitors
subsidiaries’ working capital flows. Subsidiaries shall assist Sanpower Group’s
treasury-related plan, e.g. capital pool etc.
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3.3.2 Subsidiaries shall establish and refine the “Financial Capital Management
Policy” following Sanpower Group’s financial capital management policies and
requirements, subject to modifications according to subsidiaries’ unique operating
nature and specific management requirements. Funds shall only be used according to
the purpose specified in Sanpower Group’s approved budget, non-authorized use of
company funding is strictly prohibited. Expenses beyond the budget must be strictly
controlled and reported to Sanpower Group before payments are made.

3.3. 3 TIERA AR RAT 45 B AR ) e BRI O T B e ) 2, JF IR
UE H 3 28V Sh 25 ML 55 BRI T e s 7™ M 1R Y R s <, kS e v
Bl P o G S ARAT IR B 220 P AT A€ I I < A R e R 2



3.3.3 Subsidiaries shall ensure the completeness of bank statements, safeguard
monetary capital, and ensure the smooth running of daily settlement activities. Cash
usages shall be restricted within the specified threshold, and any usage beyond the
threshold must be settled through a bank. The limits of cash on hand specified by the
banks shall be reported to IFMC for records.
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3.3.4 Sanpower Group will request occasional inspections of subsidiaries’ bank
statements, cash ledgers and bank reconciliations on a monthly basis; such requests
shall be unconditionally complied without objection. Subsidiaries shall strictly
comply with the settlement disciplines imposed by the banks. To protect subsidiaries’
financial assets, subsidiaries shall not disclose bank account details or lend funding to

unrelated third party stakeholders.
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3.4 Expense Management
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3.4.1 Subsidiaries shall establish and continuously refine a robust “Expense &
Reimbursement Policy”, strengthen the daily supervision and management of costs
and expenses, and strictly control all payments.
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3.4.2 Subsidiaries shall establish and continuously refine a robust “Authorization

and Approval Policy”. All payments made must strictly follow the policy procedures.
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3.4.3 Subsidiaries shall review and evaluate costs and expenses, and
continuously optimize the cost structure. IFMC shall analyze subsidiaries’
expenses on a monthly basis. IFMC shall investigate the reasons of any

issue, and propose solutions for improvements.
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3.5 Related Party Transactions
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3.5.1 For related party transactions between subsidiaries or between subsidiaries
and Sanpower Group, contracts shall be signed and such transactions shall be engaged
on the basis of mutual benefits and equal exchanges. Settlement pricing in the above
mentioned contracts and transactions shall be reasonably determined at arms’ length.
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3.5.2 Settlement between subsidiaries and related parties outside Sanpower
Group shall be based on market prices. Subsidiaries shall report to IFMC on
transaction details (including names of related parties, quantities, unit prices etc), and
associated incomes and expenses on a monthly basis.
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3. 5.3 Sanpower Group encourages subsidiaries’ procurement in
mainland China to be completed through the companies designated by the
Group. The total annual procurement or cost savings will be added to the
current year’ s KPIs of subsidiaries during the annual performance
appraisal. The exact measures shall be approved by IFMC and distributed

to subsidiaries for execution.



4 f 5B Inspection and Supervision

4.1 8

4. 1 Inspection
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4.1.1 Finance personnel shall promptly report to Sanpower Group on
misbehaviors that may cause any harm to the Group or the subsidiaries.
Other non-Finance personnel shall also promptly report to the Group on

violation of policies committed by Finance employees.
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4. 1.2 Sanpower Group shall conduct a comprehensive review on
subsidiaries’ establishment and implementation of the Guideline at least

once a year. The IFMC shall promptly report the identified issues to the

Group and propose solutions for improvement.
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4.2 Supervision
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4.2.1 In cases of the following events, the IFMC and Sanpower Group’ s

Audit Department will verify the facts before reporting to Sanpower Group



leadership for resolutions: improper use of subsidiaries’ bank accounts,
lending funds to external parties without authorization, making external
investments or guarantees without approval; improper use of subsidiaries’
funds, unauthorized set-up of separate financial accounts or cashier;

claiming fraudulent expense reimbursement.
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4.2.2 In cases of decision-making beyond the authorized limits without
Sanpower Group’s approval, the IFMC and the Group’s Audit Department shall
verify the facts first, then report it to Sanpower Group leadership for resolutions.
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4.2.3 In cases of missing reporting deadlines, IFMC has the right to provide
Sanpower Group leadership advices on adjusting relevant responsible personnel’s
annual assessment KPIs or deduct performance points. The adjustment advice will be
taken consideration into and approved for execution.
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4.2.4 Sanpower Group will request occasional inspections of subsidiaries’
executions of annual budget; such requests shall be unconditionally complied without
objection. Subsidiaries shall strictly comply with budget policy and approved budget,

unauthorized adjustments or breaches are not allowed.



5 B0 Supplementary Articles
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5. 1 This Guideline will take effect from the date of issuance. The

main related responsibilities are as follows:
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5.1.1 Responsible Party for Implementation: subsidiaries’ CFOs
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5. 1.2 Responsible Party for Training: Director of Sanpower Group

International Financial Management Center
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5. 1.3 Responsible Party for Monitoring: Related BP of Sanpower Group

International Financial Management Center
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5.1.4 Every party mentioned above will be accountable and responsible

for delivering relevant duties.
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5.2 Sanpower Group reserves the rights to the final explanation of

this Guideline.

6 P4 Annex
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Vertical Line Management Policy
of the Sanpower Group

B—% B
1. Purpose
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This policy (hereinafter “Policy”) document is designed to ensure the cooperation

and efficiency among the Sanpower Group (hereinafter “Group”) and its subsidiaries.
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2. Scope

A B E T =M N R 2 R E R, & NRM NS R
il FEAUSE 5 A 23 ) SIZ B 156 10 AR AR 1RSI it 40 D) ot o2 4 B 11 o 72 i 4hAT

This policy is applicable to the managerial relations between the Group and its
subsidiaries. With the reference to this Policy document, subsidiaries shall establish
detailed implementation rules or policies applicable to subsidiaries’ specific situations.

Such rules or policies must be approved by the Group before execution.
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1) Vertical Line: Departments and positions that perform the same or similar

duties within the overall group structure.
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2) Vertical Line Management: According to the requirement of matrix
management and the positioning of the Group, vertical line management refers
to the managerial measures taken by the relevant Group departments to

oversee corresponding subsidiary departments.
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3) Double reporting management: The measures to have a subsidiary

department’s direct line manager and the relevant Group VP/EVP managing

the department’s head at the same time.
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4) Supervision and management departments: The Group’s departments
which have the responsibilities to supervise and manage subsidiaries, such

departments include Finance, Treasury, Budget, Audit, Independent

Monitoring Department, etc.
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4. Corresponding Vertical Line Relationships
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The Group's existing Finance, Treasury, Budget, HR, Administration, IT &
Corporate Management, Strategy and Investment, Legal, Confidential Information

Department, Branding, etc. In particular:
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Vertical lines: Finance-related (Finance, Treasury, Budget, Legal, Audit), HR
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Non-vertical lines: Administration, IT & Corporate Management, Strategy and

Investment, Confidential Information Department, Branding
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[Rights to explain detailed line and position mapping belong to the Group.]
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5. Line Management
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There are two types of line management: vertical line management and

non-vertical line management
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1) Vertical Line Management:
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The Group’s departments, which have the responsibilities to supervise and

manage subsidiaries, implement vertical line management on the corresponding

departments at subsidiaries. The vertical line management takes double reporting

measures:
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Double reporting management: for subsidiary departments, their first reporting

person is the relevant Group VP/EVP, who has the vertical line management

responsibility and approval authority on HR or operation-related decisions. The

second reporting person is subsidiary’s CEO/General Manager, who only has review

and recommendation authority and partial approval authority.
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Functional First Reporting Person Second Reporting
Line Position Person

subsidiaries

Group subsidiaries’

Group subsidiary’s VP or

Deputy General Manager

General Manager of
Group subsidiaries’

subsidiary

Group subsidiaries

Group’s VP

Group subsidiary’s

CEO
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The Group’s vertical line management departments have management

responsibilities and duties to provide guidance and coordination.
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2) Non-Vertical Line Management
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The Group’s departments, apart from those that have the responsibilities to
supervise and manage subsidiaries, implement non-vertical line management. l.e.
there is only a single reporting line for a department/position within a subsidiary, and

the single reporting person is subsidiary’s CEO/General Manager.
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The Group’s non-vertical line department has the duties to provide guidance and

coordination, but does not have management responsibilities.
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6. Duties and Responsibilities
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Authorities of both vertical and non-vertical line departments shall be executed in
accordance with the approval authority instructed by Chairman Yuan, departmental

responsibilities and relevant policies and procedures.
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1) Management Duties for Vertical Management Line Departments
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Vertical line management departments have management responsibilities for
business line-related work. For vertical line HR-related and other key tasks, the first
and second reporting persons must both approve the decisions. The disagreements
between reporting persons must be reported to their HR management for further
evaluation. In the case of vertical line performance evaluation, the first reporting
person’s decision accounts for 70% while the second reporting person accounts for

30%. The specific duties of the Group’s vertical line management departments are:
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1. Manage work plans and budgets
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2. Manage and supervise key tasks/projects
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3. Manage HR-related decisions. The Group’s VPs are responsible for approving
changes made to M8-M9/P8-P9 ranking. The Group’s CEO is responsible for

M10/P10. Chairman Yuan is responsible for M11/P11 and above
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4. Provide recommendations for Chairman Yuan on decisions which relate to

subsidiaries

5. VKRR SREERT ] 218 ) TAE B[R]
5. Ensure collaboration among departments under the same vertical management

line

6. XMFEFRKEAM, ZRI T 5Kk,
6. Enable the learning and communication of Chairman Yuan’s philosophy and

requirements

Ty X RPSREET T BA L

7. Rights to appraise relevant departments under the same vertical line

—. FEEFLERER

2) Management Duties for Non-vertical Management Line Departments

JRTE BRI S L TAR DA TR 3 5 U FIRTT, JF2 X4 T 20T
FREGRE, HhARE B RN R4 TAE S 3095 AL KL BATES
B RTINS SR 10 E AL, HARER 5T

Non-vertical line departments shall provide guidance and coordinate work with

corresponding departments of subsidiaries; and participate in annual performance





evaluation of these subsidiary departments. In the case of performance evaluation,
non-vertical line accounts for 30% while the vertical line manager accounts for 70%.

The specific duties of the Group’s non-vertical line management departments are:

1 X SRR E R AR AL 5545 5

1. Provide guidance on key tasks/projects

2. XMEFRKIEEW TEALED, RS
2. Provide recommendations for Chairman Yuan on decisions which relate to

subsidiaries

3+ MR AR A SRR Z 18] (1 AR B[] 5

3. Ensure collaboration among corresponding subsidiary departments

4, WFEHEKEA, BRI 5k
4. Enable the learning and communication of Chairman Yuan’s philosophy and

requirements

NTBATHREE AR S50, AR, KA ET]/ MALE N
ORFFIE I 0 H VI8, P TAEE. 5 HLH] .

In order to fulfill the responsibilities of business line management and guidance,
improve management efficiency, corresponding departments/positions shall ensure the
effectiveness of daily communications and establish coordination and guiding

mechanisms.

sk KERVEIR

7. Communication Principles
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In principal, communications shall first be done between the Group’s and

relevant subsidiaries’ department heads (in principle, only M10/P10 or above

personnel have the right to communicate with subsidiaries directly)
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BRI 5T N VA AN RIS il — 30, TS N s Ak
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If the Group’s Head and the subsidiary’s department Head cannot reach an

agreement, corresponding subsidiary VP/EVP shall be engaged

IS AR BU, ATARS R E R MR L ZW T 5 T RAL
UG W NIAp LR

If still no agreement can be reached, corresponding Group’s VP/EVP shall be

engaged to communicate with the subsidiary’s CEO

el TR AMERT 7 5T N UV B, TR AR A
BT SN R S 2 2R ) ALk 0 5 TR
After agreements are reached, relevant persons from subsidiaries must promptly

report the decisions to the subsidiary’s CEO

HL K ) ) 3 i i 2 TCR IR R — B, IR BB E AP
If agreements cannot be reached and are related to significant issues, the matters

shall be reported to the Group’s CEO or Chairman Yuan for final decisions
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8. Principles of Vertical Line Reporting and Documents Issuance

— TR EIRE R H RN

1) Rules for Subsidiaries Submitting Documents for Group’s Approval

IR

TR AL B A LSO T A RIS/ BB A AR, FR k4 B
NG, AR EFIMWIEM A EICHN, R Z A SR A
O, I BARE A/ BN AL, S ML R S
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Vertical line requests (formally written) shall first be signed by relevant
subsidiary VPs or Deputy General Manager, and copies sent to subsidiary’s
CEO. The Secretary of the Confidential Information Department shall then
register the receipt of the documents and pass them on to Chairman Yuan’s
Assistant Office to get approval from Chairman Yuan or authorized
personnel. After approval, the Secretary of the Confidential Information

Department shall distribute the approved document to the request subsidiary.

NE AL ARTE EAA L R M Mt NS e, Bk EE LIRS
ARG R AR R E SR BB SRS, IR R IREF K/
BBONE L, wtt)a LB S T

Non-vertical line requests (formally written) shall first be signed by
subsidiary’s CEOs before registering with the Secretary of the Confidential
Information Department. Chairman Yuan’s Assistant Office is responsible
for coordinating the process and sending the documents to Chairman Yuan or

authorized personnel for approval. After approval, the Secretary of the
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Confidential Information Department shall distribute the approved document

to the request subsidiary.

Rl B2, Ha it NG EEPNELENFWING, Bi%
IREFKH AL
For urgent requests, subsidiary’s CEO can report to Chairman Yuan’s

approval after notifying the Head of Chairman Yuan’s Assistant Office.

. AR TRAL T RFLBERKFN

2) Rules for the Group Issuing Notice or Documentation to Subsidiaries

ELARLGTE EE BRIE A, RSB T Seth Rk T e Aol 26 270 8 4
FEN, FFERSEHEENELESFHEM, FHESE TR Wi
WA 5T A T IARBEAE AR, 7508 R 2R B S 5 8
PRRA T Bk E AP
For vertical line related notice, Group’s department with vertical line
management responsibility shall first solicit opinions from relevant
subsidiary VP/EVP; then distribute the notice to subsidiaries after obtaining
the approval from the Head of Chairman Yuan’s Assistant Office. If however,
subsidiary’s CEO does not agree with the details of the notice, s/he can
communicate with the relevant Group VPs/EVPs. If still no agreement can be

reached, Chairman Yuan has the right to make a final decision.

R H AR R UCRIERN B/ MRISSEm Gke) - HFERIEE
BRSNS, R FEHT B Rz F R BB SR T
JEAML AR L E VR R, JF R E B E R L =V EAL, it
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For non-vertical line related notice/information requests (which shall be first
pre-agreed with relevant departments), the Group’s corresponding
department or Chairman Yuan’s Assistant Office shall first solicit opinions
from relevant subsidiary VP/EVP; then distribute the notice to subsidiaries
after obtaining the approval from the Head of Chairman Yuan’s Assistant

Office.

FEPI=

9. Regular Meetings

—. BEHXLHIE

1) Vertical Line Meetings

EN

EARL ARG 2 R R B MR B = 9T A%, Hhlsk
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These meetings shall be called by the Group’s CEO or relevant Group’s
VPs/EVPs. In particular, Finance-vertical line quarterly meetings or other
vertical lines’ bi-annual meetings shall be called by the Group’s CEO or

authorized personnel;

ZIMN L9tk 2N T B AR B0 T 1 se N/ BB, il AT, RARRS
[)EREE YN GPoIE
Meeting participants are all department heads of the vertical line. Timings of

the monthly meetings shall be informed before the meeting;

Pl E BB A AR RISE et Ol A AR RDER, FEREA
TR T RERALTL, SFEDFRFIE
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The main agenda items include communicating monthly work plan progress
update and next month’s plan, providing guidance and requirements on key

tasks, discussing on coordination and collaboration measures.

—. EEEF&H=

2) Non-Vertical Line Meetings

3.

R E AL AR = AR BLE R =08 0T H 4

These meetings shall be called by relevant Group’s VPs/EVPs;

SN RN A E R R NAZLSF T 0T N/ MG, S WRFEATT, B
RIS T A4 SR N R

Meeting participants shall include all corresponding department heads.

=

Timings of the quarterly meetings shall be informed before the meeting;

il FEUE N SR R IR ER S b8 SRR E REIS R 5%
2 TAEERABIA

The main agenda items include progress update and discussion on
cross-departmental coordination, discussions on major items requiring

recommendation, and communication of key Group requirements.

WRIEE T E, MR LA =T LR G

If necessary, some regular meetings may be jointly held across different

non-vertical lines.
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10. Execution Responsibilities, Training Responsibilities and Supervision

Responsibilities

1\

3\

PATTER . BT BN S ER T TR 5
Positions with execution responsibilities: all personnel from the Group and

subsidiaries;

FITER : AR ST R AL AT 5T A
Positions with training responsibilities: Head of departments from the Group

and subsidiaries;

KETHEN: RIS
Positions with supervision responsibilities: Head of departments from the

Group.

BH—% FHERFEPIEEE ITedVEHEPL,
11. All rights to explain the Policy belong to the Group’s IT & Corporate

Management Department.

B+% AREEZRZHEHIIT.

12. This Policy takes effect from the date of issuance.
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Sanpower Group Request Form
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Request Date
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Company/Department Applicant
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Summary (Request
Details)
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Comments by IFMC

SEATERL

Comments by
VP/EVP of Request
Department

AR B

Comments by
CEO/Chairman






Administrator
文件附件
Annex 2. Sanpower Request Form.pdf


List

		Appendix 3

				Index		Notes		Applicable to

		1		Complete TB and accounts mapping		If necessary, able to re-construct financial statements based on the TB information		All

		2		Financial statements of PL, BS and cash flow		All 3 statements must be provided on a monthly basis		All

		3		Sales and GP analysis by difference dimension		Dimensions which are key to management decisions, include but not limited to category, channel and so on.		All

		4		Sales and EBITDA analysis by store		n/a		BS, HoF and IDT

		5		New product analysis		n/a		BS and IDT

		6		In-house brand analysis		n/a		HoF

		7		Labor cost analysis		Headcount by departments with average salary/OT/bonus etc.		All

		8		Breakdown on consulting/advertising/legal expenses		n/a		All

		9		List of bank accounts and associated cash balance within each account		Month end balance		All

		10		Aging report of AR and AP		Age according to management report		All

		11		Aging report of inventory		Age according to management report		All

		12		Procurement breakdown by vendor 		Monthly balance and YTD balance		All

		13		PPE additions and disposals		List of new additions and disposals		All

		14		Cash flow forecast over 12 month 		Provide if both conditions are met:
- EBIDTA is negtive; AND
- Missed budget for the past 3 months
		All
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Sheet1

		    October Personal Work Report

		Department：                                              Name：                                             Title：                                                      Level：

		Num.		Category		Job Content		Job Objective		Direct Reporting Person		Self-assessment of Accomplishment		Supervisor's Assessment		Remarks

		1		Key Task		Accounting & Financial Policies and Procedures Guideline for Overseas Subsidiaries		Obtain feedback from individual subsidiaries and propose solutions		Donald Wang								

		2		Key Task		October 2015 financial analysis		Complete subsidiary's financial analysis		Donald Wang								

		3		Key Task														

		4		Routine Task														

		5		Routine Task														

		Supervisor's Comments				① Job Saturation：          %（Range：0-100%）
【Effective Working Hours/Total Working Hours，80% is the Saturation Point】				②Job Completion ： _________%        				ERROR:#DIV/0!

										【Performance Appraisal on Work Completion and Quality】

		Task performer：   （sign/date）                                                                 Direct Supervisor：  （sign/date）                                     
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企业分级管理表

Classification and Authorization Chart



第一类   Brookstone, Natali, IDT

ClassA    Brookstone, Natali，IDT

超出年度预算总额，且支出额单项达到20万美元以上的事项；机动车辆、办公类固定资产及非软件类无形资产的购置和处置，不在年度预算之列或超出年度专项预算总额，且单项事项支出10万美元以上的事项。

All spending plan must be submitted with special request report and approved by the group, including individual over-budget expenditures exceeding USD 200,000; the purchase and disposal of commercial vehicle, office fixed assets and intangible assets (excluding software) that are not listed in annual budget or out of budget exceeding USD 100,000.



第二类   麦考林, 安康通, HoF China, Brookstone China, ECC, Natali China

ClassB   Mecoxlane, AKT, HoF China, Brookstone China, ECC, Natali China

所有超出年度预算总额或不在年度预算之列的事项须集团审批。

For all items beyond budget or without budget, group approvals are required. 
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