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Overview

1 2% F4> 2K Payment Categories

ANFHIEH I A=, il i TR AREE . TSGR SRR R A K
There are three categories of payments, which are staff reimbursement, advances and
payment to suppliers.
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Staff reimbursement: Work related travel expenses, transportation expenses, training
expenses, hospitality expenses, team activity expenses, retail purchases (refers to
irregular purchase, and the total amount of a single purchase from the same vendor is
less than 8000CNY), etc.

RIMEH: RIMEAREBRTFRIVEREZMEEIT s MAMEREZE, M
TRMAG AN B ABITART 100,000 THE, BHMMESE,

Staff Advances: Only applicable for international business trips and over 8 months
domestic business trips. 100,000RMB is the limit for each employee and budget list
must be accompanied by.

MY EEF R THREFEHENE, TELXENTER. £TEIART
9,000RMB Tt F X AR EHNEFITERE, F@dEKI A,

Supplier Prepayment: Only irregular costs or any costs over 9,000RMB must have
contracts with vendors. Payments will be done only by the bank transferring, not cash.

MENENR ASXBEEIER SE5F5%. WER. FEHEE. BX
T ORER. ARXEE. AAEMRENER (NEMER. BEHES),
UEZFEXREBEFBLART 7,000RMB ST E X H AR ESHEFEITE
[, FHBE AT .

Payment to vendors: Company procurement and various expenses, including cleaning
fees, property management fees, rents, headhunting fees, decoration fees, bulk
purchasing, etc. Regular costs (Such as copier rental, cleaning etc.) or any costs over
7,000RMB must have contracts with vendors. Payments will be done only by the bank
transferring, not cash.



2 15T & Persons that Request the Payments
KAERFBBERNR, YNASAIEANERRT

Persons that request the payments should be company’s FTE.

3 [FEAXT &R (= B 43P Recipient information maintenance

o WL/ TIKRS RAEEN: FTELE Your Count Help HHHR HI T R, 7 41IBH
TEPAT R BATIK 5. AT 955 R
For new employees and employees’ account changed: It is required to raise a ticket in
Your Count Help, and list the information of bank name, account number and CNAPS
number.

o WTBENRE: PR RIS N DR AURR S T SR R AR K S E R, A
RBIF AT ARR JEPAT AR TP AT S o R AR iz i S v 1 B h R
e AR
For new suppliers, the applicant needs send the supplier's account information to the
relevant colleagues in the finance department by email. Account information must
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include supplier company name, bank name and account number, and also needs to
provide a copy or scanned copy of the supplier's business license.

4 FrEE {4 Required Documents

R AR EER, KRR WIE R, AR (G F . #ril
TKER) 5

Staff reimbursement: Expense reimbursement application form, original invoice (FaPiao),
purchase list, exchange receipt and other relevant documents (e.g. contracts, exchange bills)

TS

o RLHEr: WSCHTHE. HALHEIE . TSR0 S A AR 5% SRR ST
Staff advances: Advance application form, approval mail, budget list and other
relevant documents.

o PERIRSEIGY: POSCHRIEER. HALHRAE . A R BT R A AR O SRR SO
Vendor Advances: Advance application form, approval mail, contract or purchase
order and other relevant documents.

BER AR SRR RIS B AR AR AT e Y

Payments to vendor: Expense claim form, original invoice (FaPiao), contract, goods delivery
note or goods receipt note.
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5 ff3k 77 =, Payment Method
BT Ak CARAT e ik 77 50 S A

Money will be transferred by bank for all the payments.

6 fF X HAPR Payment Terms

siafFor R, &AM FIIR a0,
Payment terms for each category are as below,
o BRI BERMERZ GRS R — AR, anaE R B IE 2N —AN At
o
Staff reimbursement: Payment is made every Monday after the submitted document
has been verified. In case of holidays, payment will be postponed to the following
Friday.

o PERIPEERI: FEREAE B BRAT O PR E PR SR AN D 180 K, 180 K
IR ST A TS . BRI e HE, RS n e B 7 TR 20 8 A
TAE H BI04 AL BRI 8] o AT B ML SR A SR 5 A
Payment to vendors: According to ABCD Global policy, the payment terms to vendor is
180 days, which is based on the date printed on the invoice. In consideration of the
cash flow arrangement, 8 days are needed for financial process after the approval is

completed in TERP. Administrative institutions charges are excluded.
B — 9 BERL AT

Every Monday is the payment day for vendor.

o IPAFERIE D 7 EER SRR, R AT H 2 B A T IR AR

Any emergency payment must get special approval by the project manager.

7 I EHEAPR Reimbursement time limit
BIEH Z Rk —ANH W T, (8T 2 DS 2ds o k% — 2t .

Please make the reimbursement within one month after returning from the business trip in

order to ensure the consistency of various reimbursement data.
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% = |nvoice (FaPiao)
1 A E Official Invoice:

A ROR BN R ZERE A, BAFELLT 8 ANER, #—AT:

The official invoice should be original, including the following 5 elements: =i /& 2% I [ 3K
T3 W% SR N AR5 73 70 9«

Taxpayer ldentification Number and the Company Name must be in Chinese as below for each
branch:

+* Beijing:
Company Name XS] Z#R: &E CD A (dER) BIRAE

Taxpayer ID Z0%3 N2 515 1234567889

+ Wuhan:
Company Name AT ZFR: BF CDFHA (L) BRATHINDAT

Taxpayer ID ZiFi AIR 515 1234567889

+* Tianjing:
Company Name A S HFR:. BE CDFHA (IER) FRASTRENAE

Taxpayer ID Z0Fi AIRFIS: 1234567889D

+ Beijing Technology:
Company Name AS)&Fk: BF CD (Jtm) REARAS

Taxpayer ID ZhFi N2 55 1234567889P

BINRE, RERAXFARSRXE, 2HI0T:

For invoices from outside China, the invoice title should be the Company's English name, as
follows
Beijing: ABCD China Co., Ltd
Wuhan: ABCD China Co., Ltd, Wuhan Branch
Tianjin: ABCD China Co., Ltd, Tianjin Branch
Beijing Technology: ABCD (Beijing) Technology Co., Ltd.
SEEAM: ReghZ, HARRE TR
Date of invoicing: cannot be empty, and there can be no alteration.

FER SRR REAT, BEHBEAEMNLHR—EC

Ll ol S
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Items: cannot be empty, should be consistent with the real cost incurred.

H KNEEHRE—H, FAFHEHERE

Amount: must be the correct amount without any alteration.

‘B RELMAEREWHHRELNARETRE. BUBERE TARAH#KRST
BTENRBERETAZNAETAELTHE, HFRHEBTAEXMHRN
(OFD #83X) .

Stamp: invoice must be stamped with a clear oval invoice seal. If the VAT electronic
invoice issued through the VAT electronic invoice public service platform does not
show the stamp, please provide the original electronic invoice document (OFD
format).

2 KZEIEZK Invoice Lost

HREEAEE RN, RN R ARG N, MG R HE () EA
' O(EEED), JrAlHR4A.

When the official invoice is accidentally lost, you need to ask vendors to provide a copy of the
invoice stub which stamped with the fresh official seal or the invoice seal.

3 REMNMLZEK Invoice Pasting Requirements

KR TEATERRING T A4 ARTE A, 20 TR AR A4 ARPT DR BRI R AR, Kk
PR X7, FH A1 R I A T % 52

All the invoice should be pasted within A4 paper. You could use a A4 wastepaper to paste the
invoice. Make a cross (x) on the waste side of the paper, use the clear side to paste the invoice.

REIIMEERENE, KAENETIA LT Sem M= A, ETMSHITEREELT,

Invoices should be pasted horizontally. Leave 5cm of blank space on the top of the A4 paper.

HREBRKEAERAMY, WREKARSHEEREERL, BDEBITHE
Please use glue to paste the invoice by a stagger manner, not staples. Ensure that each invoice
has connections with the A4 paper.

HEATPRE, FHEREFHEGLE—E, B/NRKAIRFRHEL

For fixed invoices, please paste the same amount together, then ordered from small amount to
large amount.
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