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1 Purpose BH

In order to regulate the use and management of walkie-talkie, ensure the free flow of
information at work, improve work efficiency and extend the service life of walkie-talkie. This
Regulation is hereby formulated.

DFRTERT UIILAE A 2R, 0 OR A 30 10 (25 S0 0 ST TARRER, KX UL AERR, 4l
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2 Scope of application &REHE

This regulation applies to all departments of the company.
AREEH T A7 &I 7.

3 terminology and definition ARiEFENX

3.1 Walkie-talkie: A two-way mobile communication tool, which can be used to talk within a
certain area without being charged; it is suitable for frequent communications in relatively fixed
area.

3.1 XU — MR EEE TR, E—E XIRAA] LS, BATES™E, & T
& HARE RGN E

3.2 Equipping target: personnel-who ‘need to be newly equipped with walkie-talkie,
middle-level cadre, shiftmember, and employee with special needs approved by the leader.
3.2 MAXNG: THEEXNINLINR, P, PR, FIZ I 0T A A Rk 7R 2
AT AN

4 Management responsibility EIEIRTT

4.1 designated management department )3 E3E 2RI

4.1.1 The IT Department is the designated management department of the company's
walkie-talkie and its support system, which is responsible for formulating Walkie-talkie
Management Regulations.

4.1.1 5 EEHMZ N AN PN LIS RGN LSBT, SASTHE X PV EAE .
4.1.2 Be responsible for maintenance and management of walkie-talkie and related
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communication network.

4.1.2 ST AFRUIL A S TP LS O 4E A B

4.1.3 Be responsible for the selection, unified keeping, distribution and recycling of
walkie-talkie.

4.1.3 FITRAPHLRER, G—RE . BRI E.

4.2 Collaborative management department 1fE1&IESRI7]

Material Supplies Department is responsible for the purchase of walkie-talkie

P 0% 2B F 1 ST PHLK R o

4.3 Implement department 34T R

Each department is responsible for the keeping and daily management of its own walkie-talkie
distributed, as well as the management of its own channel allocated.
FERT IR TTAIRT T C o R e DR E . HHE R, DL e 00 )& 2

5 Management content BIERNZE

5.1 Purchasing method and distribution scheme WM& G ESHEHERE

5.1.1 In order to facilitate the management of the company, the walkie-talkie is universally
purchased by the Material Supplies Department, and is kept, distributed-and.-recycled by the IT
Department.

51.1 NETAEER, XIS B S WES I thE B PR — R 20 1B,
5.1.2 The IT Department is responsible for the selection of walkie-talkie. The IT Department
shall take into consideration of a variety of factors such as selection, brand, configuration,
performance, price and so on.

5.1.2 XFUHLAYES s B BT, ([HE
SRR, B,

5.1.3 According to the principle of “equipping walkie-talkie to‘the pasition of needs”, each

oif

3

BN G A LR, . BCE L FERE. B

department propose a requirement to the)IT Department by initiating an OA approval process
from the department's contacting person, ‘after the leader's approval, walkie-talkie will
eventually be collected from the IT Department by registering.

5.1.3 A1 TARYE B AL TAESEAT A 0 J5 U S [ 45 2V B AR 75 5K, i BT IR G — Kol
OA HHlLiifE, £ it 5o sBNE B B Sl B

5.2 Daily management HEEIE
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5.2.1 The property rights of walkie-talkie purchased by the company for employees’ office use
belong to the company and are uniformly listed in the company's fixed assets management
sequence.

52.1 ZARENES R THAEHBXS I BUR T AR, G—FINA FEE R E R .
5.2.2 Users shall take good care of the walkie-talkie, strictly prevent them from being lost and
damaged.

5.2.2 AN PHNZBZRE, B ER, P AR,

5.2.3 Walkie-talkie is only used for daily work and dealing with unexpected incidents. Other
communication approach should be chosen for any contact-unrelated to work. It is forbidden to
use Walkie-talkie to conduct any activitiesithat is not related:to-'work (such as chatting) so as to
avoid unnecessary channeloccupation which affects normal work.

5.2.3 XYL TH B LAEMA & R K AR, 5 TR R B H HAd @ 7 2,
221 EAE AR R A RS BELEEAT R IS5 5 AR o R i RTag 3 S ot o5 I IE R 1R 4 Ak .
5.2.4 The user of the walkie-talkie is responsible for the maintenance and keeping of the
walkie-talkie, battery and charger.

5.2.4 FUHLEIEF A TS HEAL. it 8 A AR 4RI AR E ¢

5.2.5 Comply with the principle of "Familiar. with' performance, skilled use”. That is to say,
walkie-talkie users must be familiar.with its‘perfermance and operation methods, and be able to
use the walkie-talkie skillfully.

525 “HBNERE. G RN RIXIUEHLE N L ZGE A R ERAE T3 7%, BEfs AT
FAXFHEL

5.2.6 Comply with the principle of "Scientific allocation, one walkie-talkie is exclusive for one
position”. That is to say, the walkie-talkie is limited to be used.only'at working-hours for working
purposes in the company.

526 “HHEHE, —Hl—KET IR ROSHUER BRI R, R AL TAERR 2. £ AR N
AR -

5.2.7 Comply with the principle of "users shall take good care of walkie-talkie, people who
break the walkie-walkie shall compensate for it’. That is to say, in case of damage or lost of
walkie-talkie out of poor usage or keeping, that person must compensate according.to the cost.
5.2.7 WA, WEORE, MERUR, EMTTY BRI, RIEAE ] EUORE A i pedn R B R 1,
IR I A2

aVANNY

5.3 Maintenance & repairment and compensation upon lost {RFIEIES EKMEE

5.3.1 When the walkie-talkie is malfunctioning, IT Department shall be contacted in a timely
manner. The IT Department will uniformly arrange the repairment through relevant
maintenance process. The repair cost will be counted in the Department expenses.

5.3.1 XYL ILEERRS, N 5E BEBEEE R, JREAAHRAEBRE, fE R EEES
—ZHHERE, BRI AR
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5.3.2 The service life of walkie-talkie is tentatively set at 5 years. In terms of the application
for new walkie-talkie within 5 years, the actual condition of the original one needs to be verified
by the IT Department.

5.3.2 XSUNLIRIEFERE EN 5 4, 5 ENHIEHN I, T2A5 58 B % E [ UL S brid
ke

5.3.3 Any damage or loss of walkie-talkie due to improper use and keeping shall be
investigated for liability and compensation at the cost.

5.3.3 JMRBMEH. TREAD LGRS PR E R, BIRGE 5T TR IR IR B £

5.3.4 If the damage is serious enough to scrap the walkie-talkie, the amount of compensation
shall be as follows: the original price * (durable life*- used life)-/'durable life - residual value (the
durable life of the walkie-talkie is tentatively set at five years).

5.3.4 iR EAERE K, WEEEEUY: SR (A ER—CHER 1 T HER—RE G
PEALIE AR 2 9 5 ).

5.3.5 If the walkie-talkie is lost, no residual value shall be subtracted from the amount of

compensation.

535 XULER, WEEEHIARIAIE.

5.4 precautions for use {F A EEEI

5.4.1 After receiving the walkie-talkie, employees must use the walkie-talkie correctly in strict
accordance with the instructions to avoid man-made damage.

541 WTAESBOS PN G, 2™ %% I A5 A I Bl 38 S A AR

5.4.2 Employees shall cherish the walkie-talkie. Due to the fact that walkie-talkie is
explosion-proof, it is strictly forbidden to dismantle, throw and knock'on the walkie-talkie at will.
It is strictly forbidden to place the walkie-talkie in dusty and humid environments. It is strictly
forbidden to place the walkie-talkieinear-heating devices or where the sun can directly shine in
order to ensure the performance, service life and smooth operation of the walkie-talkie.

542 BTN HZENTIL, BV BRG], 258 B vl BE IR Ea T ghLsE A
RATHN, JPEERNUNURAE 2 A2 BRI, P ARR 5 PR LBCE AR N AR B BRI B PHO G BE B4 £
77, PAORBEXT AL PERE . A5 dm MG FHRCR

5.4.3 When the person in charge of the walkie-talkie, transfers 'or leaves his position, he must
return the fully equipped and well-functioning* walkie-talkie to the department, relevant
procedure can only be gone through with the" confirmation and signature of the person in
charge in the department.

5.4.3 UYL STAE ANAEE B BRESHRIS , AU IE B S 4. DRE e A RO URHLAZ IR &R T], 4
NSNS 2 TN EYLIPIS: Vi EP S S

5.4.4 Personnel who is equipped with walkie-talkie must carry it with him during working
hours and keep it in a state of proper functioning with sufficient power and right channel. Loss

or damage due to personal reasons must be reported in time and remedial measures should be
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taken.

5.4.4 PRI UFHLHIN G AE_ BB R 06 25008 S 355 1 5 P LT ORIF G IT I . B 782 - BB IL T
WA AT PR s RIS N R 25 2R i 35 L 20 R B, FFREA MRS e

5.4.5 For position where several people share one walkie-talkie, specific person in charge
must be designated by the department. Handing over, acceptance inspection and confirmation
of the walkie-talkie shall be properly conducted when handing over shifts.

5.4.5 XS THNILHFE—XS PN RIAL, AT ET 148 € BAR TR N, FEASHE P EUTE X PR
M WWCRIfIA o

5.4.6 Due to that walkie-talkie is used at a single channel;.no person shall interrupt other’s
talk from walkie-talkie at will unless in_emergency: In case of-conflicting in-between calls from
upper level and current level; 'the current level shall hand over initiatively.

5.4.6 xR RS, PItERAER SE L, RN AAFEEE TR AR IE R8I 4
B B _EGIFNL S A IO F RN, N RSk AR GGE T .

5.4.7 In case abnormal phenomenon is found by the employee during daily use of the
walkie-talkie, such as appearance damage, parts damage, malfunction, odor abnormality and
smoking, the employee shall turn off the power immediately, take'out.the battery and send it to
the IT Department for processing. If a malfunctionthas been found butit has not been sent to be
repaired in time, the consequences’arising therefrom shall be borne by the responsible person
concerned.

5.4.7 A TAEIEEMHN IR b an SR A VR M8 FeAF R . DR R AUk
WAV E NS IR, BSLEDSC AR, JEHCH rit, AR IA (5 B BEALHE . AR IAE
kR, AEOR R ARAERT,  db g 85 R AHSS DTN B 477K

5.5 Standard language #SEFIE

Caller: XX position or XX(name) isicalling XX position or XX(name), please reply when you
hear it( repeat once or several times).

REAYTT: XX RIACEL XX (fE44) BEAY XX BA7E XX (44D, Wr 2 R% (EE — RO,
Callee: Copy that, please talk, finish.

ey wEl, EuE, R

Caller: Talk things through clearly in a concise manner, use!‘finish” to end the talk.

WEAY 7. SRR ARG (RIS, GRE e,

Callee: Copy that, (words of reply), finish.

gy ukE, (RIENE, HEE.

Special attention: In case of being called the name from the caller, if the callee cannot make
sure whether or not the caller is calling him, the callee shall wait for the caller to make the call
once again.

Rl MAGERHRAIFN, ERVIER ST E CRIREOLR, NEERIFI T B FERIE
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6 Inspection and supervision HRESKE

The IT Department is responsible for inspecting and supervising the use of walkie-talkie in each
department.
15 BB B A 500 &8 T IR LR AT R A 5 B

7 Related procedure and record XEXIEFFIIR

7.1 Related procedure XEti2F

Management procedure for.eguipment claiming HYBN-T2-09-0002-2018-1
B HATE EFEFF THYBN-T2-09-0002-2018-1

7.2 Related record XEtid5E

Information Infrastructure account HYBN-T6-09-1003-001-2018
f5 BIEREEE S HYBN-T6-09-1003-001-2018

8 Supplementary articles ~ Kl

8.1 The IT Department is designated to manage this regulation.

8.1 AHEMEEE BRI B,

8.2 This regulation is formulated by The IT Department.

8.2 AHEEFAI]: (5 EE B,

8.3 The right of final interpretationtof this regulation belongs to The IT Department.

8.3 AHEMREBUAEIEE B AN

8.4 Please refer to Table 1 for detailed formulation and approval information of this regulation.
8.4 AHNIE WA g | A0 o LA 0 LR 1

Tablel formulating and approval information

K1 UGBS O

Yanwu Zhu zhejun Chen lianchai
1 2019-08-20 5 o X
PR KW F PRI
Version Date of issue Drafter Checked by Approved by
JA i H 3] EILIDN HIZA FEAEN
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