Q Hengyi Industries Sdn Bhd
wenov BRI (L) FRAH]

HYBN-T3-01-0021-2020-2

Team Building Management.Regulations

B R B e

Issued Date: March 2020 Mifm HER: 2020 &F 3 H



Version Information MAESR

1 Versionl ZFHE—fx

Version 1 was released on 23st May, 2019.

H— AT 28 2019 42 5 H 23 H.

2 \Version2 kR

2.1 Version 2 was released on 12" March, 2020. Version 2 revised the following contents in
Version 1 and updated the corresponding numbers.

ST RURATIS Ry 2020 4F 3 12 H, BB T RREBCE IR REE BN N NE, JEERTHERLE S .
2.1.1 Create New Contents #i A %

2.1.1.1 Create clause 5.3:1:6 Expenses for bottled water, snacks, etc. incurred during
activities like mountain-climbing; sports games are not included into the group party expenses.
Wil 5.3.1.6 25K: Tl BRI ARG I WL K. RS & AT ANRESR .
2.1.2. Revise Contents 1&iT A%

2.1.21 Clause 5.3.1.3 revised to “Exceptfor the ballance of 2019 which can be
extended into 2020 budget, the team building expenses shall.be:only used in the current year,
and the balance shall not be carried down to the-next year.”

2K 5.3.1.3 f20y: HIBN v 2 PRIl & 86 T B 0L 2 H 2t R 2019 ER B &7y vl £E
2020 FAEH AL, AR ZAFEREM, REE S EA R it

2.1.2.2 Clause 5.3.1.5 rivised “the meal expenses shall not exceed 30% of the total
expenses” to “the meal expenses shall not exceed 60% of the total expenses”.

2K 5.3.1.5 th “ BRI BN B B b, SRS AN S T R BRI 30%, 7 By “ BRI A
WL, REHAGE T AT 60%”7.
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1 Purpose B®

This document is formulated to enhance the sense of identity, belonging and team cohesion of
employees, create a united, harmonious and positive work atmosphere, and ensure the smooth
development of team building activities.

D3R 53 T IA RS R R A e 3R 775 wEid D5 A . AR e b i) ARG, OB A1 B
B LARMR IR, F e A E -

2 Application Scope EREE

This document applies to all departments of Hengyi Industries\Sdn-Bhd.
AREEH T A7 &I 7.

3 Terms and Definitions ' RiBHE N

N/A.
T

4 Management Responsibilities EIRIRH

4.1 Centralized management department 3 [1&IEERI7]

The CEOQO’s Office is the centralized management department for team building activities,
responsible for the approval of the contents and expenses thereof.
AP ZE R BN B AR R D BT, 457 B W LA G 3l 28 R ot P e 41t

4.2 Collaborative management departments. 1 E1&1E 267

4.2.1 The HR Department is responsible for confirming the number of in-service employees in
the departments and cooperating with the CEO’s Office in supervising the development of team
building activities.

N RIEE A ST IR AR, BE B2 % I B BN B TAETT RIS I -

4.2.2 The Finance Department is responsible for providing financial support for team building

activities in accordance with relevant standards and reviewing and reimbursing the expenses
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thereof.
W 45 EE AR SR BRARAE, OV IBN IR UL B &SRR, f ot A BA s B FH I R A AR A

4.3 Execution departments #4TZB7]

4.3.1 Each department is responsible for carrying out team building activities according to the
regulations, strengthening cost control, and performing pre-activity approval, organization
during the activity, and post-activity summary.

FET I STHEAUE T R A AR, nsm st ¥, M dal st Sh4gl. HE R,

4.3.2 Each department is responsiblefor the' authenticity and reasonableness of the team

building expenses incurred.

B AR IR BT A2 R A LA 1l P B . A B 47

EH

5 Management Contents EIEHNZA

5.1 Scope of team building activities HFIRAEI&ETNTEHE

5.1.1 Team building activities shall ‘be ‘organized by the company or by various departments
themselves and shall be beneficial to improve employees' physical and mental health, enhance
team cohesion and promote work exchanges. The scope of team building activities includes but
is not limited to reading clubs, friendship associations, quality development activities, cultural
activities, and sports competitions, which give full play to the enthusiasm and, participation of all
employees.

RIBA G ViG 3l B A w48 — H 2 B0 1T BAT G0 RS sl A TR O AR, s A BARER /1,
et TAESZH, VR 3h R R EA R T B 2 BRi s RPUARE. SCifsh. B8
SRR E), Ao RIEEH R LRI S 2 5.

5.1.2 The content of team building activities shall comply with local laws and regulations and
religious practices.

AT VA2V 20 PN 28 IS S 2 R AR R SR 2 ST A

5.1.3 ltis forbidden to turn any departmental team building activity:inte'a 'departmental meal
party or an activity for a minority of the employees.

BRI 1] 12T A T 1 17 B3R RS ) SR AR AN BN ) LB R BV 5]
5.2 Implementation of team building activities P\ iZ & EENSEHE
5.2.1 Before implementing team building activities, the respective department shall make an

activity plan, clarifying the topics, time, location, participants, emergency and safety measures,

etc.
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B0 AE S A VTS S AT SO B VE BT 58, IR R WAL HE. 25 AR RS e
i 5 N 2

5.2.2 The leaders of each department are the first responsible persons for the team building
activities, and shall fully evaluate the feasibility of the activities, identify possible safety risks,
and develop targeted emergency measures.

FERTT4 T A BN VGBS A SR — ST N, RO IS B AT SEREVEREAT 78 70 VAL, VR AT REAEAE Y
AR, FEA B R ) E S S i

5.2.3 During team building activities, the safety measures shall be implemented in a timely
manner, and the implementation department(s) shallibe fully‘responsible for all incidents that
may happen.

Bl UNE 8% ST BUR e S AL RT3 Mo v/ T da s <~ S A es o R (PR (= o g e

5.2.4 After the implementation of the activities, it is required to summarize the activities within
one week, and publish the manuscripts on the activities on the company's internal website,
WeChat platform and other media channels to promote the company's cultural construction.
AN S fE, AR — A XSS T R IG OUHEAT B 45, TS S IT R DL LA B AR R A T :UR AR AR
A E]NERR S S G AR EIE, LIRS A B SO RS

5.3 Team building expenses BB\ EIESETN R E

5.3.1 Expensesstandard Z&HirE

5.3.1.1 The company's team building expenses standard is BND 5.0_percperson per month,
and the excess shall be borne by the respective department itself.

A F BN S NN H 5 3T, a0 B 17 7Ad4H .

5.3.1.2 The number of employees in“eachidepartment shall be calculated based on the
number of in-service employees in‘the department at the time of expenses application and
changed in a timely manner when there are employees onboarding or leaving.
FABTINELLL 9 F B I B T R R T ABOTH SRR, SRR, BHR SIS M

5.3.1.3 The team building expenses may be used cumulatively for months depending on the
specific situation of each department. Exceptfor the ballance of.2019..which can be
extended into 2020 budget, the team building expenses shall be only used'in the current year,
and the balance shall not be carried down'to the next year.

P BN 3 B 9% F T A& B0 T T S L 2 H SRR, R 2019 4ER R IFAIFE 2020 “EALEHIAN, X
PRGEMEH, REMTEENR.

5.3.1.4 The team building expenses are special funds, earmarked for special purposes, and
may not be used for other bonuses, merit pay, etc.

WAL, TREH, AMIATHAMAREE. 5785 0.

5.3.1.5 The team building expenses shall be effectively used in accordance with the principle
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of minimum expenditure and maximum achievement. In a single team building activity, the meal
expenses shall not exceed 60% of the total expenses. It is strictly forbidden to use the team
building expenses to purchase physical goods and gifts only.

KRB RN BORBERIEN], GRAEHZEHIT . RNV, B AG ST
SR 60%, AV IESESE) . AL R

5.3.1.6 Expenses for bottled water, snacks, etc. incurred during activities like mountain
climbing, sports games are not included into the group party expenses.

Bl BRISEEFREE SCATE ) TP I SE R K ] 5 B i AT A SRR B

5.3.2 Expenses application and approval- % EiEFIE

5.3.2.1 Each department shall submit a Team Building Activity Application Process through
OA five working days before such activity, indicating a reasonable cost budget, and may not
use the expenses until the approval is granted.

BTSN W iE B it 5 N TAE H @t OA #2758 (HIPAE ¥ is 2l i iE) Hig, 1
EH) P AL, sl E TR

5.3.2.2 The expenses applied for shall not,exceed-the department's balance for the current
year as of the application date:

JIT FRIE 1 9% FH AN 15 B A 2 s BB T S A o

5.3.2.3 Team huilding expenses approval process: department to submit an application -
department head to review — HR Department to review the number of employees — CEO’s
Office to review the activity contents and expenses - CEO to approve.

AV 2 H AR : 30T 3RS R —HR T ) U B A% — A BRI T A B — B 2B A
FH TGS A A L B —CEO difft.

5.3.3 Use of expenses - 2 H

5.3.3.1 The expenses of departmental team building activities shall be advanced by the
respective department and the vouchers that meet the financial reimbursement requirements
shall be kept.

T TEIBN 2 BEiE B 2 P e 28 1T SBAT 58S, IR B AE T S S5t TR S0

5.3.3.2 After the completion of the departmental-team building activities, the expenses shall
be reimbursed according to the requirements of the Finance Department and the prescribed
procedures. The expenses shall be reimbursed on an actual basis and shall not exceed the
expenses applied.

AT TN R BIE S SE R i, $ MR 55 A PR RN s A PP E AT 9 PN 9l P SEAlesiedly, (HA
FRAEE S P RIS S
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6 Inspection and Supervision BESE

6.1 The departmental leaders shall supervise the whole process of team building activities in

the respective department.

BT ASES ] A B 3 Bl sh AT 4 AR

6.2 The CEO’s Office shall randomly check whether the departments’ activity plans are

consistent with the actual implementation of the activities, and punish violations such as false

reporting of activities and abuse of expenses.

AP BTG 77 R 5 SEh T G OUE R BUOR R G 3l . M 2 S AT it

1T% o

6.3 The Finance Department shall supervise whether the vouchers reimbursed comply with

the actual situation, and punish the acts in violation of the reimbursement regulations such as

false vouchers.

b 25 7 S0 M B 0 1) A SR S S PR A 7 — B, R R T SRR A SR A L E (AT AT

73

6.4 During the team building activities, in case of any personaliinjury or any incident that has

a negative impact on the company’s image dueto nottaking safety'measures, the main person

in charge of the department and the person directly responsible therefor shall be punished, and

the bonus for the month shall "be “deducted and other treatment shall be carried out in

accordance with relevant regulations.

BV IT R RE T, IR 22 A i R U SR A RN S 475 35 Sl ™ A X 2w G 1 A7
SR SEAT, R ] 2 AR T N R B THE NIEAT 4%, 170024 H IR 24T HoAbAE

VRGeS

7 Associated Procedures and\Records. . B iEFEMICHE

7.1 Associated procedures XEtIZR

Team Building Activity Application Process HYBN-T2-01-0062-001-2019
PAEE RIS HIERE Y  HYBN-T2-01-0062-001-2019

7.2 Associated records XEtid%

N/A.
o

8 Supplementary Provisions M|
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8.1 This document is under the jurisdiction of the CEQO’s Office.
AREH DA P AEITOEH,

8.2 This document is drafted by the CEQO’s Office.

ARERFI T BEHEHPAE.

8.3 This document shall be interpreted by the CEQO’s Office.

I E SRR B S A ZE

8.4 The details of version preparation and approval of this document are as shown in Table 1.
AW B A G 1) R R AR L LR 1

Table 1 Details of Document VersioniPreparation and Approval

R 1 SCHRRA G AN B O

Sun Jin Li Peng Chen Liancai
1 2020-3-12 ) X
fhidk B3l Wi
Version Date Issued Prepared By Reviewed By Approved By
JRA WA H 3 EILIEN HRZA FEAEN

Hengyi Industries Sdn Bhd
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