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1 Purpose B®8

This regulation file is formulated to standardize the management of electronic office equipment
(hereinafter referred to as electronic products) of the Company, improve the use quality and
work efficiency, and meet the requirements of electronic andimobile office of the Company.
HHTEA T T IR A % CBUR fRITRR HL Fr i, S5 Pllyebim 0 3 A0 TAE %, DUEM A F
IO LTRSSl IR oo e A e

2 Scope of.Application ERIEE
This regulation file is applicable to the Company and its subordinate departments and

subsidiaries.

AREEN T AR TR TAF.

3 Terms and Definitions _ ARBFEN

Electronic products: the eleCtrgniciproducts referred to in this regulation file refer to the
electronic devices allocated for departments or employees for office needs, which are divided
into four categories: (1) Computers and related products, including computers, iPad, printers,
copiers, scanners, projectors, fax machines, mobile hard disks, USB flash.drives, keyboards,
mice, intelligent terminals, etc.; (2) interphone; (3) Inspection.instiuments; (4) Other electronic
products.

BT e AHLE PIT S 17 i TR N 2 A (TS A TC R B i i, e (=)
LI S SG , ELGER N . ipad WHTERHT. SEDHL. HHdc. R0 RN, Bailist. U
BB, BbR. BRRZOWSE: () XYL (=) &k (WD HEH A

4 Management Responsibilities &M

4.1 Specified administrative authority V3 OEHEERIT

The IT Dept. is the specified administrative-authority of electronic products, and is responsible
for (revising) the electronic jproduct management regulations, reporting the procurement
requirements, product selection, maintenance, recycling and comprehensive utilization, etc.
FEVE IR BT A LU ST, T (B E R R EUE . RIRRIBT R 7
AR, dEBORIR. RIS RI S

4.2 Executive Departments H{TEBI]
Each department is the executive department of electronic product management, and is
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responsible for implementing and executing these regulations, reporting requirements, daily
use management and maintenance.
FABI TR BT E B RPATRT, ATTRSEMPIT AR E, SR ik, H A B4

5 Management Content EIBHA

5.1 Requirements and applications E&RFENE

5.1.1 According to the work needs of each department, the comprehensive administrator of
each department shall report the _electrenic "product  requirements to the information
management department through'the OA process, and register and collect electronic products
from the IT Dept. afterthesprocess approval is completed.

FER T IR E T 2 R SR A E U@ OA AR ME B/ H R TP R, MAEH
58 B BE BAEID . S

5.1.2 After registering and summarizing the requirements of each department, the IT

Dept. will make overall plans to submit the purchase process ‘raccording to the inventory
situation and the system requirements of the Company:such as:communication and network.
15 BB BN &30 T 175 KRBT g WIC NS, ARG 0L, A mliEifl, MERFT K, 4
FHRATH AR

5.1.3 The purchase of electronic products shall be uniformly submitted to the purchase process
by the IT Dept. via OA system and purchased by the Materials Supplies Dept. according to the
standard procedures.

FEL 7 o B RO e B PR T OA R G4t — 4k it 77 i T VIR, M0 4085 2 4% B L T AR
FPIGE .

5.1.4 The IT Dept. is responsiblefor the selection af electronic products, and the factors such
as brand, configuration; performanee and price shall be considered comprehensively to select
the best ones.

BT HE R b (5 B P A D, AT NGRS R BCE . TERE. MRS, FEILET,
5.1.5 The IT Dept. shall, in line with the principle of economy, classify and control the inventory
of electronic products, and reduce the inventory quantity while.ensuring “the-necessary
demand.

EEE M AE AR EN, 3 R T OINRE (5 (R 75 5K A1 L B IR AP R

5.2 Principle of allocation FEE &N

5.2.1 The allocation of electronic products shall meet the job requirements. All applications and
configurations for electronic products shall be for work use and are indeed required.
R TAET Ko A L7 ol B PR RGBT AR AT, Hsei 2.

5.2.2 The function shall be basic and moderate. Following the principle of reasonable and
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sufficient use, electronic products should ensure the basic functions required for production,
operation and management, and not blindly pursue luxury, brand and additional functions to
prevent functional redundancy.

D REFEACE S o OGS PR A IR I, M i RLORAIEAE 2 28 BHERENEATIR, A
HigsRFH. SEAIHINTiae, BribIheeiisR.

5.2.3 Eliminate duplication of allocation. On the premise of meeting the needs of work, every
employee shall not be equipped with similar electronic products repeatedly. For example, those
who are equipped with notebook computers are no longer equipped with desktop computers.
ARG EE . F 7 i HC B 2 A 7 Z AT HE L o b I 5 AN 55 I B[R] 2R R 7
INPC A% 2B A F I N AN R4 6 2

5.3 Computer and'relatediproducts management. B i 52 #8% F= mEIE

5.3.1 Allocation standard B2 E#rfE

5.3.1.1 Computers are mainly equipped to the following, objeets: personnel in business
management and professional technical management-positions who-really need computers to
work; In principle, technicians and\Operators are not equipped with computers. Under special
circumstances, computers ‘can only-be‘equipped with the special approval of CEO because of
work needs.

R AL B SO WD AR R s B P ML BRSO N 015 SREIRIE N R
M _EANKE B DL, RPRIEOL T, B AR 2, 4 CEO Ryt i Al icE

5.3.1.2 With reference to the practice of the group company:andl taking-into account the
principle of cost saving, office employees are all equipped with netebook computers, and those
in fixed places such as control room personnel and shift employees who work or use public
computers are equipped with desktop computers in principle.

Z AR A w R IUREARTS 29 J5U0), 53 AN NP B R i S5 e e 20 A L, AR = NG B
AN 53 5[] 78 Hi s I B R G, SR D P 4% £ 2R

5.3.1.3 Employees are equipped with notebook computers with different cost, standards
according to their ranks. The allocation standards are as follows.

G TARHRRIC A& AN A 0 FHARUE ) 2B A i, PiC B AR R R

Rank Standard
%5 PrifE
Deputy General Manager 8000—10000(RMB)
FlESESEEs 8000-10000 JC
Deputy Chief Engineer, HoD 7000—8000(RMB)
AL, KR 7000—8000 Jt.
Manager (including module manager) 5000—6000(RMB)
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TAE CHBRZIL) 2 5000—6000 7t
Supervisor and below Less than 5000RMB
ER PPN A 5000 Jt AT

5.3.1.3 Peripherals and electronic consumables other than the computer are applied through
the OA process based on the principle of strict control and genuine need, and are allocated
after approval.

B FEIN BB AAPAO SBE R FE VAR, AR TRA 2 ORI R, @ OA AR HIE, &
LSRG E .

5.3.2 Daily management HEEIF

5.3.2.1 _The property-rights-of computers and related products purchased by the Company are
owned bysitherCompany and included in the Company's fixed assets management.

O3 ) D R SRR S e B P BB A R G SN [ E B B

5.3.2.2 The user shall keep the notebook computer properly to prevent loss and damage.

R AR 2B R 23 R, PR, TR Ny fithe

5.3.2.3 During the working period, no. department or-employee is allowed to use the
computers purchased by the «Company forgoperations unrelated to their own work, and no
games or entertainment activities-are allowed during working hours.

FETARHIIR], ZETRATAR #5153 A 22 =) D6 B A0 F i kAT 5 A IR AR TR A, ™4 B3RS
[A) BEAT I AR 0 ARV B

5.3.2.4 When a department employee transfers or leaves his/her post,.the"department leader
or the employee in the general post shall notify the Information Management Dept. to check
and register the computers of the departing employee, .and;the notebook computer shall be
returned to the Information Management Dept.\; which shall process the relevant documents in
the computer in a unified\way and'sign for confirmation by the information administrator. The
Information Management Dept. has the right to reclaim idle computers and redistribute them
to avoid duplicate purchases.

EITR TRAAB)EEIHR, )0 BEk & X 51 T RIE AN E 20T B HRON 5% 1 E R 17 Ao 25 6
1, TRECAR BN MG B, HAE SRS — b H i A AH O L s GF 2808 5 AR 1A
5 S ERA A B R B I I EE I, T E R S

5.3.2.5 In order to prevent leaks, users:shall set-the'password for starting the computer, and
protect and delete confidential documents'inra timely manner.

W7 bR, A R E T LA, I R SO R R R MR

5.3.2.6 Users shall pay attention to prevent virus invasion and clean up the virus in time to
ensure normal use.

R PT IEREEAR AN S T P RE, ORI IE WA

5.3.2.7 Users shall turn off the power supply in time after using it to prevent accidents.{i
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56 B 5 BN SR R, B R A AR

5.3.2.8  Users shall regularly maintain and clean the laptops used. i ] A\ 52 J5% B FH 2540

A HEAT IR IR IETE LA

5.3.2.9 Employees of each department are not allowed to disassemble and assemble

computers and printers without authorization. If it is really necessary to open the case,

Information Management Dept. personnel shall be notified for handling. #3817 1 TS 18

BYRGE G FTEDNL, ST ZATOTHUAERT, BOs k(S AN AT b

5.3.2.10 Do not touch or press the notebook computer display screen with hands. Shut down

the notebook computer and related peripherals before maintenance or cleaning.

D127 T M 43 A s 2B 10 AR PR Y 75 o, R Sl 12 2 A R A AH DG M IR 2L

5.3.2.11 In order to prolong\the“service life of the battery, use the DC power as much as

possible and pay attention.ta-the charging time. Excessive charging and discharging will reduce

the service life of the battery. NIEK HLILAF FH 5, REMAHZ KA, FEABEMNE, &ERR
SR AD FEL L i

5.3.2.12 Be sure to turn off the power and unplug all cables before moving the notebook

computer to avoid damage to the ports. When entering the sleep.made, please shut down the

network application, so as not to cause the crash by -network-=communication application. Do

not forcibly close the LCD top coyer to avoid damage to the LCD.

M BN 2E AT A N iR 95 N TR OGRS I PR I A IR, BE 3% TR . BENARERAR 2

TER P4 N FHARRRSR ], DAL T BN 243 TR AR 7 AT BE <580 L. 1620 )& B0 R Be b ok

BN T VAN 167

5.3.2.13 Avoid the notebook computer and its accessories from being drenched in water or

exposed to moisture. In case of such a situation, please immediately turn off the power supply

and remove the battery, power off the noteheok-computer sand ‘dry it, and contact the

Information Management Dept. in time.'When .using the notebook computer, it is necessary to

keep the heat dissipation holes unblocked, and avoid using computers on soft objects (such as

legs, bed, sofa, etc.) to prevent the heat dissipation holes from blocking which may even cause

a computer crashing.

Tt B BB AT AN R A L IC AR IR 17K B S AR R 2, A R DO R, 135 7B 5% AT LY L F v,

AR, JHEHTR, RN R S5E R R 204 IR, 950 RREGAL

W, DARIBEN, JRlEA e R i B Cnig R S TR 50T DTG Rt L

7, FEIHL.

5.3.2.14 Avoid placing notebook computers near magnetic substances (such as audio and

television).

T A 2B A R TBCE A AR J5 P R a5 v A A5

5.3.2.15 When not using the computer for the time being, please cover the top cover of the

LCD screen to save power, prolong the service life of the LCD screen and avoid dust

contamination.

E AN IR, i N PR BaE, DLWE I, R BRI R A, DR AT e g
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KB

5.3.2.16 When using the notebook computer, avoid the damage of snack crumbs, liquid and
cigarette ash to the notebook computer.

FEAE A NI, B W WA RN 20 AR B PR

5.3.2.17 Inthe process of using, if there is any problem with the computer system, users shall
immediately contact the Information Management Dept. to report the computer failure; Without
approval, users are not allowed to disassemble the computer hardware or install/deinstall or
modify the system procedures at will.

FEAT I A, BB BN R G LR, R RD S (SRR I &, TE IR R R oL R
ZoftbitE, AN B AT RE R R E R AE A K i\ YR R Gl

5.4 Managementofwalkiestalkies Xt &2

5.4.1 Walkie-talkies are mainly provided for middle and senior management and technical

personnel and shift employees of the Company who need to be equipped with walkie-talkies

due to work needs, and employees with special needs approvedibythe leaders, such as safety

personnel, etc.

X UL R A0 SO PR A G5 T BB VLB CSR] b L s 2 B ER N AL PR R,

M FRAE . B REIR T A7 a0 24 5%

5.4.2 The property.right of walkie-talkies belongs to the Company and is included in the

Company's fixed asset management sequence.

AF &SI BUS A F I, G SN A [ 5878 PP A1) o

5.4.3 The user shall keep the walkie-talkie properly to prevent loss'and’damage.

AR UL 2238 R, BT ER, ™05 A dediidh.

5.4.4 During the working period, iit is \forbidden to use the walkie-talkie purchased by the

Company for operations unrelatedsto the work, and it is forbidden to use the walkie-talkie for

chatting and other purposes unrelated to the work during working hours, so as to avoid the

situation of occupying the channel without reason and affecting the normal work.

fIW%E B LA o 7 0 B O PELEEAT S AR AR TR A3, ™48 B BITIN (RIS AL
BEAT RIS S TAEJC ORI, G ot P ATTE 2 1B 8 A B 15 S b

5.4.5 Before the employee dimission, he/she shall return\the walkie-talkie'to the information

department and confirm with the signature of\the ‘information- administrator. The Information

Management Dept. will allocate and dealiwith-such walkie-talkie.

T RHRAT, 7R T A o UPLAZ [nl 5 B R 245 BE B R i, i BEg—Mie. &

M,

5.4.6 The user of walkie-talkie is responsible for the maintenance and safekeeping of

interphone, battery and charger.

XFPHLAE I A STRIRAL. Hit . Fe AR A 4R AR

5.4.7 Walkie-talkies users shall be familiar with their performance and operation methods to
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ensure that they can use them skillfully.

XFPELAE SR AL R AR TS, DRIERE B8 AR AT A .

5.4.8 Users shall follow the principle of reasonable allocation and one machine for one post, i.e.,
walkie-talkie shall only be used during working hours, for work needs and within the Company.
HHAECE, —H—KTHEN, B PHUR BRI TR ZE ., fEAR NS

5.4.9 Notes on the Use of Walkie-talkies

X PR AV 2 T

5.4.9.1 Atfter receiving the walkie-talkies, the employee must read the operating instructions
carefully and use the walkie-talkies correctly in strict aceordance with the contents of the
instructions to avoid human damage.

SACAESUBON UL S5, 6 4G P 1 B3, 37 i 12 HE U0 WP i) & T 2 IERRSE X UEBIL, 8
CIWAPSE 87

5.4.9.2 Employees shall cherish the walkie-talkies. As the walkie-talkies are of explosion-proof
level, it is strictly prohibited to disassemble without permission, throw or knock the
walkie-talkies. It is forbidden to place the walkie-talkies in dusty or humid environment. It is
forbidden to place the walkie-talkies near the heating device ar,where.it can be directly exposed
to sunlight to ensure the performance, service lifefand use effeet:

ATTEZAER UL, UL BE R 000 A EHTRE . B S IR T LA RAT Y,
AFRER VLA 242 WRRINIE, w2 BP0 P LCE AR N FACke B B A B 't BE B 2R3,
PAPRBEXS UL AL RES, A7 fr AT AR

5.4.9.3 When the walkie-talkie user is transferred to another post, leaves his post or is
dismissed, he/she must return the fully equipped and functional walkie-talkie together with the
original package to the department, and the relevant formalitiesccan be-handled only after the
signature and confirmation of the department head.

P HE R SR AL R . 2 e RR AR, | AJURICRE . DhRE e i B0 UFHLE [ IR 3% —
ARAZIEERTT, BT g N A TRl A oG T2k

5. 4.9.4 Users must carry the walkie-talkie with them at work and keep the equipment switched
on, with sufficient power and matching frequency bands. Loss or damage due to personal
reasons must be reported in a timely manner and remedial measures taken.

e A0 PERLI N BALE EBIESY) 8] 0 200 i S 485 15 0 UF LT ORIF B TT R | B TRV, I e 1A &%
ERARAS; BN NG DR 25 2R Bt 35 0 20 St B4, JF SR e e o

5.4.9.5 walkie-talkies are only used for daily work ‘and,contact'when dealing with emergencies,
and other communication methods shallibe used for contact unrelated to work. It is strictly
prohibited to chat, laugh, quarrel'and scold through walkie-talkies.

XFPILR T HH AR AL & A S i R, 5 AR JC R B A N0t FH A RO 50, 74k
RS PLIR . 5E. W AR .

5.4.9.6 For the position where several people share the same walkie-talkies, the department
must designate the specific responsible person to complete the handover, acceptance and

confirmation of the walkie-talkies at shift-changing.
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XFTFHNIEH F XS PN R A, A 81 146 8 BAR SRR N, FEACHBEIN 5w UFL A 22
BRI A o

5.4.9.7 As the walkie-talkie is used on a single frequency, no one is allowed to interrupt the
normal conversation of others unless in an emergency. When the superior call conflicts with the
current call, the current call shall be voluntarily given up.

HI TR LR B, BRI BRAR S T L, ARAT AN AN B T WAl N IEH 8 1E . 283 b
PP AR AR PRI, B Ak A

5.4.9.8 In the normal process of using the walkie-talkie, employees shall immediately turn off
the power supply, remove the battery and send it to the infermation department for handling if
they find abnormal phenomena sucheas -damaged: appearance, damaged accessories,
malfunctioning functions, abnormal-smell.and fume. If a service failure is found but not reported
for repair in time, the'relevantiresponsible person shall bear the consequences.

BT AE IR XS BT AR T ar SR I BELAM 8 BEAHR . ThRER R AR AL
BRI, NAZRISCHIRYRE, JRBGH Rk, RERER L. SRR SE, ER
KRz, db s R R mHR TTE N B AT & .

5.5 Management of patrol-inspection instrarment M {ETR

5.5.1 The patrol-inspection ‘instrument-is mainly equipped with on-site shift employees with
relevant work needs.

18 A% 3= EEC A0 GO AH O TAE TR ZE R & PR N 51 .

5.5.2 The property right of the patrol-inspection instrument belongs to the Company and is
included in the fixed assets management sequence of the Company:.

2] T B RS BUR AT, 88— 51 A alNE E 7 S S

5.5.3 The user shall properly keep the patrol-inspection-instrument to prevent loss and damage
caused by human activities.

A N0 A A 22 35 DR, 2 5k, B AN ARIR

5.5.4 During the working period, it is forbidden to use the patrol-inspection instrument for
operations unrelated to the work. The patrol-inspection instrument shall only be used for daily
patrol-inspection work. It is strictly prohibited to install other software withoutpermission.
FETARSAE, ZEERH 2 5] 0 B A8 A AT 5 AR TRy s A, R AT T H &G T
(P TN E 7@ SRR LG o

5.5.5 The user of the patrol-inspection instrument is responsible for the maintenance and
safekeeping of the patrol-inspection instrument, battery and charger.

MO ASC A PN A0 B3R 3 FE . 7 F S (R 4P AR

5.5.6 After receiving the patrol-inspection instrument, the user must read the instruction manual
carefully and use the patrol-inspection instrument correctly in strict accordance with the
contents of the instruction manual to avoid manual damage.

A TAEGS A Z )5, e AR A U A 5, ™ 422 8 0 P 5 ) 2% 0 A 250 LAl Ao P A A,
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CWNDEE/

5.5.7 Users shall follow the principle of reasonable allocation and one machine for one post, i.e.,

the patrol-inspection instrument shall only be used during working hours, due to work needs
and within the company.

EHARCE, —H—KEHEN, RSRAAR EPE A TR AR AR .

5.5.8 For posts where several people share the same patrol-inspection instrument, the
department must designate a specific responsible person who shall hand over, accept and
confirm the inspection instrument during the shift change. %} % A 3t [ — 18 A 1) 5 f7, D64
HE 1 AR TT T N, TEACEHER O A A A2 28y SO A A

5.6  Maintenance and-repair {7t 58

5.6.1 In case.of electronic product failure, contact the IT Dept. in time and submit an application
through the computer maintenance process via OA system.

BT RS, BRI 5E S AER R, JRIET OA R4 HM4EB IR IR HIE

5.6.2 The IT Dept. shall coordinate and implement the maintenance or maintenance plan of various
electronic products according to the characteristics -and operation-manuals of different electronic
products.

15 BV B S AR AN R B 7Y g PERR B T, G0 TR S R SR LT i DR IR B R R

5.6.3 For the electronic product maintenance application declared by each department, the IT Dept.
shall first conduct technical appraisal, define the damage reason and corresponding responsibilities,
and arrange the repair uniformly. & &80T AR HLF 77 mgEE g, 5 B EREN 5 ITE AR L E,
TR E R AR DT, gt — 2 HHME P

5.6.4 The repair cost of electronic products is included in‘the costof corresponding departments.

L i AB B 2 T A LS T ] 2

5.7 Renewal and replacement SE§TE 4

5.7.1 The service life of computers (including notebook computers and desktop computers) and
walkie-talkies is tentatively set at 8 years, and that of patrol-inspection instruments is tentatively set at 5
years.

RN CHECABMAN G A XS P IR 28 6 R FETR € v 5 4.

5.7.2 If an electronic product reaches jits service  life, \orcannot be used due to performance
degradation under normal use and maintefnance, it can apply for renewal or replacement through the
OA system and be approved by the CEO.

FNEALHAFERR, SEIE ] 4B 1500 T IkRe T RS ECCIEME TR, AriEid OA R4t H i BT EfbL,
% CEO Hiit.

5.7.3 The IT Dept. shall analyze the reasons why employees (departments) apply for renewal or

replacement, and issue a written appraisal report as the basis for department approval. {5 5% P8 %

XA GBI HE R B ML SR A AT i, JF R A e s, A9l IHEHE R AR -
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5.7.4 If an electronic product has not reached the service life, or is identified by the IT Dept. as being
damaged or unable to be used due to improper use by individuals or departments, it will not be
renewed and such individuals or departments of shall be liable for compensation.

AIBEFUE R, s fE B8 HER A A KBS T A 28 s iR s ek i, A7 558 H K
HIEEE T

5.8 Compensation and recovery Ig#, B

5.8.1 The principle of “who uses and keeps, and who damages and is responsible” shall apply
, that is, if electronic products are_.damaged "or lest -due'’to improper use or storage,
compensation must be made\at the prices

CUEREH, WEORE, SEELMA, dEBATT” O, BV PRE Y R A 2 B T e IR R Y,
W IE AT A

5.8.2 The IT Dept. shall conduct a professional appraisal on the electronic products that are
applied for repair or renewal, make clear whether the damage is caused by normal use or
improper use, issue an appraisal report, and inform the applicantof'the appraisal report.

15 BE BN RIS IRAZ . SR LT 2 N AT ML, BRSO I 2 A G R
PR, IR RS EMRE, TR EM Y SR EAS

5.8.3 If the applicant is dissatisfied with'the appraisal result of the IT Dept., he/she may apply
to entrust an external professional company for re-appraisal. If the external appraisal result is
the same as the appraisal result of the IT Dept., the relevant expenses shall be borne by the
applicant. If the external appraisal result is different from that of the IT Dept., the IT Dept. shall
bear the corresponding expenses.

PR AR VBT A E 45 RANIREY, W] RS RO & WA n) R, AN eSS R R R
TREEE S A A, JUAH G 2 F el AR i gesre 45 R 515 BB B S e 45 AN, el
& EE R R T

5.8.4 If electronic products such as computers, walkie-talkies, patrol-inspection instruments
and mobile hard disks are lost due to improper storage, users (departments) shall compensate
according to the original price of the products.

ERE A AEREINEENL X PHL 8Aa A B AE RS i i B R B O G Ziid%
P SR HRAN I 2 o

5.8.5 If the electronic products such as the whole cemputer-and important peripherals (the
original value is more than 300B$), walkie-talkies and patrol-inspection instruments are
seriously damaged and scrapped due to improper use, the user (department) shall be liable for
compensation, and the compensation amount is: original price * (service life-used life)/service
life-residual value.

PR A 238 s ) FEL O B AL B B AR (AR T 300 ST X dfpl. A A A B 77 i A
PR SEERER, AN GBI JUKEEETUE, WEEHTY: R0 (EHER—C FHAERRD
| A YA BR—PRAH -
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5.8.6 The responsible person fails to compensate the lost or damaged electronic products as
required, renewal or replacement shall not be approved; If the electronic products cannot be
handed over completely due to job transfer, the IT Dept. shall promptly notify the HR Dept. to
deduct the compensation from his/her the unpaid salary according to the compensation
standard.

5.8.6 TTAE N ARFLHN E WG4 2 R BRI IR (1 v 17 i, AN T BT o AR B AN R e B A 4
L= i BN SR BB RN O, 5 S5 LS IV R I 36 2R N 0 5 0 I AR D5 357 T v e Vs 22 b 10 [

5.9 Recover, reuse and scrapping FElWt~ BHRH- R
5.9.1 When an employee resigns, he/sheishall return.the computer and important electronic

products equipped by the-€ompany (the ariginal value is more than 300B$). If the computer
and important electronic products-cannot be returned in time or are damaged when returned, it
shall be'compensated with reference to clause 5.8.

P EER,  BEAZIE 2y w) e B FEUIG R S BB L 1 (B R T 300 3D, anANRE A58
EEAZ IR C R, N2 5.8 ST 2

5.9.2 The IT Dept. shall identify the performance of electronic,praducts that have been recycled
or have reached the service life to determine whetherthey canbe used continuously, and make
full use of those that have good,perfarmance orean be reused after simple maintenance.

15 BV B HO0 [a] i s ok ZIVATF S FRERY B i, 28 FLVERE A E /2 75 vl RS, WP RESE
7 BRZ ] PR AL IBRERRA 1, N 78 0

5.9.3 As for new recruits, priority shall be given to the electronic products that can still be used
after recycling.

BT G TNHRIS BT I L Iml WAL J A7 vl ) P B R 7

5.9.4 Electronic products that have been reported: for repair, recovered from resigned
employees or have reached the servicerlife, which have been identified by the IT Dept. as
truly unusable, shall be scrapped, and the scrapping formalities shall be handled in accordance
with the regulations.

Xf B TARAE BRI, TARE AR A HE T i, 5 BV BB 8 W SEC TR A T B, BT
IR, HHZRUE 70 B R T4

6 Inspection and Supervision MAEEE

In case of equipment failure caused by man-made, the responsible person shall be indicated,
and this matter may be included in the perfermance assessment if necessary.

PRI D9 IR Rl s g, 7 SRR N, S T AN H

7 Associated Procedures and Records XBIZEFFidSE

7.1 Associated procedures XEXIZFF
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Electronic Product Management Regulations HYBN-T3-09-0003-2021-1

7.1.1 Application for Computer Related Items (Include Maintenance) HLKAH <) HiE (&
49) e HYBN-T2-09-0001-2018-1

7.1.2 Hardware Equipment Maintenance fif {4 % % 4122 HYBN-T2-09-0002-2018-1
7.1.3 Electronic product reporting process H /=& HIEHAE HYBN-T2-05-0005-2019-1

7.2 Associated records Bfig#

N/A.

8 Supplementary Rules\\FfRi

8.1 This System is under the jurisdiction of IT Dept.
Al B2 b A BV B L L
8.2 This System is drafted by IT Dept.
AHIEAREAT: 5 EE .
8.3 IT Dept. is responsible for the interpretationaf this:System:
A FE R A5 BV LA
8.4 Reuvision, preparation and approvalof this System are shown in Table 1.

A1) FEE i AR AN o LTS O LR 1.

Table 1 Revision, preparation and approval of document

R 1 SUPFRRA G i A kA O

Xiao Xinhua ZhuiZhejun Chen Liancai
1 2021-10 9 o i
H e KU % RiENF
Revision Issued date Prepared by Reviewed by Approved by
A A H 3 LN BN HAEN

Hengyi Industries Sdn Bhd
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