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Principle of approval before
expenditure

All expenditure items require prior
application and approval before they can
be disbursed; No expenses shall be
incurred without application or approval.

The principle of

Reimbursement must have the
handwritten signatures of the handling
personnel, designated reviewers at all
levels, and approvers. Finance is not
allowed to accept reimbursement
documents with incomplete procedures.

The principle of complete
procedures
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The reimbursement applicant shall organize, paste and sign
the reimbursement documents according to regulations

Department Head/Supervisor Approval

Authorized person Apporoval

ied
Financial Department Denie

Approved

General Manager

Casher Paying
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Transpo rtation According to the actual situation, choose economy class aircraft, second-class high-speed rail seats,

expenses in regular class ship cabins, long-distance buses, etc., and reimburse according to the actual situation.
transit
Local Try to use public transportation when going out and reimburse expenses based on actual

Transportation circumstances. In case of emergency business or special circumstances requiring the use of taxis,

: the detailed rules of the "Transportation Expense Reimbursement” in this system shall be
Cation: followed.

1. Transportation expenses incurred during domestic business trips shall be reimbursed truthfully within the standard range. If the
expenses exceed the standard, the reason for the excess must be indicated during reimbursement, and a special expense
reimbursement application must be attached. The reimbursement can only be approved by the general manager.

2. The reimbursement of travel expenses must be accompanied by a travel application form
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200RMB/Room/Day

Management 350RMB/Room/Day 280RMB/Room/Day

Staff 280RMB/Room/Day  220RMB/Room/Day 180RMB/Room/Day
Accommodation

Special In order to save costs, it is generally required to share accommodation, and if receiving

customers, the standards can be raised as appropriate. If there are objective reasons
why it is not possible to choose the above standard accommodation (such as rushing to
travel and needing to stay away from high-speed rail, airport, or events)

If the accommodation price exceeds the reimbursement standard in a location closer to

Cation: the venue, the details can be indicated during reimbursement,

1. If the accommodation expenses for business trips are lower than the standard, they shall be reimbursed according to the actual
situation. If they exceed the standard, the expenses shall be indicated as exceeding the standard and the reasons for exceeding
the standard, and a special approval form shall be attached. The reimbursement can only be made after approval by the general

manager.
2. The reimbursement of travel expenses must be accompanied by a travel application form

Instructions
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Working Meal entertain team building funds Exceeding standards

¥ 25/Person | ¥120/Person ¥ 200/Person/ (AT i B (A2 TR B B
General Manager's Special General Manager's Special

Approval Application Form Approval Application Form

semester

F. &%F. 68, SFE8S5KERKE, AHEKRAT.

Principle: Economical, reasonable, combined with local consumption levels, without extravagance or waste.
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