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Purpose of Procedure/ B K]

The purpose of this procedure is to set out the process for initiating payments by, and
obtaining reimbursement from, NYU Shanghai Education Development Foundation
(“The Foundation”).
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Scope of Procedure/5& Fi ¥t

This procedure applies to all payments and reimbursements made by The Foundation.
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Procedure/SZ it £ 7
I.  Vendor Payments/ft M i %4t

Centralized purchase through procurement function must be followed when request to
purchase of materials, parts, supplies, equipment, services or other goods, regardless
of their nature, in which the total order amount is greater than RMB 5,000.
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a. _Required Supporting Documentation/Jif 3 37 £ et

The following supporting documentation must be submitted in hard copy to the
Finance Office:
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Approved Payment Request Form (See template as Appendix 1)
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Fapiao for Mainland China expenses; Overseas Invoice for overseas expenses
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Supplier Contract (if any)
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b. Vendor Information/{t ) i (= 5.

In order to process a payment to a vendor, the Finance Office requires, at a minimum,
the following information from the vendor:
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Payment Method (e.qg., bank transfer, wire, etc.)
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Account Number, Name on Account, Bank Name and Branch Name
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c. Changes and Adjustments to Payment Requests/ 7 {112 >k (1] 5 24 Al 1) 5

If the payee is changed, the payment will not be processed until the applicable
contract has been revised and re-approved. Likewise, all required supporting
documentation must be updated accordingly.
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If the bank account is changed, the payee must provide a written justification with the
company chop.

GRARARAT IR R o WGROT AR — 0 55 A~ T A A5 U

II.  Reimbursement of Business Expenses/Nv4% 37 H i 84

Reimbursements for business expenses and cash advances must be reviewed and
approved by the Foundation’s Chairman or the authorized personnel, and final
verified by Finance Office.
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a. Required Supporting Documentation/fiy 5 37 £5 {4 44

The following supporting documentation must be submitted in hard copy to the
Finance Office.
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For goods or service purchased in mainland China, a Fapiao recognized by
local tax bureau must be provided
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For expense occurred outside of mainland China, an invoice or receipt must be
provided.
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Approved Expense Report Signed by the requester and approver.
(See template as Appendix 2)
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e For each expense, include the date of expense, amount, type, reason,
and attendees (if applicable)
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e Travel expenses must indicate the place of departure and the
destination, and the date of the applicable invoice should be the date the
expense was incurred
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e Boarding Pass (for any flights) (if applicable)
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b. Cash Advance/i 7 2k

To apply for a cash advance, the requester should complete an expense report that
includes the details of the cash advance amount requested.
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For approved cash advances, the Finance Office will provide up to RMB 800 in cash
and the remaining amount will be provided by bank transfer to the requester’s bank
account.
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In order to settle the cash advance, the requester should complete an expense
report and provide all required supporting documents (see Il.a above). If the final
expense report is significantly different in terms of the cost of project or amount, the
requester should provider a written justification of the discrepancies, and obtained
approval from Chairman or the authorized personnel accordingly.
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When the amount of the cash advance exceeds the expense to be reimbursed, the
requester must return the outstanding balance to the Finance Office; likewise, when
the amount of cash advance is less than the expense to be reimbursed, the Finance
Office will transfer the outstanding balance to the requester’s bank account.
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Cash advances should be settled within 90 days of completion of the expense report.
Cash advances that are not settled within 90 days require supporting documents and
obtaining the prior approval of Finance Office.
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I11.  Review by the Finance Office /It &S

The Finance Office will review all payment/reimbursement requests to ensure:
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All payment/reimbursement requests have been properly approved,;
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The content and amounts in all supporting documents match the
payment/reimbursement requests;
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All Fapiao are recognized by tax bureau;
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All payment/reimbursement requests are consistent with the Foundation’s
policies, procedures, and guidelines
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All payment/reimbursement requests are recorded properly under the correct
account items.
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The Finance Department reserves the right to return and reject
payment/reimbursement requests for noncompliance with the above conditions.
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All Payment/reimbursement requests must abide by the approval hierarchy regulated
in the Foundation’s Articles of Association, Resolutions, Policies or Procedures and
approval conducted by the designated personnel accordingly. According to internal
control requirement, Finance Office shall follow review over payment/reimbursement
requests; before the 10th working day of each following month, Finance Office shall
review the prepared and summarized payment vouchers and supporting documents
per internal control requirement.
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Payment/reimbursement requests must be prepared and submitted according to the
total amount to be paid and may not be split to avoid approval thresholds.
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IV. Payment/Reimbursement Schedule/ £, 44t [E]

Vendor payment will be processed in 30 days upon requester’s confirmation on goods
or services acceptance and receipt of Fapiao issued by.
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Reimbursement approved will be processed on Thursdays for approved requests
received by the close of business on the previous Friday. In case of a public holiday,
the reimbursement will be postponed accordingly.
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Overseas payments are not subject to the above schedule. The Finance Office will
arrange overseas payments according to the specific requirements of the tax bureau
and State Administration of Foreign Exchange.
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If the payment/reimbursement request is returned by the Finance Department, all
documentation will be returned to the requester. If re-submitted, the time required for
review by the Finance Office will be recalculated.
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V. Payment Method/32 4151

The Foundation will prioritize in-country payments by bank transfer.
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Definitions/HE& & X

Fapiao: Fapiao are tax receipts recognized by official authorities. A Fapiao is
received when any goods or services are purchased within China. Fapiao are
recognized by two red chops, the characters %% in the heading and a unique Fapiao
number. Fapiao are required supporting documentation for all reimbursements in
China.
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Overseas Invoice. All invoices and receipts for overseas expenses must be organized
by types and dates, and pasted on A4 paper.
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RMB.: Renminbi or Chinese Yuan, the local currency of the People’s Republic of
China.
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