Appendix: Instructions for Staff Expenses Report

HifE: HEIER

1. 5 (RS , R “SUHIRAEN” AL,
Complete the expenses report and save using "File-Save as" in your local drive.
2. K (RS F#EFILotus Notes B 5 THRAS R 5.

3. JTENHY CHRAgE) MAERUG RS L, SRH ISR B AT 4 550
4, (IREHE) BEEMRITEISA Y “BPI(Ctrl+X)" !

Do not cut/paste any information in the expenses report template.
5. HIUTALAERIR D RVIREE, ARYE SR/ FTid AR RS S N B -

If any RED error notice, please correct your report based on that.

Submit your expenses report electronically to staff expe claim system in Lotus Notes.

Print out the staff expe report and attach it as the cover of invoices. Send it to accounting dept. after reviewed by line manager.

Items Content

NS (RFEPHED

Input name include chinese characters or pinyin

LD NAVIIN VAR
Input 6/8 digit staff code

NI A 1 TR A e AR

Input cost center of department

WP TAEMX (Fp A FTTEH)
Select work location (Office location)

A BT AV 55 X

Select financial region

NG S RD . LW AL A B O TR THLS T, DLEE S 2 17 B 8 S 5 A R
Input telephone number. Employee who travel often need to input mobile number to facilitate timely contact if any problem with expense report.

BT AR T, S AELERMBEKUSD.
Choose the paid currency, USD or RMB.

WA T AR B MARGE S AR HHBR, ISR

If you have advance to be deducted from the payment, please indicate here.

ke i8INS R
Select type of expense claimed:
O AR

Normal-Domestic

Allowance : HZEHN,

Hotel: P95 {315 %% .

Travel & OT Meal: ZEjRkAN N4 S BUNBER %
External Meal & Activity: 273572 P48 3. ZZBRSH 2%
Air Ticket: HLZ (EHATIAFLMIHLED)

Train: [ Py K72

Other Public Transport: [E py 3 fth 24 33558 2%
Telephone: F-HL3#

Gift: fLAh%%

Seminar: ML

Training: 5l (RIS BEHLAEIZED
Office Tel Charge: 70/ % HLif 5%

R & D Expense : FiRZEA ( RESHIASER T )
Internal Confer. : NEIREBEINER

Other Allowance: R Hi[X i Z ¥l (Hardship travel allowance)
Stationary: JpAH & (IPAFEM. K. THRA. 16755
Postage: HE#

Visa: ZHiF 9%

Maintenance: = 4ifE4idr %

Taxi: [HA HFZED

New staff Body Exam: A& %% G 2 T ABUAK:, 7 A
Car Daily: V%%, 154 5%

Utility Fee: /K137

Newspaper book: 3Rk 17T [ %

Other promotion fee: {it44%%

Other Service: HALZA (AT IHEF LARGIH)

Domestic travel others: )& A< 3%

Internal Meal: 2w P AIBA A (A& S il el LS 3) %)

(2) Eo—fe A

Normal-Oversea

Intl. Allowance : [EfpH 2230
Intl. Hotel: [ f 2 {315 9
Intl. Staff Meal: [Eprit 2 3 T4 %

Intl.Other Allowance: ¥ % Hi[X Hi 2 #1Miti(Hardship travel allowance)
Seminar: M2
Training: }5il%% CREE0TI4 B B LRI 2%



Intl. Travel others: [E Fr i 2 ¥4 3% Postage: Mt

Intl. Air Ticket: [Pt ZHIE 3% Visa: L7 H
Intl. Transport.: ¥ px i 2358 % External Meal & Activity: 757 P 55 38 bR 2%
Telephone: [H 5 2 Hif 2 R & D Expense: B %A CAASHUFRETTH D
Gift : LR Internal Confer.: N&E£IX 3
Other Service : EfthZtF (MIARIABET HAIE )
(3 w3 External Meal & Activity: FHRF2 P 88 38 bR Bii 2 Others: HAhE P #H (i, (115255
Customer Expense
(4) B TAEF 57 H Sports fee: fit &3k Wedding gift: 2504
Staff Welfare Baby born: AEEHHLE Outing fee: JifkiE 2%
EAfee: #H W Housing Allowance: {354
Expa.BNF other: TR - JMEH (LR, HBEHS) Loc.staff BNF other: TIRERF - FHA (1R5EZE , FHREF)
BNF Others: 4 Fil 27 & Gift for staff: i3 T4L 4>
Expa.Rental house: M A B3 il Loc.staff rental house: #1757 T J5
Expa.rental car:#hgE A2 2% Celebration: i H#L4:
Union Sundry: & 3H& Union Admin: T 1TE%

SR AR A SR8 A BT A T AR 9 AN — e a8 ], iR N 5 AN S 3 R AT FO AR RIS e

PERATRN, BT RES.

This form need not be input, it will automatically generated and checked.

BN RRE M, RIS
Please input date of expense occuremce with time sequence.

HNARR BB Rk Sk, A B -
Input description of expense as detailed as possible.

CS: Sales order number For CS Project expenses. CSIi H 144 77 ZAE LA I S AH N ICS T H 5 .
10: Internal order.If applicable please select correct internal order. FIOF X () %% FH 1 410 5 485 76 AL

b 2 INAAE ST

Please select expense nature.

AR N AR O DT 4 98 (9 S B LI A TR 78,
Hotel type should be selected “ Contract hotel ” “City without Contract hotel” or “Non-Contract hotel ”
Taxi type should be selected “VAT electronic general invoice” or “Other invoice” by employee based on actual situation.

A HE 2R, AU 22 K. Tf travel allowance is claimed, days of travel need to be provided.
ARSI e, S (R KB, If hotel fee is claimed, days of room night need to be input.
IR R A T, M IURS 2 5 A If cust. Meal & enter. is claimed, number of participant need to be provided.

ERETRAIM R ZE E AP, fiPaid currency MlInv_Currency —3(, REi4 HEERIDRATEATREH .
Choose the currency on the invoice.If "Paid currency" is equal to "Inv_currency" the "exchange rate"and "Amount” will be automaticly calculated by system.

HNRZE IS,
Input the total amount on the invoice.

T ALHE pk B (BB L R R IMBLR
Choose the tax rate according to VAT specific invoice

WIAS TR, WAUAE R RLE R BB
If filled tax rate, tax amount should be input base on VAT specific invoice.

TFHN, RGUK A SIS TR S SRR A ST R

No need to input, automaticly calculated by system based on the Inv_Amount and the payment amount.

N T AT I RMBERUSD 43471«
Input payment amount (RMB or USD amount).

SRR RME B RS, AU R SR,
If VAT specific invoice is claimed, invoice number need to be input.

PST B ZAIRE , RS HEZIMN HREEARFMAIES ( WBS number).

PST Project Expenses [For PST project expenses, please input WBS project number when expenses template upload to on-line system.




Schneider

LFelectric Staff Expense Report
Staff Name TE Location Beijing Telephone 18345377086 Foreign currency list
Staff No. 10690142 Acct_Region Fax _
Cost Center 1C508 Input Date AR T RMB il HKD B %ot |NZD
E3 USD #EE  |IND i |SGD
el — - | R e e vor
Wt EUR Hit JPY e |MOP
Type of Expense: INGFRaIDEmeEstic ( To be selected ) E GBP BhEC |[KRW | [He  [Other
Expense Summary ( not fill in by applicant, link with the details form below )
Allowance tax free - |Allowance - |Other Allowance - Hotel
Travel & OT Meal - Internal Meal - External Meal & Activity 2,276.00 |Air Ticket
Train - Taxi 321.83 |Other Public Transport 120.00 |Telephone
Gift 985.00 |Seminar - Training - Internal Confer.
Postage . |Visa - Maintenance - New staff Body Exam.
Car Daily - Utility Fee - Newspaper book - |Other promotion fee
Other Service . |Office Tel Charge - Dom.travel others - R & D Expense
Stationary - - -
TOTAL 3,702.83
Detail of Expense ( fill in by applicant) Count Line 19
External Meal &
1 2021/03/18  |BtiEEmE Activity 2 RMEB 245.00 245.00 1.00000000
External Meal &
2 2021/03/04 BILRERE, FHE Activity 3 RMB 410.00 410.00 1.00000000
RYRMRET, NI, £T, B4
Bk, HTS (REHRK 699.00 1.00000000
3 2021/03/19 BANBEFEE) Gift 6 RMB 699.00
4 2021/03/19 RETIENTALS Gift 1 RMB 148.00 148.00 1.00000000
5 2021/03/19 HREEHFILE Taxi Other invoice 1 RMB 130.00 130.00 1.00000000
External Meal &
6 2021/03/19 BiEREE BT Activity 3 RMB 406.00 406.00 1.00000000
External Meal &
7 2021/03/12  |EESE Activity 2 RMEB 256.00 256.00 1.00000000
External Meal &
8 2021/03/20  |mitesm Activity 2 RMB 269.00 260.00 100000000
External Meal &
9 2021/03/23  |WEEH Activity 3 RMEB 80000 300.00 1.00000000
10 2021/03/23 1S5 % Other Public Transport 1 RMB 13.00 13.00 1.00000000
External Meal &
1 2021/03/25  |WESET Activity 2 RMB 90.00 90.00 1.00000000
12 2021/03/28 B Other Public Transport 1 RMB 107.00 107.00 1.00000000
External Meal &
300.00 1.00000000
13 2021/03/26 EERNTER, ELE Activity 3 RMB 300.00
14 2021/03/25 FRBEIEL G Gift 1 RMB 138.00 138.00 1.00000000
15 2021/03/17 BETREEZEENEK Taxi Other invoice 1 RMB 13.44 13.44 1.00000000
16 2021/03/24 BHRBERR Taxi Other invoice 1 RMB 58.56 58.56 1.00000000
17 2021/03/24 FIEFRESHFHE Taxi Other invoice 1 RMB 59.00 59.00 1.00000000
18 2021/03/25 FELEER Taxi Other invoice 1 RMB 45.37 45.37 1.00000000
19 2021/03/25 BEEEHERR Taxi Other invoice 1 RMB 15.46 15.46 1.00000000
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36 Aol A Di
ppHeant Manager Dir
Sign.:

Date:




37

38

39

40

41

42

43

44

45

Sign.:

Date:

Applicant

Manager

Director




46

47

48

49

50

51

52

53

54

55

56

57

58

59

60

61

62

63

64

65

66

67

68

69

70

71

72

73

74

75

76

77

78

79

80

81

82

83

84

85

86

87

88

89

90

91

92

93

94

95

96

97

98

99

Sign.:

Date:

Applicant

Manager

Director




