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This policy lays out the approvals needed and the
processes to support UFCH'’s daily work including:
hiring staff, accepting donations, entering
contractual obligations, committing to expenses,
and using the company stamp.

This policy references the following positions and
are currently filled by the following people.

POSITION CURRENTLY
FILLED BY

UFCH EXECUTIVE Angela Xiong

DIRECTOR

UFCH FOUNDER& Roberta

DEPUTY CHAIR BOARD Lipson

HR DIRECTOR Linda Li

OVERSEEING UFCH HR

AFFAIRS

LEGAL Department Judy Wang

HIRING OF STAFF
All hiring of staff need the following approvals to be
in place before making an offer:

o UFCH Executive Director

o UFCH Founder & Deputy Chair Board

DONATIONS

UFCH is a charity and will use external donations
to fund programs and operations. The following
standards must be followed in regards to donations.

J Any donation greater than RMB 100,000 must
have a donation contract put into place.

. For less than RMB 100,000, a donation contract
may be put into place if requested by the
donor.

o For any donation that uses the donation
template agreement pre-approved, The
signature and chop of the UFCH Executive
Director must be obtained.

J For any donation that does not use the
pre-approved donation template agreement,
the following approvals are needed:
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APPROVA | UFCH UFCH

L TYPE / Executive | Founder,

POSITION | Director Deputy
Chair
Board

Business Required Required

Approval

Legal Required N/A

Approval

Execution | Required Required

Signature

Stamp Required Required

Approval

Note: Follow the UFCH Company Stamp Policy,
Complete Stamp Application Form appropriate approvals.

EXPENSES

UFH Legal
Team

N/A

Documented
with Contract
#

N/A

N/A

UFCH policy on Expense Approval Levels is:

Expense
Type & Level

Program
Expenses <
RMB 100,000
per purchase

Approvals

Delegated to the
Executive Director

Contract
Requirement

Contract
Not Required

it AR

HITEA =

S =

IR EERIBERTEERE UFCH NENEE
B, HSEFABRIER, FREMERILE.

#EA
AT ERAEMEANOIBERAT:

Program
Expenses >
RMB 100,000
per purchase

UFCH Founder&
Deputy Chair Board
approvals are
required

Contract
Required

Capex Delegated to the Contract Not
< RMB Executive Director Required
50,000 per
purchase
Capex UFCH Founder& Contract
> RMB Deputy Chair Board Required
50,000 per approvals are
purchase required
UFCH Staff Expense N/A
reports need
Executive Director to
Expense approve;
Reports

UFCH Executive
Director needs
UFCH Founder&
Deputy Chair Board
to approve
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In addition to the above approvals, Executive Director’s “Ok
to Pay” approval is required before any paymentis made.
This approval can be in written on the documents or
via email. This is in addition to the segregation of duties built
into the banking system — UFCH Accountant input payment
details, UFCH Executive Director “approves” in bank
system.

PAYROLL APPROVAL

Monthly the UFH Human Resources team prepares the
UFCH payroll. A third party vendor (CIIC), processes
payment to staff, social funds and tax. Approval of the
monthly payroll requires two (2) approvals: 1) UFH
Human Resources Director Assigned to handle UFCH
affairs; and 2) UFCH Executive Director.

PARTNER AGREEMENTS

As the UFCH grows, UFCH will continually look for
additional partners to grow the reach of UFCH and its
programs. Partnership agreements that use the pre-
approved Partnership Agreement are delegated to the
UFCH Executive Director. This includes both execution
signature and company stamp approval. All other non-
template partner agreements need both the UFCH
Executive Director and the UFCH Founder& Deputy Chair
Board to approve.

VOLUNTEERS

As a charity, UFCH will often use volunteers to help
complete its program and administrative work. Before
volunteers begin to work for UFCH, they must complete the
following documents:

o UFCH Volunteer Agreement
o UFCH Volunteer Designated Bank Account Form

. UFCH Volunteer Stipend Form

Volunteer agreements entered into that use pre-approved
UFCH Volunteer Agreement are delegated to the
UFCH Executive Director. This includes both execution
signature and company stamp approval. All other non-
template volunteer agreements need both the UFCH
Executive Director and UFCH Founder& Deputy Chair
Board to approve.

UFCH STAMP APPROVAL

For items not mentioned above that need company stamp,
both the UFCH Executive Director and UFCH Founder&
Deputy Chair Board’s approvals are needed.

REFERENCES
o UFCH Volunteer Agreement Template

J UFCH Partnership Agreement Template

. UFCH Donation Agreement Template

o UFCH Volunteer Designated Bank Account Form
o UFCH Volunteer Policy

RELATED FORMS
- UFCH Company Stamp Use Application Form

END OF POLICY
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