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1. Purpose

The purpose of this policy is to standardize the
business travel and reimbursement process for UFCH
staff,enhancing the communication between staff
and the finance department during the process, as
well as to control the expenses effectively.

This policy applies to all staff in UFCH that have
expenses incurred due to work needs, as well as
expenses for business travel.

2. Basic Principles
1) Application and Approval

Business travel should be only applied when on site
business affairs are required. Prior approval of the
Executive Director of the Foundation is required for
business travel.

2) On Time and Authenticity
a) Reimbursement or approval shall submit within 3

months from the incurring. Expenses incurred in
December of each yearshall be reimbursed or
approved within the end of January of the following
year, late submission will not be reimbursed;

b) Reimbursement is based on receipts and actual
expenses within the standards;

c) UFCH full name and Tax number presented
correctly on the reimbursement supporting
documents. Receipts and invoices must be authentic,
rational, legitimate and valid.

d) Prior approval of the Executive Director of the
Foundation is required when any changes or special
circumstances raises.

3) Reimbursement schedule

Reimbursement is scheduled twice a month, on the
same date as the charity medical grant
reimbursement; please refer to UFCH payment
calendar for detail dates.

3. Types of reimbursement expenses and standards
1) Travel expenses

Travel expenses includes transportation,
accommodation,food and meal expenses incurred
during business trips
(train/airplane/bus/taxi/accommodation/food)
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City Expense Standard
o Hotel RMB500/night
First tier
cities Ground On an actual
(BJ.SH.GZ Transportation expense basis
SZ)Y 777 | Meals RMB80/day
Others Hotel RMB400/night
Transportation | On an actual
expense basis
Meals RMB50/day
Standards:

a) Train / high-speed train: second-class seat is
covered. Staff is responsible to pay the expense
difference by himself/herself if personal preference
of changing seat to first-class or business seats. Prior
approval of UFCH director is required when special
circumstances, e.g. second-class seats sold out.

b) Flight: economy class seat is covered.

c) Accommodation: business express hotel and
shared room recommended. Prior approval of
UFCH director is required when special
circumstances raises.

d) Staff is responsible to cover the expenses incurred
due to the cancellation of business travel for personal
reasons.

e) Reimbursement supporting documentation: invoice
+ train ticket/boarding pass.

2) Business entertainment meals

a) Each entertainment meals requires approval of
UFCH Executive Director in advance.

b) Entertainment meals standard is within 150 RMB per
person.

c) Each entertainment expense should indicate the
number of guest invited, guest name, reason for the
invitation, and the contact number of one of the
guests invited.

d) Reimbursement supporting documentation: invoice
+ list of expenses.

3) Office Supplies
a) Order supplies according to the work needs from

the UFCH, obtain prior approval from UFCH
Executive Director, purchase from official vendors;

b) Reimbursement Supporting Documentation:
invoice + itemized list, if the invoice contains an
itemized list, only the invoice is required.

4) Ground Transportation

a) Reimbursement supporting documentation: printed
invoice or invoice + itinerary.

b) For printed invoice, it needs to paste on A4 paper
in the order of the incurring date, and indicate the
relevant trip  purpose, time, starting place and
reimbursement amount.

c) For invoices and itineraries, it needs to indicate the
relevant trip purpose on the itineraries.
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5) Courier Fees

a) Reimbursement supporting documentation: invoice
+ courier list details.

b) It is required to indicate the business relationship
of the recipient (e.g. auditor, individual beneficent,
etc.) on the courier list.

4. Preparation of Reimbursement Documents

a) All reimbursement documents should be filled in
the "Foundation Staff Reimbursement List" and
"Expense Report" by project in chronological order. If
travel is involved, the documents should be prepared
by travel location.

b) Order of reimbursement documents: invoice,
itemized list, other supporting documents.

c) Each invoice should be numbered in the lower left
corner, the number matches the order in the
Foundation's Staff Reimbursement List.

d) In the "Foundation Staff Reimbursement List",
please fill in the date the expense incurred, the
breakdown of the expense, the item, the category and
the classification as required.

5. Reimbursement Process

a) Staff for the first time of reimbursement should fill
out the "Bank Account Information" and submit it
to the Executive Director for approval.

b) The "UFCH Staff Reimbursement List", "Expense
Report" and related reimbursement documents are
submit to the accounting office for preliminary
review within the specified time line, then the
accountant submit to UFCH executive director for
approval. The reimbursement staff and the expense
approver must be the different person.

c) The applicant and the approver of online banking
must be different person.

RELATED FORMS

. UFCH Staff Reimbursement Workflow

. UFCH Staff Reimbursement List & Expense
Report

. Bank Account Information

END OF POLICY
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