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Board Approval Date

Chapter | General Provisions

Article 1 These regulations are formulated in
accordance with the relevant provisions on the
seal management of social organizations issued
by the Beijing Civil Affairs Bureau and the Beijing
Public Security Bureau, with the purposes of
standardizing the administration and use of the
certificates and seals of United Foundation for
China’s Health (hereinafter referred to as the
"UFCH"), mitigating risks associated with seal
management, ensuring the seriousness,
standardization, rationality and security in the use
of seals and the legal person certificate, and
effectively safeguarding the interests of the
Foundation.

Article 2 The term “certificates” in this system
refers to the original and duplicate copies of the
UFCH’s “Legal Person Registration Certificate,”
“Bank Account Opening Permit,” and other
relevant certificates. The term “seals” in this
system refers to UFCH’s name seal, invoice-
specific seal, and financial-specific seal.

Chapter |l Certificate Management

Article 3 The UFCH’s Legal Person Registration
Certificate shall be displayed in a prominent
location within UFCH’s office area. Other
certificates and duplicate copies of certificates
shall be properly kept by the Secretariat as
authorized by the Board of Directors.

Article 4 The external use of the UFCH'’s
certificates requires approval from the
Chairperson of the Board and the completion of
internal procedures before they can be taken out
for use. The certificates must be returned
promptly after use as required.

Article 5 The UFCH’s certificates shall not be
altered, leased, or lent out.

Chapter |ll Seal Management

Article 6 The activation, decommissioning, and
application for re-engraving in case of loss of the
UFCH’s name seal, invoice-specific seal,
financial-specific seal, and other seals shall be
carried out in accordance with the relevant
regulations of the Beijing Civil Affairs Bureau and
the Beijing Public Security Bureau on the
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management of seals of social organizations.
After new seals are engraved, they shall be
registered as required.

Article 7 The UFCH’s name seal shall be kept by a
person specifically authorized by the Board of
Directors. The UFCH'’s invoice-specific seal and
financial-specific seal shall be kept by the legal
representative of the Foundation.

Article 8 Seals must be stored in a secure and
safe location. It is strictly prohibited to remove
seals from the office premises where they are
used. In cases of special need, approval from the
Chairperson of the Board must be obtained, and
the seal must be returned immediately after use.

Article 9 Sealing Process:

(1) Fill out the "UFCH Company Stamp Form":

(a) For agreements already reviewed by the
UFCH's internal legal team: The "Document
Details/Usage" section ofthe "UFCH Company
Stamp Form" must be completed and approved
by the UFCH's Executive Director before sealing.

(b) For external agreements: Legal Department
approval is required. After approval, the "UFCH
Company Stamp Form" must be completed and
approved by the UFCH's Executive Director and
the UFCH's Founder before sealing.

(c) Any documents submitted to the Civil Affairs
Bureau requiring the use of the legal
representative's seal and the UFCH's name seal
must be approved by the UFCH's Executive
Director, Founder and the UFCH's Legal
Representative before sealing.

(2) The serial number on the "UFCH Company
Stamp Form" must match the number recorded in
the UFCH's internal files.

(3) When sealing, bring the document to be
sealed, the approved "UFCH Company Stamp
Form," and the Legal Department's approval email
(if applicable) to the designated location at the
specified time.

(4) The seal custodian must strictly follow the
sealing procedures. After sealing, both the seal
custodian and the applicant must clearly fill out
the "DOCUMENTS STAMPS GIVEN" section of
the "UFCH Company Stamp Form."

(5) The applicant shall separately scan the "UFCH
Company Stamp Form," the sealed document,
and the Legal Department's approval email (if
applicable), send them to the seal custodian, and
store them in the corresponding internal folder of
the UFCH according to the serial number. The
hard copies of the sealed documents shall be
properly kept by designated personnel.
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(6) For documents requiring Legal Department
approval, the original sealed document and all
approval documents shall be returned to the
Legal Department.

Article 10 It is strictly prohibited to seal blank
letters of introduction, official documents, or
letterheads. Unauthorized use of seals without
corresponding approval is prohibited.Serious
consequences resulting from such actions will be
referred to the relevant authorities for legal
liability.

Article 11 The seal custodian must adhere to
principles and strictly follow the sealing process.
Before sealing, verify whether the document has
been approved and whether the "UFCH

Company Stamp Form" has been fully completed.

During sealing, ensure the seal is applied in the
appropriate position, and the impression is
upright and clear.

Chapter 4 Supplementary Provisions

Article 12 Matters not covered in these
regulations or inconsistent with relevant
provisions shall be handled in accordance with
the relevant provisions.

Article 13 These regulations shall be interpreted
by the UFCH's Board of Members.

Article 14 These regulations shall take effect after
approval by the UFCH’s Board of Directors.

RELATED FORMS

<< UFCH Company Stamp Form >>

END OF POLICY
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