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Objective H E]:

To regulate the purchasing in emergency situations.
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APPLICATION S F Y il :

In case of any emergency purchasing the Director of Finance and Controlling or General Manager
should be informed by the Department Head or Manager. In the absence of Director of Finance and
General Manager, the manager on duty should be informed.
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The payment for emergency purchasing can be taken from the Front Office if the accounting office
is closed. The advance payment form will be used as the apply form for emergency purchasing.
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STATEMENT OF POLICY#E JU 75 HH :

The following conditions have to be applied:
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If the payment amount is under RMB 200.00, it should be sorted out by the department itself.
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If the amount exceeds RMB 200.00 and less than RMB500.00, it must be approved inwriting by
the MOD.
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- If the amount exceeds RMB 500.00, it must get the GM’s approval.
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The MOD has to ensure that the quantity of Emergency purchasing should be kept to a minimum
level and is only used for the emergency purpose. Also the MOD has to ensure that purchasing is
really under an emergency situation.
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The staff receiving the items has to record the quantity, specifications and receiving time on the
sheet and has to get the approval from their department head or manager. The sheet must be send
to receiving department as soon as possible. If the receiving clerkis on duty, they must be informed
to check the items.
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All necessary accounting process for Emergency Purchasing must be prepared and approved within
two days. The Front Office should ensure that the payment for Emergency Procedure is reimbursed
within 24 hours. Otherwise they must inform Finance Department, and Finance Department will
deduct the money from relevant person’s salary.
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