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-\ A TiEBRAE Employee Leave Application

RTNGEIE AL 00 R FIEMAER, FEFRAAET#UE TR R . RIS E T B AE
PATHY, W TACH,

Employees should apply for leave through the online OA system, and the leave can only be taken

after approval. Those who take leave having failed to apply for it according to the school regulations

shall be treated as absentees.
1. & OAKS, Wit http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

WiRERE

CHIWAY GROUP

SRR,
EiR=ill

- "’\

— S

o d . TP I
2. RUEREE, HENSHTERE U

Go to the "New Process” page by clicking” Process*
3. ikFE RN BHIRE PE- B TS RIS R

Choose the: Human Resources-Leave Application Form

9H-PRANEEMHuman Resources(Schools)

L95HE/HHHEMM ([B()245) -Application Form of Business Trip EHR#EAT
ave Application Form-EHREEES I

YE - PRITIRE R Administration (Schools) c

FI2) -Les

Ll

FEM{TRS) FSEM Proposal Approval Form

B 1S auZMmSchool Vehicle Request Form
ENEH R ()RR

% T eI (8T
R TaRERmRiE (W

{
1

4. HEELR, ZHE. GEBSSE, BTG MATRKIN 6], §EREFEH, WRfER
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ATBEREIRRAIE D] s B IR TR AT EE AR PR TR P25 P BAIE B A A G I 1)

Fill in the information and submit the request. (Type of leave, start and end Time,
Reasons for leave, relative attachments like doctor issuing leave certificate or

marriage certificate and new-birth certificate to support sick leave, marriage leave

maternity leave application etc.)

EEA

Applicant
FriEAE]

Work Place
ERA

Applicant
ISENEIRY RSy

Remaining Days of Annua14.5

| Leave
e
Type of Leave
ERSTTRERE
Start From
E=REA]
End On

EREA

Reasons for Leave

TR
Attachments

RTERRESR

Leave Application Form

FAZID0

eRiEEE

Date of Application
==

Department or Division

SEFEguUOoyan

SRR

ZEEguoyan
R FEEHAEHS
Days of Leave in Lieu
ol EREREL
Days Applied
=10
=NICH
1 00M/4

L

|

5. HBMAT. ANTBaieit, NERKEH ST B shiis)

Request will be approved by department leader and Director of Human Resources

and respective Principals. (OA process running automatically according to School

Rights and responsibilities manual).

6. L 5 RHKAR, b —usHEit.

Long leave exceeding 5 days shall be approved by the leaders at the next higher

level

. A% HZEHTE Business Trip Application

1. &3 OAK'S, ML hitp://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

32



http://oa.chiway.com.cn/login/Login.jsp

‘ Efjﬁ%ﬁ#%*ﬁﬁ& #S: CRS-ZD-2024-005
Sl Enenzranzs B
2. RUFRAR, BEANETERR U
Go to the “New Process” page by clicking” Process”
3. WFE: FERASNFEIREEI-AS HZESMN G

Choose: Human Resource-Application Form for Business Trip

ASSHERBE

Application Form for Business Trip

wED0
Non RES =& AT
e EiEEguoyan e I
Pt iness Trip in Mai = B
Type |F’~JH:I§BusmessTr|pm Mainland ~ Serq =i’ e
FreadE) B, , Badtt !
Departure Time e 3 Destination )
ESEREE] )] T =
Return Time ] §O 1§ Total Days 0 -
ShH/HESH Purpose
!
Vs
SR = tEEE
Document Related Process Related
EA100M/A

Attachment =

4. HEFR, wEENLZE. EAMEESSN Y, BETEEE KM, JTIRFIZ R E,

HZES e, I EAR AR EC iR A8 R . UGBS, FHRAC G .
Fill in the information, choose business trip in Mainland, Overseas Business trip or
business trip in the city, destination, departure/return time, Business Purpose,
relative attachments to support your trip such as email notice, meeting notice, then
submit the request.

5. SEfFHEtL, AN EBERAEPTIES AT AL SREEAH S LT
Waiting for approval, check the process node in time and remind the corresponding
approver.

6. MEJ5, KOHEN OA BHARIMTENG, UMERUENEMWLE . BARRE, 1§25
BRI 72 RS TUE TR
After approval, please forward approved OA to School Office administrative staff to
start booking your flight and hotel. For details, please refer to School Office

Business travel ticket booking process.
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=.  BERBWRFMALZEMN Search contacts and Org Chart
RLAT LB T 4T R4 EER P RBCR AR T A AH

NI

¥J. Employee can

search school contract number and telephone and organization chart through

Dingtalk.

L NEATAT R Gt BRI RN S,

I

NI R PE AL PG B 4, R

Download the Dingtalk system. Once you're signed in, open the search symbol,

type the pinyin or English name of the name you want to search for, and tap

search.

behn. ARBREA

i WRE—RAD, EiEWAEA R, BIR S 4% 5 25y

For Example: Find a contact of J&4¢%% or Nico

Method 1: Message - Search the portal, enter the name directly, you can find each other

from the list

aon
oon PHRE (2031)
Qop oaE

ﬂga EI4RFERLR Chiv. (189
amp ©

REBERAFHE: BEE

M E R SK =t & ANV
q/wie/ritiylulijlolp
als|d|flglh]lilk]!

B zixlclvibin|m &

® ¢

T3 il ——H G

"o ||| Commuter assistant

o DingMail
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Method 2: Contacts - Organizational Structure

2. ATDMERSTAT R A IR RERR & Lo

15:49 wl 4G m 15:49 PUEEL ) 15:50 wilacm 15:50 wilicm

iR ® ERR EERHBEAREMRAS B2 Contacts ® < Contacts Li§HHMHFRLMBAM~AS  More

MR hRNERRE Recently Added
B HOER e (s) B Fiends {EREIRE (5)
n Ak I VERRERLH (180) B Broog Chats ISR ERLR (180)
m RBE FHTUEEBAAT FRER (2) m Sevicetion, FMTUERBEAT F L (2)

FEREBBAATFREE(13) - LEPRRERARARAS

7 B (217 & iEa
pr— KEE@IEFRR (217) ABEEIHEIEFH (217)

. LEPHREERRERAS) FBEBBEAT FLER(13)

mssREaLRAN RS SRR EESREAR - AN AR HHEMEmLLE()
us SRERINEELE 2) hora AR RINDELE (2)
B seamo ERBSH () ﬂ Other Organization(1 EURSH Q)
SHEMA G WARS/EIA Create/Join Organizatio
B5E \ m Ess
P @ 2 [a@a|l & @ wamans P @ 2| 8| & @ mi
_— I
BRESP A W AR
o R RET P A HL AR

KT P 4 T —— R R

2. Office phone
Smart Office Phone - Employees are free
Internet telephony - use traffic

M.  AMAEIHE Employee Training Application

1. ZINAMNEREE I I d S BRI 3 T B 03 AL AR AT 3258 OA FITE (B | T4 3 i
FRIGUHER) o WA T H T — 2k BRI vH R sy, 0203k A5 B A2 350 T T 8500
FEMPERK. BRKRHME.

Employees who participate in external training with the cost borne by the school must
submit the training application form in advance. If employees need to be absent from
daily work for some short-term training programs, approval must be obtained from the
Head of Department, the Principal in charge and the General Principal.

2. Z G TAHERTHRAS OA HiiE (ETTHEGURE AR I g R) o S ft5e U= 55l
THIEHET, £ NIRRT LRAIRSS U Y, eSS N R 5780 & R R . (55
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YR 55 B ] ME 1 151 2% IV FL 15 A IR 55 J00RR o G 53 AR S5 IR AR, RIS A
PRI, ZIHZ O [ SR SAT — 8 IR I 9

Employees who need to participate the training must submit an OA application (Chiway

Repton School Xiamen Training Application Form) in advance.After the training
application is approved and before the kick-off of training, employees shall sign the
"Training Service Agreement" with the HR department. This agreement shall be attached
to the trainee’s labour contract. The “Training Service Agreement” establishes the scope
of the training fee and the service period. If an employee leaves for personal reasons
before the end of his/her service period, he/she will be required to pay a certain amount

of training compensation to school according to the agreement.

3. KTAMEE, FEMTRR. $eae. BRI, &5 TEREHEIIMER: 4
FEEAIR TR AR BN 2. Bobs 2. i 2. ess 2. 2R, 15 2k
B, R R A E 2 HE

Regarding to external training, it is mainly used for the enhancement of knowledge, skills
and management ability, and needs to be closely related to employee's current position;
including but not limited to the trainer's fee, teaching materials, venue usage fee,
equipment fee, travel, accommodation fee, meal fee, etc., and the training needs to be

applied for business trip if it is outside of current city.

4. HAKRFEIN R : Detailed as flows:

1) &3k OA K5, Wik http://oa.chiway.com.cn/wui/main.jsp.

Log in to OA account, Web: http://oa.chiway.com.cn/wui/main.jsp

[
Al

WRWE

CHIWRY GROUP

fSiRR,
[ESRERil




B eSS B HFR
BAMEERA

B 405 & EFR

B! CHIWAY REPTON SCHOOL XIAMEN

#S: CRS-ZD-2024-005

TIHG: E37HHB0T

2) sy AR, N CHTEmAR” T
Go to the “New Workflow”page by clicking “Flow”.
3) iLFE RN B B ] RO A I R R

Choose Human Resources-Chiway Repton School Xiamen Training Application Form.

KN FRAMMEEET Contrat MasagenentSchoals)

BN THIoRWH XOperationaschools)

FRSRBE IR rhosing Sequest F

L L Ried

BT RS 2]
<R 2ednw
- TRITAN S X Amisistration (School) x5 Tma
Lovg AR TR RN Scheol E
ROYRRSE RN R
s SRS T T RAN CRS O Procedurs Requimment Apsicasan &

SRR TR RS Cor

4) HEFELR, =X PiIE. GHINRE, 553 bR,
Bz, B, BB, BN, MRS

Fill in the information and submit the request. (Reason for training, description for training,

Z5EIN, REARK, Bl

o

participants, course title, training organization, training venue, training format, training

costs, relevant attachment, etc.).

S - B TSN RIS R vy Reprton ool Mamen Trainisg sgplcaion Form - il
e m
BHRERIFRIENE
Chiway Repton School Xiamen Training Application Form
L =
S g
-
v =
a=ar
i
Fam L. ] man - o il Lt L
- o i e g [Fosinrrdal
| 1 v 2
-
EOEY e
—
S~

5) fEfpEiflh, M EF VAR M AL SREEAHCH LT
Waiting for approval, check the process node in time and remind the corresponding

approval
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6) HE o, i OA Jpah (JE TG R I I ) BN G A = LR X B304
AT LRI Bl ] .

After the approval, bring the OA form (Chiway Repton School Xiamen Training

Application Form) to the HR Office North Campus, B304, to sign the [Training Services

Agreement].

7) FORT AWK H bR, BUSMHNETE (45 ik, MK (55 ik
FRRIEE NEI AL TTERE: nicozhou@chiway-repton.com.
Faculty and staff members who have fully achieved the training objectives and obtained
the corresponding graduation (completion) certificates should scan and send the relevant
graduation (completion) certificates to HR department via email:nicozhou@chiway-

repton.com.

SRR R

Annual training plan o PP A Pl
‘ non local cal
‘ : waining £ M rening Pt
B Business trip W outside within
application city
RITR. B
J& school office
booking ticket
i%ﬂll Hﬁﬁ'ﬂﬁr)‘( and hotel

applicant Training bond

UEB. RRSacertificates, record

. fTERTEHEECH Administrative staff Daily Attendance
1. ATEUA THEEHLETEHT R kT, BREE 2 ) FIEM FPER—IK.

Attendance for non-teaching staff will be recorded through the platform Dingtalk, twice

a day, once for clocking in and again for clocking out.
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@ BER
B[V ERER LR EY 1
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2. TR, ATARNAESTAT BREAN R, SUINTEAER, B3 EHE, HR A8,
If you miss punch card, you can initiate a replacement card application on Dingtalk,

write down the time and reason, by the supervisor after approval for HR archive

4:537 ol T -
<&@ BRITFRZMHF R 4
@ BRI

202008050958000512765
ENHPARRIFRAERHRAS)-HPHD
2020-08-03,215—,B 09:00-17:30 , F ¥}

2020-08-03 17:30
BT FART . SRARN
FERTANFHLICR

o i
© )

(]

Q

HigEE

3. MILACEBATFR, MR AIT REVIES 8T Ridx
Employees must register themselves. It is strictly forbidden to entrust others with

registering on your behalf or to forge attendance and registration records.
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Part 3: CRS Administration Affairs Guidance
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FE=%R4: BHF Contents

Js
+
‘I_Ag

RN 55 %5 HiE School Vehicle Use Application

FHENHiE Seal Use Application

&AL (S FED)  Contract Approval and Seal Application
FY A H (& HENH1E Archive Using and Seal Application
TAEE RiAFE Work Proposal Approval

SR B £ E i€ Meeting Arrangement and Meeting Room Reservation
NS5 222451 5E Business Travel Ticket booking

=EFE. LMY Guest Card/Gift Application
NI R AR Official Document and Regulation Release

% FrHiiE Business Card Application

. RF RS SF Express Delivery Service
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—.  FRAZZEHERRE School Vehicle Use Application
RGN TR SR R C 4% 1 T 5 1 DR B A 455 Bl IATLBN 224, AN PR A AL 2R A T ) 2k

HiE{H . School official car, refers to the vehicle provided by school for work activities,

which can only be used by school staff and students.
(D) &3 OA K5, KL http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

. DHREE
CHIWAY GROUP

SR,
EjReit

S e Wi .

) P o TEN R, P

(@) AR, HENSH AR oL
Go to the "New Process” page by clicking” Process*
() i FRATHE - 1A H ZE i

Choose the: Administration-School Vehicle Request

r
L aane

3

SK{KTRClara > 6-;/_1 FrEEAAE

e A BEME

U - PEAJIEE#Human Resources(Schools)

ASSHE/IMNHBIES (Fi)554%) -Application Form of Business Trip-EHRERL

SRTiEREiEE (FHi)¥E) -Leave Application Form-EHREERL

3 E - PEHTIEE# Administration (Schools)

TiFiET (FERARE) FfE&M-Proposal Approval Form

VIR ATREIRE

I EHIERSH(554%)Seal Use Application Form

@ /E\'::J'fliltu\’ j: iEE‘%Eo (Fﬁ$}\ﬁi%’ j\i&v %ﬂv tﬂjiﬂil, Emf@n EFH/E%:E‘EL *H?%
BEAAF 55D
Fill in the information and submit the request. (Passenger name, numbers, trip(s) type,
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== Rt iolrhani KAHEERS -

place of pick-up, destination, purpose of the trip and relative attachments)

HSchool Vehicle Request Form - 8liE
=3
gt AEmiEe
EIERFEEEFER .
School Vehicle Request Form
FiED: 0

BiEA o T Clara B=iEAH A

Applicant AR Clara Date of Application 2021-08-04

FriEsEl =i FRERRI]

Work Place RIm=sas Division or Department

FEAES 1 FRZEAZ 1
Passenger Name Number of Passengers *
=3

1

Trio Type [~

HE | (B 1
Place of Pick-up *  |Destination -
EﬁEEE‘-‘ IKiZt=tinazhang PR ) v

Trip Coordinator Rental vehicles

ElER

Driver

HiEEH 1

Purpose of Trip "

b
ZA10M/M4
pte TSR ERREREEE
Attachments

® #WI1WT . RAATATFEA, HESHEIRE (H3hRE)

Request will be approved by department leader and Director of School Office, arranged
by vehicle coordinator. (OA process running automatically).

© IHIFEHUEE, HiE OA FEk.

Receive the driver’s information and the online application completed

A o =]ipc) =
Place of Pick-up =R Destination THER
EEER . FISEE="

Trip Coordinator s tinazhang Rental vehicles no
BIFE by e .

Driver HheEzhongq

EE%%EE / = s, e

e s NESTDE O ERES

B

Attachments
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—. FEHE Seal use application

(O B3 OA K5, R http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

@ s RRE, BN AR v

Go to the “New Process” page by clicking” Process”

(3) . FAATHUEEER-ZE H e g

Choose: Administration-Seal use application Form

@ HEELE, AW, =i, HER: HIE RS w8, S AR
A HIER

Fill in the information, upload the relative attachments and submit the request. remind:

please upload a complete document, a blank document will not be allowed for sealing.
(& SR, S AFRFEATE R R, SRS H T

Waiting for approval, check the process node in time and remind the corresponding
approver.

(& #MEJG, =R I A = B X A203 FIE.

After approval, go to School office A203 South Campus to have your document

stamped.

MHEED | 5EEx

T application :
A: BidsZhouYongzh completed

=. &FRFEH# (EHE) HiF Contract approval and seal application
(1) &% OATKE, ik http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?
(@) AR, HENCHTR AR T

Go to the” New Process® page by clicking” Process*
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WSy cHrwAY karToN scooL KAy BKADEIEE FH: HASTAB0T

(3 WP FREFEHK-BEEFHER

Choose: Contract Management-Contract approval Form

@ HEREE, LEME, R2HE.

Fill in the information, upload the relative attachments and submit the request.

(® ZEffdidtt, WA BT d R A SRERAE G S SR A OGS W T
&F, PARIER.

Waiting for approval, check the process node in time and remind the corresponding

approver or amend the contract according to relevant opinions to avoid delay.
LI NBITHT . EAERAIRNEFE “G@pNBEIT7 2, sl “BiT7 .
Revision node: upload the final version of contract in the column of amending, then
click” Revision” to keep the process running.
@ EEEAMEE, HHEEENERBR A ZE MR A203 .
After approved by seal administrator, go to School office A203 South Campus to have
your contract stamped.
WIT s HEla, FEaFEHE R R ERSE AR .
After being signed and sealed by both sides, upload the contract in the column of

SIGNED CONTRACT.

HA

Attachments E— 17K
25T

EnigTaRwod  |EFEmEeLma 17K

SEE AR (PDRKER) 24540 )RS ; 436K

i e application completed iy

/. ®4EF|FHHE Archive using and seal application
PR IR IR AL A 15 Bl B I 10 35 25 0 30 1) S22 R sk R 5 B A O A7 )
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MEM LS R CERFRAF M. Bat. FR. B BlR. 5% SSWESAHE
AR sz , WHMEARFE PR EWIE . VT, &R, U825

Archives refer to all kinds of documents and materials directly formed in the school

activities to record the true content and process of various activities and have the value
of preservation and utilization. (including paper documents, drawings, schemes,
software, pictures, audio and video, physical and other forms of historical records),
commonly used files include school certificates, contracts, documents and minutes, etc.
(O B3 OA K-S, KL http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

@ R, BN AR IR

Go to the “New Process” page by clicking “Process”

() W FRATHE HA- R RA iR

Choose: Administration-Archive using application form

@ HEEER, bAEMA, RaghiE. (FIHE PR &E R i)

Fill in the information, upload the relative attachments and then submit the application.

Note in the "using purpose” column if need the seal.

(® Sfpdity, KN AEBRRBEERMAT A, JREAHSCHE S .

Waiting for approval. please check the process node and remind the corresponding
approver.

© #MEE, RGOV TSR, R =T PR R BRI A=
FAZIX A203 FHED.

After approved, E-archive will be provided by archivist and if the s is required, paper

archive should be printed out to have stamp in school office A203 South Campus.
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SEEESTEESIELE
SiEAEA (FILAEIE) ZHNEENEMES TS
- EE WHESER, HFRRSERNEErSENET NEEEREEETaR, BRLATESEEREER 28, S5 nEERE
HEDY) BERATEVREINSTIRSES. Eilel
FEXE
- PIE——— L AR
F'T‘#E: HEETE (B6) B 1SEERA. 13K (T)
EEa]e =
Bresensmsmmmmsen. 2 ()

| SREx i
A 2021-07-15 10:18:39
. (REEES R
Er A BElavin
Ei&wangyasi 2021-07-15 10:18:36
2 BlA: SKiKERClara HRoNaEFE / HiR]

. TAEERFE Work proposal approval process

ARG SR AR NECASER ] 1) b G 0035 3RO BT A Ll R R, X S ITBCR A R 4
TG, X T DU AR AT B — A R I A S T TARE R H A AR
T A NECAS ST T STV 0 e s 98 R OT R BUR S IRAE D T B B e e, AR
A8 BT IS ORI R A, 42 HRER RN M DAAL B s 98 R TR B B0 T T . WM A 1) R
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Work proposal is a requesting official document used when oneself or the department

request instructions, clarify the boundary of a certain policy, review and approve on the

certain matter. Matters requiring work instructions include but are not limited to: issues

beyond the scope of the authority or responsibility of the department; important issues

involving guidelines and policy boundaries; new situations and difficulties encountered in

the work, which are difficult to deal with in accordance with the original regulations;

involving needs cross-departmental coordination and collaboration.

(O B3 OA K-S, KL http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

@ R, BN AR IR

Go to the” New Process“page by clicking” Process”

(3) HEHE: FRATHOEH- TR R R

Choose: Administration- proposal approval form

@ HEEE, LR, 3R, (WASEEE RN RV S S, 5
P KU R W55 TG 4%)

Fill in the information, upload the relative attachments and then submit the request.

Details description on background information, reasons, key points, rationality and risk
control, financial budget is required.

(® Sfpdity, KN AEBREER AT A JREBAHSCH S .

Waiting for approval, check the process node in time and remind the corresponding
approver.

© WREIERE, HiE A s EriE R ) LE

After the process is filed, the applicant can start the work that was approved.

N EWHR RE&WETE Meeting arrangement and meeting room reservation
A WA BRI DAL B TR RIS T &, Araill. BESNZ
b, HREE BRI AR BV S BT ) UMM I L S i) 23 . The meeting organization
here specifically refers to thematic meetings involving cross-departmental coordination

initiated by specific departments, except for the faculty and staff conferences, school

48


http://oa.chiway.com.cn/login/Login.jsp
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leadership meetings, teaching and education meetings, and operation meetings

organized by the school office.

BESWARN: LWHIEE

Organizer of Thematic Meeting: Initiation department

4 ) ww%ﬁ%ﬁﬁﬁ,%wﬁﬁﬁm%%m“ﬁﬂﬁ\
H 221N Eﬁ:\ 5y Eﬁ:\ %%A I:l &= Y RN N S, y, > N
MR LG, Wl Z2 ARz 2 2 BT AR TR & W

BCRS [A] . A . Propose th . S ,
BCRSI] b o 3 P € » Coordinate the meeting time and online reserve

meeting theme, topics, participants, . .
_ g pics, particip the meeting room through “CRS Meeting Room
time and place.

. / .

Reservation Process” )

| 4

4 )

SUCHR AT LA R HI I, AIFWIH. LA A Ay KL S

WHFEN, NSRS . On the day of meeting, Ei#’f%;v)&ﬁﬂﬁéﬁ/

responsible for the coordination of various = m ° .repare meeting

preparations for the meeting, including the access of | materials in advance and

video and telephone, and the debugging of computer send to attendees.
\connection. J \ J

O 5 WAL E, TRWEEHRA 2 LA H AT 58 BOFHR SR AT # % Ja 9 5 A . Taking
meeting minutes and submit to Director of school office on the second working day after the
meeting. School office will issue the minute number and release to relevant departments.
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2 B Meeting Minutes Template:

XXXXXX 202 CRIK il b =) «

e 2020-JY-<

SR (AR /NP«
it S CAAR /NP
SN GRIE DD <
Sltidat: CEIE /D) <
LWHNE: <

E3C CR{E PO «
EiVE = ita: Ehs
Fej: 20214 H H Bfla]: 20214 A H Ffal: 20214 A H«

iy

2. SETIE Meeting Room Reservation

(D) &3 OA K5, Mk http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

@ AR, HENSH IR TR

Go to the” New Process“page by clicking” Process*

() 8 U EI-JE ] AR 2 W TUE W R

Choose: Meeting management - CRS Meeting Room Reservation Process

@ HELSWEE. A0, S, BFSWEEABL, ERAENSIE, #
AEHIT .

Fill in meeting information, choose participants and time, select available and suitable
meeting room, then submit the application.
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EINERSINERESEHR

FRER -BK{KIRClara-2024-07-18 o EE EE EA
SEER Bl sm=il
LIYETR ResEETEIS) | ]
BEA iR IRClara
BEEA SKfRIRClara
TrAOE £ 2024-07-01
FHaadE) 59 09:30
£TREES (59 2024-07-01
Sl 9 11:30
RiZIAZL 3
SENE iR Clara  FHiEhwangyasi
E2 x/\m P

Sfiziztinazhang
ESVETS NEFNEHERNEERETE, RONEEEASNRESINUEKE, SETAMEEERI2,

7~

PR ReptonXM-EE-A32 TESRIK AN EESNEERER
= Iy §

+. HEZELHiEHE Business travel ticket booking process

1. HLEE: BAT N ATE R I TiE

Air ticket: the ticket can be booked through School Office

2. PLEWERME: Airticket booking process:

@ E AT N BUEE A R K 3% AT S B B A 5k 15 15 2 0 B8 4 tinazhang@chiway-
repton.com . fBLE N 27 : AT N BOHIERE S, B, 4R a], B e i,
FEO EC S = AR

The travel information is required to email to Tina Zhang (administrative assistant, school

office,tinazhang@chiway-repton.com). Passenger information, destination, departure

and return time, and assigned flight should be noted and approved application form of
business trip should be attached in the email as well.

@ BT 5 AT NI IE A STEBUE 5 5

Offline communication between School Office and Traveler regarding the travel details.
@ HAT BN S, RIPRIENEE SLH BTN

Ticket information reconfirmation, then School Office provide the booking number to

travelers.
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N\ BEE. (LR RE Guest Card/ School Gift Application Process
s R ST TERAER . AR N, AT T IR B B AE NN

Ak
AN o

Usage of guest card: it could be applied by all departments to receive group and external

visitors, and can be used as access control and to dine in the school canteen.

FIE N SR0A, 3RS B 1R B0 B A A FH A A R B (5 S R D
Log in to OA account and fill out the
CRS Meal Reception Application Form (Incl. Guest Card)

-
\_

N
J

HEMBRER, #rE% “FlaEmeE (—REpl-R 7
Fill out the meal information, choose “normal meal in the canteen with Guest
Card” in the reception way column

\ J
( )
45 S # it Approved by related leaders
" J
(" )
LSS, AR I A R X A203 4G R
Get the card from School Office at A203 South Campus after the application
. y,

~

R, HIEK/r Return the Guest Card to School Office after using

J
FUdh g AESAROANESD . 2l 3 H A S & 1 Nes 5 A8 A7 A2 S ik 45 %t 7
gt AL dh o

Usage of gift: to be used in school activities, meetings, festivals and other social

occasions in order to strengthen the communication with external units.

SRR : OAHE “HfFREHIER" , M EIRPIPAZEEKX A203 AL

)
HH o

Ju~ AIHIE KA Official document and regulation release

1. 4 KkAiFE Red-head document release process
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AN FEAFFEART: PREZEA., K, EEHETUER. FHEME. HEBER, &
2SR R A2 . Red-head document mainly includes but is not limited to: School’s

important announcement, major decision, significant issue, academic year budget,
admission policy, scholarship policy, rules and regulations release etc.

O  LIETVEEMIM B OA TAEER (HIEEHRERID |, ER R ST F Mtk
Ja, SIPNILERWE LN, IHEGARAR “ Z TGOS WA SRR (RIpE
), BTV IRTE R, AT AR R R EM RIS A AT TR

The handler is responsible for collecting information and initiating work proposal approval
process (except regulation and guideline release), after approval by relevant leaders
according to CRS Rights and Responsibilities Manual, the handler needs to compose
the content of Red-head document, fill out “CRS documents release form” (template
provided by School Office), make sure the release scope and after confirmed and signed
by department leader, submit the whole set of document to Director of School Office to
propose the subsequent process.

(@) KT BHFRARGE R 57 F-MHRIE AR T %

School Office assistant submit the document to relevant leaders for review in accordance
with "CRS Rights and Responsibilities Manual”.

() KT FALMRYE RAGTE RS S RATLLL

The Director of School Office release the document according to the release scope after

the approval.

2. NERIASCRATRAE Official letter/document release process:

DR ASAFEIFAR T FRGEM U] TEER, REER . W AMRIE SR

Official letter/document mainly includes but is not limited to: School notice, regulation,
rewards and punishment, external document etc.

@© PTG HIMEL, £ OA ERE “TAEER” HARME 80 I arabik
FH IR AT A A A HEAT W A%

The handler is responsible for collecting information and initiating proposal approval

process or sending document to relevant leaders by mail according to CRS Rights and
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Responsibilities Manual.
@ TR, RUEEEMRL LTS BRI o

After approval, the full set of documents should be provided to School Office for double

check.
@ K FAEFE )G, KA IPEM ML TP
After checking, the Director of School Office release the document and copy it to handler

and relevant leaders.

3. M E S, IpFEIEETE K AR School Regulation and guideline release process
(O G FpE0 1 TR ] B2 AAR G A DG B, TS5 4R i <Hh 8L 4 A1 P IR AR I e 23 2%
B> (RIMAD

The handling department is required to compose the first draft of regulation and fill out
the Chiway Regulation application Form. (template provided by School Office)

@ ZIPNFGRTVI SN TS, IR 2 o A8 B I AT RSN, AR AL BT 3k
GEIYIF

After confirmed and signed by handler and department leader, the draft of regulation and
application form would be checked and reviewed by the director of School Office and
proposed according to CRS Rights and Responsibilities Manual.

(3 IR TE RS B ORI PP I 4 B2 I N B AP AT

The assistant of School Office is responsible for transferring the document and finishing
the process, then send the approved document to handler and director of School Office.
(@) L9 N ] P2 R AT V1 BB B 52 A 100 9 52 9 S i bl 2 R O 58 RN, RS ol B R A1
TORELL LA, HEAFR “ BT THEBG WA SORAR” (R IR ), #8
95T NAE 7 e A8 TR IR o

The handler is responsible to translate and proofread the regulation according to the
release scope and actual need, then compose the content of Red-head document, fill
out “CRS documents release form” (template provided by School Office), after confirmed
and signed by department leader, submit the whole set of documents to School Office to

finish the subsequent process.
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(B KA BhBARAEAL ST T MR LA A0 T %

School Office assistant submit the document to relevant leaders for review in accordance

with "CRS Rights and Responsibilities Manual”.
(&) 270 AT R S A 3 FEL X 411 5 A i FE

The Director of School Office release the regulation according to the release scope after

the approval.

+. 4 5% Business Card Application Process

1. LA G WpEATEs . BUR ARSI TRV Ja SRV Ay DL 5510 3 4%

W

Business Card Use Occasion: market promotion activity, government and related

department visitation, school reception and business activity etc.

2. % H 4R A2: Business Card application process

HE NIH'S 4 ISR
Applicant fill out the Business Card Application Form
( )
#1145 H# it Approved by department leader
. J
4 ™)
NF S R FAEH L Approved by director of HRD and School Office
. J
e ™)
T3 B PR B I 2 e ]
Assistant of SO double check the information and arrange the card printing )

SR U A

Waiting for further collection notice from SO

+—. JHEHE A FE RS SF-Express Monthly Statement Service

W=FH &5 AR 55 A . H 46 i 55 A R ar A AR PRI A f IS A A 45K, B

55




Efjiﬁ%}ﬁgﬁ%@ﬁﬁ& 45: CRS-ZD-2024-005
e, DI ERRERTR KR EIER HB: oeTHE0R
AR TR, IR E S A R S A R . A SRS R FIE 5F#&
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SF Express monthly statement instructions: SF Express monthly statement means that

the sender or recipient only needs to fill in the school's account when shipping or
receiving mails or parcels without paying the express fee. The school office will check

and settle the monthly bill with SF-express. The delivery service is only for school

work purpose items. Personal items delivery fees should be borne by yourself.

D) FTIFE I 423432 /MEFF - Open the mini program of SF Express on Wechat
Q@ HEHRIBER, AR “FAHH 4”7 Complete the shipping information, select
“‘monthly payment by sender” in the payment method and fill in school's account.

(3) H 45K 5 Monthly payment account: 5925226406

ol FERE T 10:31 @ 84% @m)
all FEKE T 10:42 @ 82% @m) .
2 < Foz .- ®
e ® HH
ERTRNER

Y- ~ -

(SF) Im=idiz +
KENARS

— -

(SF) Ii=izz R&RS ©
—

Q EZHEXNARS

2 Qe m (2| &,

FAt X
HhmeE FUt j\' FHAL
5925226406
-+ 00 A NS
HRE
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Part 4: CRS Financial Affairs Guidance
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FIUER4: HF Contents

Xf A AF R R AN N R 44 BF i External payment application And Personal
reimbursement payment application

BT RS (5815 ) Subsection payment application (For the logistics
department)

a2 AEIE FAEIE 2R S Application for refund of tuition, accommodation, etc.
RIS E T H #1135 Invoice or receipt issued for application

— R IEAE . K S W S B 41 % i School E-card recharge, deduction and
payment details consultation

I 45+ F & F ENHi%  Special seal for finance use application

WS RE A H (B HED) HiE Financial archive using and seal application
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SELp CHINAY REFTON SCHOOL XIAMEN BKADEIEE THD: H50TTHE0T
— . MHANFKREMAMRSY HiE External payment application And Personal

reimbursement payment application
—ROEAE B K R BIREZ G, T B SRR ], AT A A R . a2
IRTA N R AERI AR, AT RIRFEARAZX SMYS 3 .

Usually after pay a fee and receiving the invoice, the relevant costs need to be paid and

é% El‘ 7] ﬁ%ﬁ;ﬁ%*ﬁ*‘qﬁ& 42: CRS-ZD-2024-005

the external payment process can be submitted. If the faculty and staff cover the cost
incurred by themselves, they can still choose to submit the external payment process.
1. Hok OA K-S, WL http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

b i &R @

CHIWAY GROUP

fH=iHE,
SRR

2. AR, BENCHTELRAR U
Go to the "New Process® page by clicking” Process*
Ve HH - 5 B2 K I A

Choose the: Education—School Financial Management—Payment request

59


http://oa.chiway.com.cn/login/Login.jsp

#S: CRS-ZD-2024-005

B eSS B HFR
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B 405 & EFR

275 CHIWAY REPTON SCHOOL XIAMEN

| wsnm

TIHS: %6051H80m

@ i

R Rk MR BE = =8 e v EaEER Q
g] CHwaY GROUP
@ ESiE ==
=IE | BOOE | ERTE
SINEESE () HE- PRI EE%Finance(Schools) (3)
Bl =E=mesitn SERFI (B T4E5H) Partial Payment Application Form
BN SR ARl FIFRERIERA R 445 PAYMENT REQUISITION

ESEERRER
HE-SEADEEXHuman Resources(Schools) (4)

ANEET{E= (FMES{iRf) FigsE%-Proposal Approval Form

HE-FHRSFESEEX Contract Management(Schools) (1)

B eS| FRiB3=Chiway Repton School Xiamen Training Application Form HEAREEEER) -Contract Approval Form

oem AEHE/SNHERES (BI1340) -Application Form of Business Trip-EHREEAL
RATIEEHEEE (B )25 -Leave Application Form-EHREESE
BN

BEYER HE-SRTHEEZAdministration (Schools) (5

HERETE Tieds (MEERAfSE) fiEses-Proposal Approval Form

SR E S RE L, IR, JRAS HL I FEERAH AR ] TR
KA it “WEN7 ; WA AT T TRH, e
TS ST ARMAKE EERE 86 BGRNE B AARRIK 5 B VL EH
HIEM: S B S RS AR TR

Complete the information according to the facts and submit the application. (Note: The

CEN=9=F

cost center chooses the department to be assumed; The budget type is generally "within
the budget"; Select the sub-item under "Cost Category" for the budget name; The total
amount of price and tax shall be consistent with the total amount of RENMINBI in capital
letters; Payee information and relevant account information must be filled in exactly;

Please upload the contract, invoice and relevant supporting materials in the attachment)

{IRRERiEE
PAYMENT REQUISITION-XM
HERRID: 612901
:gﬁam Fstfzchenmeixin e 2024.08-19
Hoas .
Payment Company BT R A AP T
or School Cost Center
TR = REEAR -
Botgetvpe | FEA T n Budget e [=ves
fgeEm wvs - -
Payment Mode [ Fmmrris
- EREEFIN e et (ARH
. BEE Total et e B i am | B mmem | w
- ge | uaget uages D tion Currenc Amount Keange RMB Amount
Name Annual Used Surplus escript urrency Rate
Budget (RMB Yuan)

[ SAEREN6401.02.19.01.01 B OO 1RMB 100.00 1.0000 100.00 100.00

g:}: 100.00 100.00 100.00
BIARTAE —
[RMB Waords] iR
BIAES —
Pa?ge\:;fcrmaﬁun [ F-Aindividual v
SRR
Account Name FRx
T RTINS T
S
Bank Account Number PG
RITHE |
Swift Code
&t
Remarks
xR
Approval Procedure

BASOM/4

[ I RERER
Attachments

S062048_MXNZKPK24RZ (1).pdf

INVOICE INV000156525.pdf
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4. REZZE, R AR SRR e A SR B A, R E T
A EAEE ID WRES AR a4 W 55 GER: WSS i A& 21400
BRIH LRI, AT EAEED o S AR IR R E L,
S EREE, PARIELR o

After submission, please sort out and stick all the paper documents such as the

original invoice and the copy of the contract in the attachment, and write the ID
process number on the upper right corner of the first page and submit them to the
Finance Department as soon as possible (note: The financial department can
approve the paper documents only after they are verified correctly). Handlers can
check the process approval progress in "My request" and follow up in time to avoid

delay.

 osm@ P OHE EE 4R BT = s=m WEe maassmes Q

|| CHIWAY GROUP

@ ERE

EEE | BRIOUE | BERE

SINEEE () B -SEISEE%Finance(Schools) (2
BNV RE TSR 53 ER{IERERIEE (R T4 Partial Payment Application Form
ErFRSNERERTT- AN FIERERE AR 14450 PAYMENT REQUISITION
EMlksiEsgiaiden

HE-FBADEEEHUman Resources(Schools) (4
ABETIFET (TERARE) FiEsss-Proposal Approval Form HE-FRAFEEEX Contract Management(Schools) (1

B T R RS Fi52=Chiway Repton School Xiamen Training Application Form HEaEEIEER) -Contract Approval Form
ANEHE/SNHEIES (B15%) -Application Form of Business Trip-EHREERE

ATERESE (B 154%) -Leave Application Form-EHREER,

e

BENE WE-SRITHEERAdministration (Schools) (6

5. AP ANWAE “EBEN” BEE AW, BT FE AN
The agent can view the current recipient in "circulation opinion", that is, the current

approver.
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IEEALER - fFRERTE R (E)E) PAYMENT REQUISITION - HHO5
i FEE | WERES | eER

AitARDAS —
[RME Words] ottt
HERA SR

Payee Information &&Company
WSEIR =
Account Name LR
FfTEHR =
Bank Name i
=3

Bank Account Number o0000
IRITHICE

Swift Code

it

Remarks

EESITE

Approval Procedure
BETH
Attachments

SHEX

6. S MHTHRUMISHMTHR)G, BEHREHPT KT R, WEHa 2 @35, 4
ATEE s AR, A OA TiAE 5

After the approval of relevant leaders in each link is completed, Finance Department

will arrange the payment at the final cashier payment node. When the payment is

completed, "filing" will be displayed, and the payment OA process will be completed.

=, Bt EE (J5EE ) Partial Payment Application (For the logistics
department)

T B — OV ARG B ], R EEPE RORSR I E BRI BOE TS, HAd
1A RY L.

Partial payment application is generally for the logistics department of the school, mainly
involving the purchase of large fixed assets, renovation projects, etc., and other
departments are generally not involved.

1. &3k OA K5, Wik http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?
2. RUlECRART, SENCHTERAR U

Go to the "New Process” page by clicking” Process”

3. IkFE: HEH-FERMSEHE— BT E IR

Choose: Education - School financial management - Partial payment approval form
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| msm@ R RE BE MR EE = = FHE v mmAcuEEEE  Q

[gg] Crwar GrOUP

@ WEERE

=E0ARE | HROGE | BRERE

|INEEE ) HE- RIS EIE%Finance(Schools) (3)
E st I SERTEERILEE(EI 1445 Partial Payment Application Form I
ENESNERER TR (SRR (R V4457 PAYMENT REQUISITION
[Ei s A EEEe

WE-#R A EE%Human Resources(Schools) (4)

ANEETEER (TVERERMRE) F#esEE Proposal Approval Form HE-FRAFREIEX Contract Management(Schools) (1)
HAiEK B R SRS IEREEChiway Repton School Xiamen Training Application Form HEARFEIFE(EHE) -Contract Approval Form
FRtE oS HE/ANHEREE (B154%) -Application Form of Business Trip-EHREERL

ATisEHEE (B154%) -Leave Application Form-EHREERE

Eiffire

EEVER HE-SITHEERAdministration (Schools) (5

4,  PESHEEBERE, FRSHTE. GEEA: 5 LRSS — AR —E0
Complete the information and submit the application. (Note: this is consistent with the

first point of external payment)
Pk &R @ DB EAITREIER(SR)

CHIWAY GROUP Partial Payment Application Form
WED: 0
ERiEA EEE
Applicant FEEWang Ye —— 2021-08-17
RTEAE ™ FREER ] iz
Company or School Sl Department or Division "
ek =i Al g SR e
Ay B4R AR s ZmEEE v
roject/Contract Name Payment Type
WS EreFFBeneficiary
i B TR TR (ASAE— ERSFEERAT
¥ Same as Contract)
B ETIAS/ ) = ST
Payment Amount RArE Payment Amount 20000.00
=ll=E ] ErtEAdEn
Total Amount 8000000 Accumulated Payment 0.00
EEFEETG)
SETTLEMEMNT AMOUNT
L&ﬂﬁ_fi‘_ﬁﬂ:—”ﬁﬁ 00EES m%mﬁﬂﬁ% 0K
Beneficiary’ s Bank Beneficiary’ s Account
1. xux
FERIER S 2. wxx
Remark
EEAEEHA] =
XA RS ot tamber o000 X!
Approval Procedure
BA10M/A
T bz UE-2mg < ERRTEERE

Relevant Attachment

5. A, R AR A RIR B e A AR SRR B b, R E A
EAEY D RIES)ES RS H GER: WMIFHA 3 A E 2400 5k # %
TR)a, HAHEHLGEED o fIp NFTE CIRETER” BERAEHE IR, KRR, DA%
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After submission, please sort out and stick all the paper documents such as the original

invoice and the copy of the contract in the attachment, and write the ID process number
on the upper right corner of the first page and submit them to the Finance Department
as soon as possible (note: The Finance Department can approve the paper documents
only after they are verified correctly). Handlers can check the process approval progress

in "My request" and follow up in time to avoid delay.

6. FNI ARG T H L TE R G, PG HANATFE R WS AR, e
(R AR, B OA TRER TE AR

After the approval of relevant leaders in each link is completed, Finance Department will

arrange the payment at the final cashier payment node. When the payment is completed,

"filing" will be displayed, and the subsection payment OA process will be completed.

=, FH. EEHSEEKHIE Application for refund of tuition, accommodation etc.

1. FFEfIRIR (K 4B %% A mid-year refund

FALEFERRIR IR ) 2HER, 2 N REKE “CRS #EF@IR (k) S
AR S N

If a student applies for withdrawal (leave) in the middle of the academic year, the "CRS
Application Materials for Withdrawal (leave) in the middle of the academic year" will be

initiated for offline signature and approval according to the following process.

- ) - | — ;
A 55 3A '

e L b . FEIEE (AR = ERs W IR B
/. HE s B ‘?‘I‘JB = %“ R = << S “/_._ \J\
A R Bid®) . (R el 20N
" IR IE SR EE‘%:%%»‘ 1B HIE

/ o/

(D) AR N FPEFAERE AR (R FHiE.
The student's guardian submits a written application to the head teacher to withdraw

(leave) from school.
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(2) BEFARIA A ERAUTICAR, RS RS NI AR () 2R B, RS AR (1K)
PRI T, WIRER KARBFEIR YR, Hyis s iy Ng7 58 Rk R
W, FEFIEHE CEAER (R) S5 IRImRIExRD) T .
The head teacher communicates with the guardian to understand the reason for the
withdrawal, and fills in the "Record of Student Withdrawal Interview" and signs it. If the
parents do not give up the withdrawal after the interview, the department leader will
contact the guardian for a second round of communication, and the department leader
will fill in the "Record of Student Withdrawal Second Interview" and sign it.

(3) BB IRMRTEMZ G, KIRHFIR (O %, BEFRRRIRETRIE LM 5HIEE (&
RGBT HIEER) .
After the second interview is completed, it is clear that the student wants to withdraw
from school. The head teacher will forward the withdrawal information to the financial
department. Financial department will complete the “Application Form for Withdrawal List
and Refund”.

(4) 2 NEMERE, ¥R T i AE OA AGESIR T F T
After the offline approval is completed, the department assistant will initiate the refund
application in OA

(5) LEIRAHRFRHTIELTE] “ T HBOR B2 RS- 55 Bk T 3.
The above forms can be downloaded from "Chiway Repton School Xiamen - File -

Financial Information".

2. fERIAIETEIE %% Refund of accommodation fee for current students
AR IR R HE R, AR A N R AR S T B AT AR AL T TR
ATEZITEHE EAR DT (CRS FERAEIRTE s At i) CGREATIAERT AT “ B I TR i Sk i
R B BERL” O , S E U R B A RO A, W GRARE, EE (R
W IMEIE AL EIR E A PN ) Kk ON IR P ifiths -

If a student applies for withdrawal during the middle of the academic year, the student's
guardian shall submit a written application to the life teacher or head teacher, who shall

fill in the Approval Form for “CRS Student Withdrawal”, and the life teacher or mentor
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teacher or appoint responsible person shall initiate the OA refund process.

3. 1B #H1E 0A #A/E U F : The operation of OA refund application is as follows:

(1) & OA KT, WL http://oa.chiway.com.cn/login/Login.jsp
Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp

(2) pl“AR", BENHr g imis” i
Go to the “New Process” page by clicking” Process”

(3) ik#k: HE-FRMSEER—AHIE R
Choose: Education—School Financial Management—Payment request

(4) PEsHE R RER, FRAAHE. QESR. MWERAEEE “NRIE” o {35k
UGS “2E 00 ARG o IS BAE “CRS iR (JR) S HIET R 5L
“ (CRS fERERME L) 7 AHRTIED

Complete the information and submit the application. (Note: Select "No budget involved"

for the budget type.

(5) /A5, HIMIF AR AUn SRR R LF, JREE A EASLF ID W5 5%

— I A S W 5 E0 QR WS N i R F B4R Bk s % o e, 5l st .
ZJPNAIHE “HAIER” BERAE SR, N RdE, PLRiEiR.
After submission, please sort out and stick all the paper materials in the attachment and
write the ID process number on the upper right corner of the first page and submit them
to Finance Department as soon as possible (note: Finance Department can approve the
paper materials only after they are verified correctly). Handlers can check the process
approval progress in "My request" and follow up in time to avoid delay.

(6) FMIITHHRG S H ARG, BEEJG AN R, WS A3 443k
FER R “IHRS” 1B OA TiRE .

After the approval of relevant leaders in each link is completed, Finance Department will
arrange the payment at the final cashier payment node. When the payment is completed,

"filing" will be displayed, and the OA process of refund will be completed.

9. &RESRUIEFFE HiF Invoice or receipt issued for application
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B SR EmER
BAHEERE

1, SRR, RS KRR AN IR, Ml <

ARV CRKKAEL , BREUT G, S WA, S BRI A

CRERE SRR AR TR 2 TR TR S . UKL (o

TRE BB

Students tuition, accommodation etc.—: Parents can follow our wechat official account :

#S: CRS-ZD-2024-005

TIHG: 26780

"Chiway Repton School Xiamen", click "Parents Online" in "Contact Us”, log in payment
platform, click on the "capture to expend the query",—at the bottom of the payment
information,-click on the "download invoice" or "download receipt", then the invoice or
receipt which was issued by Finance Department can be successfully downloaded. See

"Electronic Invoices and Receipts Operation Manual" for details.

2. ERFHANML S E:

A

-

FEAHR TR (— oAk
HIF. SEER, BPITE
GRS TR
Submit relevant materials
(generally business
contract, settlement list,
customer billing information,
customer email).

Other business invoice of the school

4 N

W 55 N 03 o A% T2 R JaE OF

staff to issue electronic
invoices after auditing.

H 7K 5. Financial -

4 N

AR TR E
TN TR
Customers can
download the e-invoice
by themselves in their
mailbox.

2N AN /

Fi. —EERME. Tk KU B4H%#) School E-card Recharge, Deduction and Payment
details Consultation

1. A —EERMEKLAEHE: Student E-card recharge and inquiry

1) FRKARIERRME 2~ RS “ I TEBSRE AR, sl “BCREAT” A “FKKAE
27, BRErE, s @ BT R E LA WECI. BRI (—REERIE T
i)

Parents can follow our wechat official account : "Chiway Repton School Xiamen", click

"Parents Online" in "Contact Us”, log in the payment platform, and click "E-card" to
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recharge and query the payment details. See "E-card Operation Manual" for details.
2) GV RIARINER, WOYEE FARWER A — R AE W 5550, WA 55 340 58 R ] .

If other deductions are involved, the mentor teacher will collect the student card and

submit it to Finance Department, and then Finance Department will deduct the fees and
return the student card.

2. BT —FR@E7R(ELER: Staff E-card recharge and enquiry

1) 5 B WP R DN 48 2 K 706 %5 0 TR . The school will provide lunch

allowance or overtime meal allowance, which will be recharged to the E-card

NS AR R 14848 DR b ar 1 3R
P4 Submit approved forms from HR 55 N it AT — R IB 7 AE
or other departments Financial staff recharge E-card

75 W& R Z A EIHE Special seal for finance Use Application

1. &3k OA K5, Wik http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

2. il ART, BENH R U

Go to the “New Process” page by clicking” Process”

3. EFE: ERATBUSHEIS-HE HE RIS R

Choose: Administration-Seal use application Form

4. HEER, AR, RECHEE. WER: HENT LAEE BRI, 283
A BN

Fill in the information, upload the relative attachments and submit the request. reminder:

please upload a complete document, a blank document will not be allowed for sealing.
5. SEfpHifit, NN EERARIEHE I A, SREARH AT .

Waiting for approval, check the process node in time and remind the corresponding
approver

6. #ME )5, T o K BTRE 55 5 B306 HIEN .

After approval, go to the Finance dept. B306 to have your document stamped.
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FitHiwangyasi
REETET

EWA: jHEEiEHONg Lijuan

[FREEEER / )

RETH

ik

. MEREFA (FHE) i Financial archive Using and Seal Application
W 55 M SR AR P RAE 2 8 Va3 v BLAR Y B 5 U 55 M oS Bk (RLfB 2 it iR tE

WE. 2k, diHRE . BlEiRE%E) Financial files refer to the financial materials

directly formed in the business activities of the school (including original accounting

documents, accounting books, audit reports, tax audit reports, etc.).

1. &3 OAK*S, Mk http://oa.chiway.com.cn/login/Login.jsp?

Log in to OA account, Web: http://oa.chiway.com.cn/login/Login.jsp?

2. R, BEANCETEGAR U

Go to the “New Process” page by clicking “Process”

3. EFE: WSR-S ORE I BLIERS SR Aok 55 R 5

Choose: Financial category - financial custody of warrant files and business files

4. HEEE, bBAEKRE, W BSARA: BETT A E R RIER TS
w5 )

Fill in the information, upload the relative attachments and then submit the request.

Note: Storage site of archive: Other department; Remark in the "using purpose” column
if the stamp is required.

5. SEfFEEitL, NN EEVAEITAER Y AL SREEA K H T

Waiting for approval. please check the process node and remind the corresponding

approver.
MEfE, MEEE KR PR, WS T TR R BRI A X
A203 HIE. After approved, E-archive will be provided by archivist and if the stamp is

required, paper archive will be printed out to have stamp applied in school office in A203

south campus.
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. 5t SR HEREREE

2ID:273020
EEA HmEHoNg Lijuan =iEEE 2020-09-16
PR ERE S i ==nl AR
REERR =] RIFAT S
llssi===2a:00 USSR (TR ARFT. BINE. SFE, MBS EeERSASHHIEIS)
REEFRRAR] B TR S SN EEAIRAE
EEEBRSESHILRE T
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AIFABHY SEA SOIEE RIS DIERITESFHF
e
==

IMEEERHEE, BIEE

SHEEERRASHIE

FEEHE
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A FKIRHAClara
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Part 5: CRS Logistics Affairs Guidance
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FHEFS: HF Contents

—. HEHI Asset Claim

—.. Hif%/iPad H4i Computer/iPad Claim

=. RI4ifE Procurement Process

VY. &A% H9E School Canteen Dining Reception Application

fi. FREEIE Shuttle Bus Service

75~ Kl —-RiEdH R fhR. BBRHE School E-card and Access Permission
L. YT #4& Property Maintenance/IT service

J\. & Visitor Management

M ERIH AR EEH Vehicle Access School Management
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- H =40 Asset Claim:
1. ERESEREE T ARMER MRS, % ESH N8R AR T I
ISR SO AN B R S BRI,

The assets include fixed assets, low-value assets and consumables. The assets required

for daily use include but are not limited on: office desks and chairs, file cabinets, office

supplies, electronic equipment, teaching instruments, etc.

2. /b W)L EER BT E AR R 2R AR X S B A = WA A1 R, AL
O AE R Il = B AL X 5 B G A B107 L

PYP. MYP and IHS teachers can collect items from Room A111 of the Logistics

Department Warehouse on the South Campus with their campus cards; NHS and KG

teachers can collect items from Room B107 of the Logistics Department Warehouse on

the North Campus with their campus cards.

3. T HEHEE: &E—. A=, FA7E F 9:30-11:30. WHEZWH, EKARK
PG (IR IX A B4R 17727862949, FAZIX HIK B 18250785765) .

Office supplies claim time: every Monday, Wednesday, Friday 9:30am to 11:30am, if

there is an emergency, please contact the Asset Management Specialist (North campus

Zeyu He 17727862949, South campus Tianzhen Yan 18250785765).

= EL/iPad B4 Computer / iPad Claim
OA 22 HiiE #. OA Submit Application Form

EEETaARiER
CRS Assets Application Form

HINEREEEF R

FRID0
mEA I miEEE
Applicant iliang Xian Date of Agplication 2021-08-03
FEaT e sFEEE] e
Work Place (ST R Divicion or Department (=22
prea I
\Asset Type :
e .
st Name !
=] 1
Apply Reason !

&
EESUVES

\Attachments

1. MAANEEEFE-ERNE—ETA. ASAFNERER, EFNEFEER.
2, BRI h. B, A WTEE0E. FEMLRFEE-EER.

=
SBEE. Ipad%) REEEREA LT s R A ER ST RS RER B EE T

. FREARTR JARE.
6, TR /SNSER, BRARRE FRERECTER, WREAS ENETEREST ARSI BTESREY (TASHSE
TER) 5. DEESRRENEESTANTRESS A EREIRSNERTIEE.
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=. XWFHFE Procurement Process
H & G RR I e B G U BN SR S A RS, KR E
Z NI E A RE, 1ERDRET 156 R k.

Material procurement includes: education and teaching supplies, student activity

supplies, department office equipment, etc. Because the purchase needs to go through
the internal approval process, please apply at least 15 days in advance.

1. OA 32 R Hii% B OA Submit Purchasing Request Form

REERE

) [ 7] 42 9 3% 8 0 2 4% Purchasing Request Form

EHI0:0

== , Bs

Title " Odd Mumbers

= e =458
Applicant oS liang Xia e 2021-08-03
e I

R— =gpan

School

=g —
Type of Purchase ML

FRIARE

i

2l Subtotal

Unit chacksd
(RME)

SmEER g Unit P

B ATHEM:
& ige (RME]
Name Specification st

AHARTEE
[Total RME]

E o ]

Procurement Reason:

reand link of the required goads
ERRE
Picture Attachments

2. RIEE GAEYER I HE S AR I T
The process for the Purchasing Specialist upon receipt of the purchase request is as

follows:
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42 OA K Or KT RFE1E Submit OA
Procurement or Initiate Demand

4

R GARFEFRIEFE TRV 6 (ZTE. W

7=+ HENRE) Procurement Specialist chooses

order platform according to demand (cloud

platform, JD.com, suppliers)

v 4 h ¥

R NEL: R FEMAMNRE, A W
X HE ID Initiate Find suppliers, compare
pavment application prices

[ : &

— (S . .
Cloud platform issue HAR S § 4t The bidding

T 5 45 2 2 14T 50 order process for approval
XK JD.com
reconciliation after ‘

GRS, FTER
Contract approval, contract

signing

4

PR ETR . BN E

Supplies arrival, acceptance, and storage

4 2

BHEREEMS (K KRBT (= P& N
7R) Organize invoices to Initiate payment process (Cloud
Finance(JD.com) platform, suppliers)
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.  AREAKESHTE School Canteen Meal Reception Application
FARITATE RIS B AT R, A KNS S AT RN Ts. BiES 0
Vil 4, TEHEAT 1-3 KBt OA AT F A A ik .

Departments should apply 1-3 days in advance if they have any unplanned dining needs

%

in the school canteen, such as student events, admission activities, on-campus forums,
group visits, etc.
Meal Reception Application: OA Submit a Meal Reception Request Form

. BT R ARETRER
TETETTT Chiway Repton School Xiamen Meal reception request form
R0

El.%EIEﬂ

e of Application [2021-08-03

FEAE aﬁ==m i
Work Pl r Department
A | EEEmE
No. of Dinner ! Meal Time fii] 2021-08-03 17:47:30 (&) 2021-08-03 17:47:30
P I = !
Meal standard : Total Amount a
s 1
Dining Place
e 1
Reason for Reception
4

F&EBreakfast

“FELunch:
BEER
Meal Requirements I

ZETea break:

10/
IAttachments

f.  FRABERGEHZEHE School Shuttle Bus Application

A T R AA - RGE B 45 1 BOR TG I 2R )5 )0 5l B 42 B0 30k, I 8 4 IR 2 R) R4
il Bk B2 M 17759629795, A Sl By ARk H EVAIETE IN BB FiE e (AL B
4, HEEE AZINIEBGE AR .

If you need to take the school shuttle bus, please contact Xian Jiang 17759629795 to fill
in the registration form for taking the school shuttle bus. Please join the WeChat group

School Bus Communication Group (A,B Line), invited by Logistics Specialist.

A RE—FE& (RTFR) fl+=. ¥R, BREEF School E-Card (Employee ID card)
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making, re-apply for a new card, card access permission application
OA $RZZ Rzl - H i LA R A% el <AL BR 38 H1 1 OA submit school E-card application and

card access permission request form.

BRE-RHiER

N mresRsEe
Bt b School E-Card Request Form

FEID:0
EEA =) . EEES e
Applicant Fliang Xian Date of Application 2021-06-03
FrELE] o e g ArfEEE] J—
EilesmEETEs =
Work Place BB Division or Department |~ o

kg | V]t S !
: Campus Card Type :

Campus Card Category

BEEE !

Purpose of Trip

EA10M/

Fofe el RS
\Attachments

REFIPREEER

S mnengEEs o
BB bl bigidd Campus Card Access Permission Request Form

TRIZID:0
HiEA U . EHEE y
Applicant Bliang Xian Date of Application 2021-08-03
e e —— FiriEafi ] e
Work Place T MR Division or Department mEIEE
ERERE | w1
Area
FISZH 1
Purpose of Trip "
s
BEAR10M/A

Attachments

&) LEREKE

) LEFFEKE

If you want to have access to any area in the kindergarten, you should be get approval by the kindergarten principle.

?

AR ERE

S /e AR E N BRI EE W ESH S/ TR R

If you want to have access to gym/swimming/rock climbing/basketball court/clinic/student well-being center/dormitory/elevator,
you should be get approval by the Student Center Director.

b

EFRGHERE

HFE (BREFDAE) RESE

If you want to have access to functional classroom of teaching building, and library,
you should be get approval by the Teaching Centre Director.

?

EnSaEx
AR

If you want to have access to any area in the school, you should be get approval by the Logistics Department Director.
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‘. YNk IT #k1&: Property Maintenance and IT service

1. XTI, DABESEDIRS, W LT I 5K E N R AR X A
LOIE/IR| A g

Please send the request according to the format below to corresponding North or South

Logistics Service Group for maintenance, cleaning and other property services: You can

scan the Group QR code or contact Logistics Department to be invited to the group:

BH: CRS IR /S BIFRSS B : CRS MR SS

Realty service
North Campus

Realty service

South Campus

YNV IR & R A

MFEAN: K=

O O PR RV P

i B201

fil: 18: 00-18: 30, BlfE CETHHLATEE W [AIBCR Ja B A

Property Matters Report / Repair format:

Reporter: Zhang San

Matters: classroom hygiene and cleaning (see video / photo)

Location: B201

Time: 18: 00-18: 30, now (emergency can contact the Logistics Department in the first

moments)
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)\« EEH: Visitor Management

1. Vi%e il Hgis N R IR @ OA KL Il U5 2 T B ks, & ftbfa A L.

Visitors should be invited by school staff. School staff must apply the OA visitor request
process in advance, then the visitor can enter the school after approval.

BEIAERLRiER

IERERTEER L
T B School Visitor Request Form

FEID:0

EEA L . EFEE
IApplicant Fliang Xian Date of Application 2021-08-08
FERE s - A ——
Work Place RIIEARETEE Division or Department [~ 2070
ETN 1
Respondents
*FAmi‘EQEFEEﬁﬁ
||||||||| !
d tact numbi
#
A EEE i
e et S !
T By
Estimated departure time
s '
Purpose of Trip :
e
ERI0MA

Attachments

fi. FEHHAEE Vehicle Access School Management

AN ZE A A TR 2 AT, 38 W7 EOT R E ARSI B R IR R 2 % DL AR R 545 B
% 2] CRS JEEMLIR S5 HEN -

Campus garages are fully open to teachers, teachers who need to drive into the campus
garage to park their cars please fill in the template below and submit their information to
the CRS logistics service group.

RN R G5 Bk &5 B

Vehicle entry system information reporting format:

% %4 Name of vehicle owner :

fk & HL 15 Contact number :

515 Vehicle number :

Jit )@ %% Department :
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2. HENKFEl AL 20 42 T S AN S AR AT BRI, ™ 2Bl A A A el A I
AT, WA 20km/h, HLEIERINELEAT A

Vehicles entering the campus shall drive and park according to traffic regulations and

signs. It is strictly prohibited to honk, overtake and run parallel on campus. The speed of

motor vehicles shall not exceed 20km/h. The motor vehicles should avoid pedestrians.

A ERFNERETT BRI ) Sa SR FE, MMBmMAUEFE.
The revision department is responsible for the interpretation of the above

instructions, and the latest version shall prevail.
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