Borneo Technical (Thailand) Limited.
89/175 Vibhavadi Rangsit Rd., Talad Bangkaen
Laksi, Bangkok 10210

MEMORANDUM Procedure No.027

February 1" 2021

Subject: The Investigation of Expenditures

Objective: To know the procedures of the Investigation of Expenditures.

Persons Involved in Procedures:

Costing Officer / Accounting Officer / Human Resources & Administrative Officer
Costing Manager

Accounting Manager

Assistant Finance Manager

Finance & Accounting Manager

Human Resources & Administrative Manager

Assistant General Manager Finance & Accounts

Checking of Company's Expense Documents: Tax invoices or Financial Receipts must be examined to verify

accuracy and completeness of the data in pursuance of the requirements of the Revenue Department. (In case

the expense is > 100,000 baht, such price, servicing and qualification must be compared with those of at least

2 vendors in accordance with the Delegated Authorization Limits).

Those expenses can be divided into the following 7 types.

Category 1. Goods purchase

Category 2. Expenses related to goods import.

Category 3. Purchase of capital expenditures.

Category 4. Salaries including welfare benefits / Personal income taxes paid by the Company / Overtime pays /

Commissions / Social Security Contributions / Provident Fund Contributions, etc.

Category 5. Expenses of employees.

Category 6. General expenses.

Category 7. Expenses related to Sale Promotional Activities.

Category 1. Goods purchase, The examination to find the identical correctness of the documents shall be as

follows.

1. In case of purchasing domestic goods, the documents are such as the seller's Original Invoice / Original

Tax Invoice. which requires the warehouse staff's receipt signature and the affixation of the "Goods
Received" stamp that indicates the date / the branch of the goods reception. In the case of purchasing
import goods, the document will be that is affixed with the "Good Received" stamp to

manifest the date / branch of goods receiving. A&V
\
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2. Post Packing Slip is the document that confirms the Warehouse Department's recording of the goods
receiving, which shows the name of goods receiving recorder. The administrative official of the
Warehouse Department will select the Purchase Order of such goods in the AX system and will specify the
numbers of the Invoice / Tax Invoice / date of goods receiving / select the goods item to be received / the
actual goods quantity and information.

3. Purchase Order must be signed by the authorized persons who can approve the purchase in accordance

with Delegated Authorization Limits.

Category 2. Expenses Related to Goods Import

® Taxes paid to the Customs Department: The identical accuracy of the data will be examined in the Import

Declaration Documents, the Returns of Excise Tax and Value Added Tax. the Bill of Lading (“B/L. No.”)

Airway Bill No. (*"AWB"), Invoice, Packing List. and tax preferences (if any). The correctness of the tax

calculation must be checked in the Import Declaration Documents as well as the Returns of Excise Tax

and Value Added Tax in pursuance of the rates announced by the Customs Department or the Excise

Department.

® Expenses paid to customs broker such as the forwarder who books the freight and the shipping agent.
Accuracy shall be examined in the Original Financial Receipts issued by the port / the Original Financial
Receipt issued by the marine vessel line / the Original freight charged / the Original service charged

(where comparative prices must be presented to the persons with approval authority on the annual basis)

/ the labor cost (if any) / other expenses with the reference to the "B/L No."/ “AWB No.".

Category 3. Purchase of Capital Expenditures. Following are the examinations to find the identical correctness of

the documents.

1. Original Invoice / Original Tax Invoice of the seller is required to have the signature of the receipt of the

capital expenditure of the purchaser.

2. Capital Expenditure Requisition Form must be approved by the person authorized to make purchase in
accordance with Delegated Authorization Limits.
Note: In the event of the purchase of the capital expenditure is worth > 50,000 baht, there must be
a comparison of the prices of at l[east 2 vendors and the attached price quotations, servicing and
qualification of those sellers, in pursuance of “Procedure no. 021 Regulation of Fixed Assets
Management”. This exempts the purchase of the fixed assets that are furniture or computer hardware
or computer software that must be bought under the same one standard at least once a year and that
requires several price quotations, servicing and qualification for comparison purpose or the case which
can use the available procurement reference of Toyota Tsusho (Thailand) Co., Ltd.

3. Post Picking Slip is a document that confirms the receipt of the capital expenditure ordered by the
purchaser department. It must show the name of the recipient.
4. Purchase Order must be signed by the authorized persons as per the Delegated Authorization Limits.w
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Category 4. Salaries including Welfare Benefits / Personal Income Taxes paid by the Company / Overtime Pays /

Commissions / Social Security Contributions / Provident Fund Contributions, etc.
® Salaries including welfare benefits / personal income taxes paid by the Company. Accuracy must be

examined between the data in the Payroll System and the documents showing the data of the employees’

salary and welfare benefit bases.

® OQvertime pays. Correctness between the data in the Payroll System, the documents showing the

employees' salary bases and the Overtime Hours Approval Form or the Approval of the Overtime Hours in

the HRM System under the approval of the authorized head of the Business Unit must be checked.

® Commissions. Correctness between the Report on Commission Payvments of the Credit Service

Department and the Memorandum of Agreement (that issued by the Business Unit and approved by the

Manaaing Director) must be checked. Commission calculations in the Report on Commission Payments
must be checked and the approvals of the Business Unit / Assistant General Manager Finance &
Accounts and the Managing Director are required.

® Social Security Contributions. The correctness between the data in the Payroll System and the documents

indicating the employees' salary bases and other documents in accordance with the Contribution Rate
Announcement of the Social Security Office,

® Provident Fund Contributions. The accuracy between the data of the Payroll System and the documents

indicating the employees’ salary bases and the contribution remittance rates as per the provident fund

regulations.

Category 5. Expenses of Employees.

® Fmplovee Travel Expenses.

Case 1. Traveling in the country. Required is the ltinerary Form and the Travel Expense Report Form.
ment of accommodation expense., al [l f r boat charge. etc. requires the

supporting documents such as the original Financial Receipt/ Tax Invoice as per the Regulation on

the Expenses of Domestic Work Travel announced by the Human Resources and Administration

Division. They also need the examination and approval of the head of the Business Unit and other
authoritative persons in pursuance of the Delegated Authorization Limits.

- Meal Expense Reimbursement. It needs the supporting documents such as the Meeting Minutes or

the evidence of the off-site work and the Original Financial Receipts / Tax Invoices or the Original

Receipts which are reviewed and approved by the head of the Business Unit and other authorized

persons as per the Delegated Authorization Limits.

&
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Case 2. Travel to work abroad or traveling by plane (either by domestic or international flight) must have

an Airplane Travel Application Form that is approved by the head of the Business Unit and approved by

the Managing Director or the President of the Company.

The reimbursement of the accommodation expense. allowance, meals, or transportation expenses,

etc., needs the supporting documents, similar to the traveling in the country, and must comply with the

Guidelines Related to Overseas Travel Expenditures announced by the Human Resources and

Administration Division,

® Entertainment Expense needs the Entertainment Reimbursement Form and the Original Financial Receipts

/the Original Tax Invoices or the Original Financial Receipts. They must be reviewed and approved by the

head of the Business Unit and other authoritative persons as per the Delegated Authorization Limits.
® Company Welfare Benefit Expense needs the Welfare Benefit Application Form that is approved by the
Human Resources & Administration Division and must comply with Chapter 9 entitled "Welfare and

Allowances" of the Work Regulations with the reference to the Regulations of the Reimbursement of the

Welfare Benefits for Employees of Borneo Technical (Thailand) Limited".

Category 6. neral Expenses

® Expenses under Contract. A monthly or yearly contract is made between the Company and the service

provider in regard to the expenses of the land or building or warehouse or car or photocopier or computer
rental, or the air conditioner cleaning service, etc. Such expense requires the verification between

the Original Tax Invoice and the said Contract upon the consideration on the said contractual payment
conditions. This however exempts the following.

- Building or warehouse rental expense in the case the lessor is an individual person. Accuracy will be

examined unto the Original Financial Receipt / copy of the lessor's ID card or any document that

shows the fund transfer into the lessor’s account and_the contract.

- Expense of transportation / logistics services. The Original documents including the Original Tax

[nvoice / service details must be checked against the stipulated prices in the confract. Such service
receiving must also be confirmed by the head of the Business Unit or the person assigned to take
charge of the goods delivery to the customer and the authorized persons must grant the approvals in
pursuance of the Delegated Authority Limits.

- Fees of cleaning service/ security guard service / contract-labor service. The Oricinal Tax Invoice /

details of service receiving hours / work details of the contract labor must be verified against the
prices specified in the contract, For it, that service receiving must be confirmed by the head of the

Business Unit or the person assigned to take charge of the said service and there must also be the

4‘5\’»”
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® Other expenses

Utility bills such as water, electricity, or telephone bills must have the Original Invoice to indicate the
payment requirements. The person in charge of each department will check the irregularities of such

expenses on the monthly basis.

Fuel expenses of the employees holding the Fleet Card for use in their work for the Company.

The Human Resource Management & Administration Division will specify the amount of the fuel in
liters or the financial amount for the work as shall be proper for the position or the spatial areas of

responsibility. The Human Resource Management & Administration Division will check the accuracy

of the Summary Report of the Number of the Fleet Card Holders of the Service Provider against the

number of the approved fleet card holders. The approvals of the authoritative persons as per the

Delegated Authority Limits are needed.

Golden Awards for the employees with the work age specified by the Company in pursuance of

Article 3 "Other Welfare" in Chapter 9 "Welfare and Allowance" of the Work Regulation with

reference to the Welfare Regulation on the award granting to the emplovees of Borneo Technical

(Thailand) Limited whose work age reaches 10 vears and up. The original Tax Invoice will be

checked against the comparative data of the qold price quotations of at least 2 sellers that the

Human Resources Management and Administration Division will make in order to propose to

the approval granter persons as per the Delegated Authorization Limits.

Bank fees, The validity of the service charge calculation will be checked and there must be the

payment evidence as the supporting documents.

Miscellaneous expenses such as office supplies, maintenance fees, etc. The Original Invoice /

Financial Receipt or the Original Tax Invoice / Financial Receipt will be verified against the Purchase

Order (if applicable), where there must be the goods or service receipt signature of the purchaser.

Gift Expenses. Giving gifts or cash to the trade counterparts in the traditional events like the new store
opening, weddings, funerals, etc., requires the signatures of the authorized persons under the

Delegated Authorization Limits and depend on BTL regulations & internal rules.

et
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Category 7. Expenses related to Sale Promotional Activities. These charges require the approvals of the

authorized persons as per the Delegated Authorization Limits.
“The said cost requires the approvals of the authorized persons as per the Delegated Authorization
Limits in the section ‘A&P Campaign’. In the event of the cost is > 100,000 baht, there must be the

comparison of prices of at least 2 vendors in accordance with the Delegated Authorization Limits.”

® Free Products: Memorandum of Aureement must be made and approved by the authorized persons

under the Delegated Authorization Limits. Practices similar to those of Category 1. Goods Purchase

must be used.

¢ Promotion of Accumulated Target: A Memorandum of Agreement must be made and approved by the
authorized persons in pursuance of the Delegated Authorization Limits.
- Tour programs or goods exhibitions. Please check the terms of the Memorandum of Agreement above

and perform the same actions as those in Category 6. Expenses under Contracts.

- Gift vouchers. Please check the conditions in the Memorandum of Agreement against the Original Tax
Invoice / Financial Receipt.
- Gold awards. The conditions in the Memorandum of Aareement will be checked against the Original

TaxInvoice and the Price Quotation. The assigned person will make the comparative data of the gold

prices of at least 2 vendors in order to present to the authorized persons pursuant to the Delegated

Authorization Limits.

® Sale Promotions for Stores such as lighting signs, store decorations, etc. A Memorandum of Aareement

must be made and approved by the authorized persons as per the Delegated Authorization Limits to
check the terms of the said Memorandum against the Purchase Order and the Original Tax Invoice /

Financial Receipt that must have the goods receiving signature of the person who issues the order.

® Expenses of brochures, catalogs, etc. The validity of documents between ler and

Original Tax Invoice / Financial Receipt shall be checked, where the goods receiving signature of the

person who issues the purchase order must exist.

P
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Borneo Technical (Thailand) Limited.
89/175 Vibhavadi Rangsit Rd., Talad Bangkaen
Laksi, Bangkok 10210

Procedure No.027
February 1' 2021

To be effective from 1 March 2021 onwards.

p

Proposed by ' Lu-
4
Tha'ﬁﬁg;%ee;od

(AGM., Finance & Accounts)

At we

Approved by

Ratta Urusopone

(Managing Director)

Approved b%{g%' ’;1

Atsushi Nomura

(President)
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