China Expenses Review Mechanism - Horizon PR China

INTRODUCTION:

The mechanism has been designed to ensure that all client EE are promptly reimbursed for all compliant business expenses authorized in accordance with the Invoice Management
Measures of the People's Republic of China { P £ A K A= EH X &% ® /&) , and Corporate Income Tax Law { F % A K 3t A= B & b BT 4L %) .

Horizons china team embark on a strict employee’s expense review and verification process.

It takes 5-10 working days in general to verify all expense and relevant vouchers online.

In the events of any expense claimed with in-compliant voucher, Horizons viewer will reject all

debatable claiming via Horizons App after online verification. It is recommended that employees
fill in the entry of reimbursement application by voucher by voucher that will be easier reading
and perhaps helping in speed up the review.

As the expense will be taken into Horizons' accounting book in China. After client review and

approved from Client’s business prospective, Horizons reviewer must check with all vouchers on
the compliance level to the related law and regulation in China Taxes and Accounting practice,

otherwise it will enhance the unnecessary taxes burden to not only Horizons but to client as well.

If there is any original copies:  EE should ensure that it is sent to Horizons before 15% of the

following(next) month. If the original copies is missing or the invoice is not in compliance as
verified. The relevant amount of income will be included in the pre-tax income of the employee

in the latest tax declaration cycle, and we will withhold the corresponding individual income tax
in the next month.
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EE Expenses Review Mechanism &4 FH M T (1)

Categories Expense Items Mandatory voucher for reimbursement supporting Verification tools
MR B #4EA B8 PY ELLE S LR L A FRBAIR
Hotel lodge VAT invoices with relevant Horizons entity as buyer indicated . - .
https://inv-veri.chinatax.gov.cn/i
) ndex.html
BJEAETE WAEAL LB R E, MEF A Horizons 48 % 2 8] % 4k
Train Ticket Train tickets (in original copies)
X% YT & ZMAAAAIREIE R
Options 1: Itinerary Ticket(in original copies)
http://www.caac.gov.cn/INDEX/
Business Trip Air Tickets MM E T EEITARZE Bt HLFW/DZKPYZ
I bR Options 2: E-VAT invoice by travel agent https://inv-veri.chinatax.gov.cn/i
ndex.html?
FRATHLAFF BB & T R &
Option 1: E-VAT invoice by taxi platform: DIDI, SHOUYUE, CAOCAO etc
NN 4 -3 g 1= 2R
TEF ST ANLT KR AMTAES https://inv-veri.chinatax.gov.cn/i
Taxi HALE

Options 2: Typed Invoice issue by Taxmeter, and Quota invoice of Fuels

HAEANENATRE CE: FEAFTHARE LAFR ST A FTHFER)

ndex.html



https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642
http://www.caac.gov.cn/INDEX/HLFW/DZKPYZ/
https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642
https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642
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EE Expenses Review Mechanism JR&REFHEL M T (2)

Categories 4K X B

Expense Items k4K B

Mandatory voucher for reimbursement supporting & 5 $& 4t &9 3% 4% % 48 5 4 iE

Verification tools

PEBAIR

Business Trip

£ 3RA8 X

Coach kK#&iA%

Itinerary Ticket(in original copies) with individual name indicated as buyer

MR REAFF R

Toll % %

Quota invoice with invoice supervision stamp

BREAEHOAE —ZRRE

Visa Service by Official Application Center

BILIR % % %

The visa fee on the financial receipt of personal title

RS AN EIE P iFEF Invoice

Overseas travel expense with local
vouchers

Travel Plan with detailed agenda, #shih £ X @360t 1], &, 742,

The original copies of the receipt, legible in writing. 5 I 7 M7 49 & JM ol 38 R 44

B E R AE
VAT invoices with relevant Horizons entity as buyer indicated
Meals ¥ y https://inv-veri.chinatax.gov.cn/i
o ) . ) ] ndex.html
N WAAH LB K EZ, MEH A Horizons 48 % 2 3] 54k



https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642
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EE Expenses Review Mechanism &R FHL M= T (3)

Categories 484K X B | Expense ltems 4K B

Mandatory voucher for reimbursement supporting & 5 $& 4t &9 3% 4% % 48 5 4 iE

Verification tools

PEBAIR

Business Meals / Entertainment

BHE® / LH B

VAT invoices with relevant Horizons entity as buyer indicated, and select option

“Business Meal/Entertainment” in System’ s Category, when submit the expense

WAMELBRE, MEFH AN Horizons MR\ EFIK, FEZ AR, ®%F “FA
SRR/ BERT BA,

https://inv-veri.chinatax.gov.cn/i

ndex.html

Telecom -

FALaE AR

VAT invoice with relevant Horizons entity as buyer indicated

&4 HHor i zons SEAR R M 3£ 77 6958 ik K Z (2024554 23 0 2 3)

https://inv-veri.chinatax.gov.cn/i

ndex.html

Office Supplies

AR

VAT invoices with relevant Horizons entity as buyer indicated

WM LB R E, MEFH A Horizons 48 % 2 8] 54K

https://inv-veri.chinatax.gov.cn/i

ndex.html



https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642
https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642
https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642
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EE Expenses Review Mechanism R&REFHEL M= T (4)

Categories L4k X B

Expense ltems % 4K B

Mandatory voucher for reimbursement supporting & 57 $& 8% &9 3 4K 3% 4% 5 € &

Verification tools

FERAIR

Others

H A

Fuel or Parking

e Aeis £

VAT invoices with relevant Horizons entity as buyer indicated. The employee must provide
the relevant travel itineraries including but not limited to:

Name traveler, Departure from, Destination, Miles travelled, Business trip
time(YYMMMDD-YYMMMDD), Brief description of Travel mission

HAAMEBAKE, WEH A Horizons 48X &) FAK, o { TFH B &L, 12 £5%
, R LAMM R ZTEE, QE—THAZEIRT: 44, HA%R, B &
, TRAZH, BENE JLAJLBE-JLAJLE) , REEZBHF,

Special declaration

Our company does not require or encourage employees to drive their own vehicles for
business travel,

If employees need to drive their own vehicles for travel, please bear the cost of vehicle
damage and maintenance, and ensure that your vehicle and personal safety are insured.

L

BAXELBLRRMER THY A £ M7 0§81,
RIATEBRGAEM/GS, FaTREEROPUKALREEN, ARCHEH
A B AN &Lk iT 8&,

https://inv-veri.chinatax.g

ov.cn/index.html



https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642

Pre-employment Physical Checkup or
other examination

NPT R (e RH)

Hospital Voucher with individual name indicated as buyer

Private Clinical: VAT invoices with relevant Horizons entity as buyer indicated

FAZ BT REAIE N ETFHM: BAEM LA R ZE, MEF A Horizons 48 X 2 3] 524K
, N B IE S AN R ST AU TR 69 AAS AR 46 K 690k 3E

Vocational skill appraisal and vocational
qualification certification by registered
Institutes AR Ak 3 Ak 4 & Ao BR Wb 44N
ik 3% A

VAT invoices with relevant Horizons entity as buyer indicated

WML R E, MEFH A Horizons 48 Xk 4\ 8] F 4k

https://inv-veri.chinatax.g

ov.cn/index.html



https://inv-veri.chinatax.gov.cn/index.html?source=bdjj&e_keywordid2=92056973642

China Expenses Review Mechanism - Horizon PR China

To submit any expense claims not listed above, please contact your account manager before the
expense Is incurred.

Following expense will be surely rejected:

LGl Four or more fixed invoices with serial numbers

<@ Any coupon voucher, personal membership or interest card or similar physical or electronic
card voucher under individual‘s name. Personal life suppliers

<@ Academic education or non-business relevant discipline training courses. Individual
administrative penalty fine

<@ Any handwritten receipt.

<@ Fogged fapiao

<@ Any from of vouchers have been pronounced invalid The following expenses will be subject
to personal income tax adjustment

N Mileage reimbursement(Fuel & Parking) for Employees using private cars without Travel
Itinerary

The following expenses will be subject to personal income tax adjustment

<@ Employee benefit vouchers, holiday gifts, card vouchers, etc

@ Fitness fee, private treatment (not covered by medical insurance or commercial insurance)
fee

<@ Out-of-town medical expenses

@ Medical expenses for employees' immediate family members

LGl Commercial insurance
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	特别申明

