ERFERETS FENES

(‘)' UFCH

United Foundation for China's Health

UFCH Purchasing Policy
LR FER BT REESS R WH E

ABSRMET UFCH RT AR EFEANME
ERMMEY ROESF. ABRERNERT
AAMTHMIFRARME W,

RAER WA IMMEMMBE, UFCH ARG
A,

L EARM-EAETNERTHEFT
6000 ST AR M AIR .

2. /NEUR M- R BIAERT AR T
6,000 JTHIR M

1. K¥IXM

HTXENEMNERS, SXRBHEXHR
feEXR, REFBREZHXHMACE. iF
R AR EHEYE UFCH f9F#HEER, LEsh
ERPITEERRIHA.

BARMTERNEIE X
1, BERF-RIEESSHNEELR™
BUR, BEEER=HE X ARABIELA
R 6,000 JTHINERF A& iEIL—
FHE—mHE,
2. TYMEFEEEER=-HAEDH
AR 6,000 jt, EFHEAERERA
I —FERISNEINE .
3.R%E - MEZEDL HART 6,000 JTH
FELYE L)

BT RABPB XM

TREFEMZAT TBZRXRMHNSHRET L
P B9 X1

This policy lays out the process for UFCH staff to purchase
items for either daily use or for program use. This policy
applies for both capital expenditures and non-capital
expenditures.

UFCH purchases are divided into two categories based on
the value and risk involved in the purchases.

1. Major Purchase — any purchase greater than or
equal to RMB 6,000 in value for a single item.

2. Minor Purchase — any purchase less than RMB
6,000 in value for a single item.

1. MAJOR PURCHASE

Due to the higher value of these items, there is more risk
associated with the purchase and therefore more
documentation and approval is required. Approvals for all
purchases continue to follow the UFCH Approval Matrix in
addition to having pre-approval for payment from the
Executive Director.

Definitions of Sub-Categories of Major Purchase

1. Fixed Asset — in line with UFCH’s Fixed Asset
Policy, Fixed Assets are defined as single items
costing more than RMB 6,000 and have an
expected useful life of more than one year.

2. Physical Asset but non-fixed asset — purchased
item costing at least RMB 6,000 but does not have
an expected useful life of more than one year.

3. Services — non-physical purchase that is at least
RMB 6,000 in value

Required Documentation by Sub-Category

The following table details the documentation required for
each specific sub-category of Major Purchases
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Full Vendor Verification requires:
1. Copy of Vendor business license
2. Letter from Vendor providing payment
instructions with Company Chop stamped on the
letter or the Bank Information is already included
in the Vendor Contract.

2. MINOR PURCHASE

Since these purchased items have lower values, it is
expected that there will be less risk associated with the
purchase and therefore less documentation and approval
is required. Approvals for all purchases continue to follow
the UFCH Approval Matrix.

Definitions of Sub-Categories of Major Purchase
1. Physical Asset— purchased item costing less than
RMB 6,000
2. Services—non-physical costs less than RMB 6,000
in value

For minor purchases, UFCH will follow this process:

Program Minor Purchases — items needed to support
carrying out UFCH’s program work.
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Staff members will discuss the desired purchase
with the Executive Director. The decision to
purchase or not will be made considering the
overall program needs, timing, and budget.
Preferred method is that UFCH staff will arrange
the purchase prior to the program work and
payment to the vendor will be settled directly
through UFCH finance

In cases where a UFCH staff member needs to
make a purchase onsite to support the program,
then the staff member will pay out of pocket and
claim reimbursement using the UFCH
Reimbursement Form.

Small purchases such as taxi, meals, and minor
supplies can be paid by staff directly and claim
reimbursement using the

Non-Program Minor Purchases — miscellaneous items
needed to keep UFCH running but not directly supporting
UFCH’s program work.

Supply needs will be grouped together and
purchased centrally and paid for directly by UFCH
accounting staff including making online
purchases of office supplies.

UFCH accounting staff member will decide the
source to purchase such minor items taking into
account the speed in which it is needed, quality
of the product needed, and the cost-benefit of
spending a significant amount of time comparing
prices.

Approvals for all purchases continue to follow the

in addition to having pre-approval for

payment from the Executive Director.

Contracts are not mandatory for minor purchases.

3. Accounting for Purchases

For

inventoriable goods, UFCH will use inventory

accounts to record purchases. The only exception to this
is for minor office supplies which will be expensed upon
purchase.

Process to follow is:

1.

Receive goods into inventory when the goods are
received by UFCH (debit inventory / credit bank
or AP)

Release from Inventory once the goods are used
(credit inventory / debit expense)
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4, Payment Method

There are two ways for payment - one is employee
reimbursement process and one is direct payment to a
vendor.

should be used for
employee reimbursement. Process is:

= Employee complete the form being sure to
itemize every expense and clearly matching the
receipts to the item number listed on the form.
Employee will print and sign the form;

= UFCH Executive Director will review and approve
the business need of the expenses;

= UFCH Accountant will perform an audit of the
expense and receipts. UFCH Accountant
signature on the form is documentation that the
claims and receipts are in compliance;

= UFCH Executive Director will sign on the payment
line when the item is approved for payment.

should be used for all
payments to vendors. UFCH Accountant will completely
fill in the form and present the form and supporting
documentation to the UFCH Executive Director for
approval.

Except for grants sponsored through the Charity Medical
Program which will use the established program
documents and process, vendor payments will all use the
UFCH Direct Payment Form.

Regardless of the type of payment, written approval from
the Executive Director must be obtained before the item
is paid out.

RELATED FORMS



