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SUGGESTION BOX MANAGEMENT REQUIREMENTS
1.8B 8 : Purpose
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These measures are formulated for the purpose of improving the suggestion management system
of the company, standardizing the suggestion management, creating an open management
atmosphere, finding, and solving problems in time, giving correct guidance to employees,
promoting the improvement of effective efficiency and work quality, and enhancing the cohesion of
the enterprise.

2.4 192 %%F Definitions

BEUEE0ERE - ATIERRIFE

Opinion refers to problems, employee complaints or complaints, etc.

MR 5RZEE Feedback channels for suggestion

AT R T RO - RN RIFHOREZSATRNBS AT LRIE

The channels for employees to report problems or complaints are company-level communication
channels such as suggestion boxes.

4. ENHEIREN Principles of management options

41 BURENBREALENRN - KENEEEMBER - RIEFWKEFSITOR - SIEAE -

The acceptance of opinions should follow the principle of impartiality. According to the rules and
regulations and policies, on the basis of the objective reality of the analysis of problems,
reasonable handling.



4.2 RBRIOAIRIFE - NEXHMRRES - ASANHENRHRTES - BlF - EEFHTABK
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Reporting a problem or complaint, reflect the truth. Do not use the suggestion box to insult,
threaten, spread rumours and other uncivilized behaviour or personal attack, once found will be
seriously dealt with.

43 REFATRENNERESHR, UERREBE - BRDE,

Advocate employees to use their real names when giving comments, so as to investigate and solve
problems as soon as possible.

4.4 DIAZIR ~ 1IFF RBIAR - NEXGFRIFM&ER - BNtz - TlzEH,

The personnel involved in the problems and complaints should treat the complaints and complaints
objectively. If there is any, they should be corrected; if there is none, they should be praised and
encouraged.

A5 MBRTENEBREHERAODBASBBRS - ABHESHIRN,

To deal with employees' opinions, we should follow the principle of combining problem solving with
ideological guidance and education.

4.6 BEDAAEBIED RO - JHORERYERN -

Suggestions are handled in accordance with the principle of graded responsibility and centralized
treatment.
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Confidentiality principle: the opinion processing personnel shall abide by the confidentiality
discipline and shall not diffuse the situation and problems reported by the staff, and shall not

disclose the pending processing situation to the complainant or the person being reflected.
Materials should not be made public should not be disclosed or disseminated at will.
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Generally, it shall not take more than 3 working days to solve problems and complaints, and shall
reply to the personnel who reflect and complain in time (including notice form).

4.9 ZIENENRRAB & - iRE - BIF - EMEARITH - —2&ESL - TR s -

It is forbidden to strike, retaliate, intimidate, threaten or other bad behaviour against the person
who submitted the opinion. Once it is found out, he shall be given serious punishment.

5. E &2 Views on Management

5.1 ZRERZT All levels of responsibility
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The general manager is responsible for the handling of important opinions or major complaints

(involving cadres or above the department level or those involving relatively large amounts of
economic problems).
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Daily maintenance and management of the suggestion box of the General Affairs Department:
collecting and sorting out opinions and leaving messages; Feedback relevant opinions to each
responsible department; Supervise the department to reply and solve the problem in time and
report the result to the General Manager; Summarize and analyse opinions and solutions monthly,
and file for reference.

5.2 EDIFERIIRE Suggestion box set-up
521 BEENME : ARKXIAORGSHIAER—1Z,

Written Suggestions Box: The main entrance of the company and the first floor of the
comprehensive office building.

—RENNAERE :
Procedures for handling general comments:

531 BENMEEARATEN (B8R ) AERIMA  ARERIWFINENEESRE. EERE.
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Suggestions box management personnel is responsible for opening the Suggestions box regularly
(monthly), and according to the received comments, the scope of the message, the importance of
the business, business model and other contents of the business responsible for the
circumference of the relevant person to deal with.

532 W REAFTIHRIFAE N R - SIREEEARIRERRBERNRRAR L4 E -

For complaints or comments relating to specific employees, the Suggestion Box Manager shall
refer them to the superior of the person being reflected.

533 HFWHEHRATAWRIZNG - WRHEERR - AT IEBRGOERBAZE ; 08
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After receiving the opinions, the relevant responsible person of each business shall timely
investigate the situation and reply to the reflector within 3 working days; Feedback can be made in
the form of letters, phone calls, interviews, emails, etc. If necessary, the whole company can reply
publicly.



534 BEUAEARZTENEEERREN ; ENAEEARCRENMERERT (EUAEZIC
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The opinion processing personnel shall fill in the feedback opinions according to the regulations;
The management personnel of the Suggestions Box shall record the handling situation of the
Suggestions in the Registration Form of Suggestions Handling and file it for future reference.

535 W 2AZRHMENNES - RUOT B - RIEEARSSIRERIALTEELRE -

For messages that are not signed or returned, only to reflect the problem, according to the
specific actual situation cannot give specific treatment.

5.3.6 W HELRWN - RERNBHLE TR - = BH - B~ 5hi7 -

In view of the rationalization proposals, the company will give rewards after adoption, the whole
factory notice, initiative, carry forward.

S5ARKENEERZFLENESTKUE

Special opinions shall be reported directly to the general manager or the chairman of the board of
directors.

5.5 7% E : Flowchart
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