EXTERNAL TRAINING AGREEMENT
AR B EBUE

OBJECTIVE H#:

1. For the sake to keep promising employees helping them to develop their working career, the hotel try its best to
provide more opportunity for hotel staff to achiveve from their post at present and in future.
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2. The aim of the External Training Program is to improve employee's skills.Hence, here is a binding agreement to be
signed with employees who are sent for training and development activities. Meanwhile, considering the hotel
situation, we hereby provide the below guideline for staff reference:
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3. The next year whole hotel departmental training plan and the related expenses budget should be approved and
prior to the end of each financial year.(During November of each year.)
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APPLICATION & H T:

1. Training Service Term Agreement(As per attachment 1), which shall be signed prior to the training is provided, it
applies to all employees who take part in the following types of training and development activities:
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»  Cross Hotel Exposure Training 578 )5 32 X 35I|

e Overseas Training 45

«  Government MandatedTraining B2k 15|

»  External Professional Company Training — Job Related 5 TAEAHCER I 4M 5 28 7] L k453
»  Technical Certificate Review V3 RAFF &

e Others HAhK5I

2. Training Department will co-ordinate the application and evaluate the training program, till the end of it, to ensure the
effective implementation of the program and the training progress for the trainee.
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3. Applicants should strictly follow the training rules and regulations, working procedures, etc. including the training
plan as arranged by Training department.
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4. The hotel management has the discretion to adjust or terminate any on-going external training program.
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5. All employees including Departmental Managers, who have excellent performance record and high potential within
the hotel should be encouraged to participate the external-training.

FA TSI T TARRILIE AR 0 0 2 TR AR 1 2 PG R AT LA A I

For screening the suitable candidates purpose, the following points have to be considered :
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e employee profile 51 T/ AR

e past and current performance evaluation 3 T3 2% & BIUZE () TAEFR B

e length of hotel service must be at least one year 7E4R)E &/ TAEF4FE
employee development plan and career goal 1 T & & 1%l K BV H b
Department Head Comment _[- 25 %t i3 T {3F15

the discretion of management & ¥ 2 [ E / )5 48 75 5

Training Service Term agreement 2555111 12 AR 25 A P
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STATEMENT OF POLICY
BURF B

PoLicy

BUR

1. Since the hotel would stand all the expenses includes training workshop fee, transportation, accommodation, meal, etc.,

the employee needs to make an agreement with the hotel based on terms and conditions as follows:
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Category Total Expenses(RMB) Bonding Period Remarks
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1) Below 5000 Half a year Continuous service
5000 ;AR HAE within the hotel after
2) 5001 - 10,000 One year successfully
5001-10000 7T —4E completion of the
3) 10,001-20,000 Two years training
10,001-20,000 Jt P . \
4) Above 20,001 Three o6 e At U £
| Y T SREE
20,001 76 I =4 I{EE Rk LARH

2. Subject to Hotel Human Resource Policy, whatever the reason that leading employee leaveing hotel during the
biuding period (including resignation and dismissal ), employee has to compensate the training expense to hotel
on a pro-rata basis according to the following formula:
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Remaining Balance of Binding Period (days)

Compensation amount = 2 WP AR ] CRED X Total Expenses = 27

it i < Total Binding Period (Days)
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PROCEDURES
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1. All the external training invitation received by any department should be immediately forwarded to the Training
Department and GM for depth consideration.
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2. Training department shall issue the “Expected Training Result” report (see the External Training Application Form) to

the department concerned after the assessment of the training course, submitted to DHR\DOF and GM final approval.
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3. Training department should pass the <Training Course Brief Introduction Note >to those selected employees and
volunteers .All the applicants shall complete the <External Training Application Form> (See the attachment 2) and
obtain written approval from division/department head.
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4. The <External Training Pre-Evaluation Form> must be completed by the division/department head and submitted to

the Training Department for review. Hotel Executive Management Committee will evaluate according to the actual
operation needs, but finally selected and approved by the General Manager .
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5. The selected applicant would be required to sign the < Training Service Term Agreement > before the course
commenced.

HE R R EORAE RS IR Z AT 25T (L RAERE I SRS A L)

6. The applicant is not entitled for any compensation day off for the training period is not taken as overtime work.
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7. The applicant should submit the <Employee External Training Report> (attachment 4) and certificate to the
Training Department for filing within one week after the completion of the training course. The report copies need to
be passed to the Finance Department for attachment and taken as the Training Expense Payment Voucher supporting.
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