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Description of reviews, interviews and audits

1.

$RE: A4 FRE >

Audited unit: Human Resources Unit

P w B 113/01/01~07/31

Audit period: 01/01/2024 — 07/31/2024
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FIR LT - R TR A o

To review the effectiveness of the design of the Company's written internal control system and to
inquire and review the consistency between the actual implementation of internal control and the

written system by the relevant responsible personnel. Please refer to the following review form.
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Conclusion: No significant anomalies were found and the results of the review were satisfactory.
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Payroll Internal Audit Breakdown Table

B H B & P g RIS
Control Point Audit Method Sample Slze/Sar'nple/Audlt
Conclusion
-~ & A FRARB L
Human Resource Planning
@ TERIMPUAS FTRHEREL P FEWETRAGAATR FHIAPYR L4 FRAD
% rﬁ)i* P RRVRA ) BE| Rk w5
SRFTALEFA - Assess the level of risk and provide(Population: Human resource
The  “Annual  Departmentalirecommendations based on actual planning during the audit
Human Resource Requirements|practice. period
Form” and the “Annual Human[ziip?:p 5 0 &3 { 772 & B e 5 e (Pt By /% %)
Resource Plan Form” shall be|f] > 2 i&-imze it 4 | 2 38 §F % »|Appendix: Organizational chart
approved by the authorized|™? % &7 A # A EfF-f 1 lﬁ\«;b (strategic intelligence/Rock
Supervisor. i g Zyp T HINM 2 (Fa G Factory)
9 B B AFREA R A
Description: The Group's FEVHBBRL -
organizational ~ chart,  updated fed g e p gl
regularly, is currently used to detail FEREITE -
the departmental attribution of|Conclusion: No major
personnel and illustrate the staffinglexceptions were found and the
adjustment process. The transfer of|results were satisfactory. The
personnel functions will be adjusted|internal control system will be
according to the work of their|revised to conform to the actual
departments. operation.
S k4 ERiEE
Manpower Requirements
® L LM} F1TFRAG] > B RRE TR GAAIR [P APPT S FARIEE
%‘«z}ﬂ,ar/pi‘gﬁ&ﬁpéf B#-A | iz oo BB
R#AHY 4T 2 #1281 > |Assess the level of risk and provide g Rl
RAFHE =g BEyHP % o recommendations based on actual|Population: Human resource

When each employing unit needs

additional personnel due to work
requirements or vacancies, the
application for additional

personnel shall be submitted to the
authorized supervisor for approval,
and then to the HR unit to organize

and recruit.

practice.

Wl RAAM AR A
$od pHEPMAFHEZEFTY
§RE D R Lk
AR m?f.%ﬁi&:, 7 RH
% i ,ﬁ R
Description:

,
,
&

B biT

Employee

replenishment is mainly conducted

on the system. Regular meetings are

planning during the audit
period Conclusion: Same
as above

Appendix: Requirement 1

Please fill out this form

H A post on [JIEHeEe Forms provided by farms office.com
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Payroll Internal Audit Breakdown Table
Audit Method

Control Point

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

held between each unit and the HR
unit. The organizational chart is
used as the basis for the structure to
determine the urgency of manpower
replenishment. The requesting unit
submits applications through the

system.

= > #E’-ii ﬁigﬁ_¥

Recruitment and Selection Operations

® LA

Description of the selection criteria

/F BRIFTE 1F 23 o

for personnel recruitment and

duties.

® A% 16 fhz 5 v ERaFLA
FPRyf1,doSiEZ® ks p 2
1 EpER A FAZE 8 ) 4 R
BFIYR 6EFLpER
P\ YR GIER L0 o

Those under the age of 16 shall

obtain parental consent to work,

4./\
=18

1

and if appointed, shall not work|> &

more than 8 hours per day, between
8:00 p.m. and 6:00 a.m.,

in accordance|®

or on
regular holidays,
with the law.

Fépd’?)ﬁ;iz f@;f"( #% A "‘_Ef [l
ﬁl?‘iéi Bl ik oo kd
FHEEAdGH3 21 vRER
L AN R L E

d % AHRd FEETw R

During the interview, applicants
shall be asked to bring the basic
information form
HR and will be

interviewed by the HR supervisor

personnel

provided by

first. If necessary, a written

> p 104 % 4 i
ST H

A%
mﬁ%‘« TR o

Job descriptions published were
obtained from the 104 Corporation.
> A, AF BT E %
(¢ g1l gr); 1k
16 2. A B -

During the audit period, we did not

find any candidates (including

short-term and contractual workers)
under the age of 16.
R K B 4 T

PR AERAATAA L 4
?El ERE- B e R R Y
SRR S AR RS T
AH A EREEG R
During the interview, applicants
shall be asked to bring the basic
personnel information form
provided by HR and will be
interviewed by the HR supervisor
first. If necessary, a written
examination may be arranged, and
the unit supervisor will interview
those who meet the requirements

for employment.

A AP RF AR EZ IR
g v

Population: Personnel
recruitment and selection
process during the audit
period

TERRE £

S FpEe vy

+
~

[E PR
Sample: Personnel information
form/appointment ~ assessment
form, etc., refer to appointment
procedures.

S AFREL AR YA
RV HBL -
Conclusion: No

exceptions were found and the

major

results were satisfactory.
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Control Point Audit Method sample Slze/Sar'nple/Audlt
Conclusion

examination may be arranged, and

the unit supervisor will interview

those who meet the requirements

for employment.
o~ ERATE

Appointment Operations

O LT HEMEINERFTLE AL D AT E I EFLF AT AP FL AR T2
Pl s o B F I TR FERS | 745510 th € FTFETRATIE A EITETE
@Az A R PRI R FETS J;ﬁ» ST e * gEind | i % |Population: Personnel
Togw RARF o ARIMID I EEZZAR AT € recruitment and selection
After receiving the acceptance kIR T o (ra~ AEE B EAPY process during the audit
notification from the respective i Nger d wd | - R Fm period
authorized supervisor, the employer |22 P ATA e+
shall issue an " Employment After receiving the acceptance (B A HA473)
Confirmation Letter" to notify the [notification from the respective[Description: New Employee

employee to report for duty and to
confirm whether the employee will
report for duty.

® *+ L H f«‘v%’.\ﬁ:};& 545&&»,; , )@
e TARFHREL, FHEFAE P
AR ZHT PR BN
¥eun, 2 TR1RReNE

‘-\w\

’Ej_
r

N TN S R RS S
FALE P o

The employer shall create a
"Personnel Information Form" and
submit it to the supervisor for
approval of the new employee's
salary. At the same time, the

employer shall ask the new employee
to sign the "Labor Contract" and the
"Employee Confidentiality
Agreement" as one document, and
include them in the employee's basic
information.

supervisor, the HR unit will confirm
the salary with the new employee
and issue an "Employment
Confirmation Letter" to notify the
employee to report for duty, as well

as confirm whether the employee

Jwill report for duty. (Obtain the
"Offer Letters" from the HR unit|.%3

during the audit period — same as

the Employment Confirmation

Letter.)

» e A
AT

&

Obtain

Information

ﬁﬁgﬁw&maﬁww
PR TRLIASRE
»,._ﬁm q,8TRB L zfjé
"Employee Basic
Books," '"Labor
and "Confidentiality
the HR

for new

Contracts,"
from
Unit

employees during the audit period.

Agreements"

Recruitment

Task Card (Only applicable

to employees who have

completed their
probationary period)
A =1-8
Sample: Any 1 to 8 of the
following
s AFRESRF
BEAHEBR -
Conclusion: No major
exceptions were found
and the results were
satisfactory.

-
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Payroll Internal Audit Breakdown Table
Audit Method

Control Point

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

Education and Training Operations

OAEE%@%EE@ﬁﬁw;ﬁ
BELHPTEBNERRKTVRE
FA22 TERETVHGES
The HR unit shall inquire about and

compile the annual education and
training needs completed by each
unit by the end of each year, resulting | g
in the "Annual Education and
Training Plan Form."

@ L FHEF EMHTNTERK
TVRFHE, BEEF LGP
B A ERKRT VR E 2k
;}7%,\ °
The
Training Plan" prepared by the HR

"Annual Education and
department shall be approved by the
the

and

authorized  supervisor  for

following year's education
training.

o LH ik TRTIRERIE
B AR LR E R THPY
¥ > g5@fa g*f,a,b’d’*kﬁ
FRATE e LIRS RAR 2
FTFIAFEREGE -

According to the "Annual Education
and Training Plan,"
unit shall fill out the

the employing
"External
Training Application Form" before
applying for the courses. After the
authorized supervisor approves, the
employer or the HR unit shall apply
for the courses at each training
institution, and the HR wunit shall

retain the application form for

PAZTHEENEERDRRE
ez Rl B KkTVRG:S
o X¥rGEFLE AT E
RETVHFHZ 55 FRET
VURF E 2 kYo Bdp A FH 2
FERTRLLE B g E
RETVRPEL RESP
The HR unit compiled the "Annual
Education and Training Plan

n

Form " completed by each unit by
the end of each year. The "Annual
Education and Training Plan"
by the

supervisor will be used as the basis

approved authorized
for the implementation of education
and training in the following year.
Obtain the
and Training Plan” compiled by
the HR unit before the end of each

“Annual Education

year for audit.
> A E Rk TEgRET IR
& o 2aE Lidem g ek
PHE o gREFTAEAR
P AH A AEE e LR
MEE L TFIAFEERR -
the

According "Annual
Education and Training Plan," the

to
employing unit shall fill out the
"External Training Application
Form" before applying for the
After the

supervisor approves, the employer

courses. authorized
or the HR unit shall apply for the
courses at each training institution,
and the HR unit shall retain the

AR AP R RTIRITE

Population: ~ Education  and

training operations during the
audit period.

?“zﬁ_‘p’} .

BERTVRE 28, £

RETPRFE NGRS D
Description: Inquiries to the
education and training unit

revealed that the  annual
education and training program
is centered on the Rock Factory.
R EREYVRHIA/
e /T PRE FIE/
ok 20l s 18 é}" 2}

Appendix: Annual Education
and Training Plan/External
Training Application Form/
and

Education Training

Sign-in Sheet/Report on the

External Training

S AFREL B FHE
FEVBBEL -

Conclusion: No major
exceptions were found and
the results were
satisfactory.
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Audit Method

Control Point

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

reference.
@ TN MIIKEE S AT H > RE

T TRTPRETNE | e p

AR A BRI E Lo ¥tk

Fidl G ETF T o

When conducting internal training,

the HR unit shall

"Education and Training Sign-in

prepare an
Sheet" and ask the participants to
sign it when they report to training.
The sign-in sheet shall be filed after

the course.
2 H = AR St AR TE 0 R
BT REL P gREFLE

FPS AT E A

After attending external training
courses, all personnel shall submit a
"Report on the External Training"
to the HR unit for filing after the
authorized supervisor has reviewed

the report.

application form for reference.

> F PN MR AT H 15
TEETHRTVREFE 3 F g
P RARZ A R TR R L
AR & s ETF e B"% Rl F§
HETRTPRETE 2F7aH
When conducting internal training,
the HR

"Education and Training Sign-in

unit  prepared an
Sheet" and asked the participants to
sign it when they report to training.
The sign-in sheet shall be filed after
the course. Obtained a portion of
the
Sign-in Sheet" for the audit period
for the audit.
> A AR Rt Rl
biﬁﬁirﬂwwﬁﬂ%J’;
AEFPRAATE 2 FRe

After attending external training

"Education and Training

=

N

courses, all personnel are required

to submit a "Report on the

External Training" to the HR unit

for filing after the authorized

supervisor reviewed the report.

AN T2 LBITE

Attendance and Leave Operations

N N
FAEPE | EgREFTLEED
If an employee forgets to clock-in at
work, he/she shall fill out a "Manual
Attendance Record Entry" and
submit it to the authorized supervisor
for approval.

@ LT HEIHWKM TR+
o ARA 3 2 E Rk

> B o1 g%#%ﬁ»éiﬁ
i g T Ait FRAE
?L%%'%U% Bz E 4=
20 (B kBRI r;\#_;
Pﬁl“lﬂﬁ IRCA RS

If an employee forgets to clock—in at
work, he/she is required to fill out a

"Manual Attendance Record

Entry" in the system and submit it

AR APEPFITP 2 LRI
Population: Attendance and
leave operations during
the audit period
RHEZIEF IR A0
fo &35 3F % SR 17 P A8 U
Fae

Description:

The documents

6
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Control Point

N

LI
Audit Method

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

e
The HR unit regularly reviews the

“Employee Clock-in Record Sheet”
to review employee clock-in and

clock-out status.
@ F 14T B Mdeyre ‘;‘ﬁ-ﬁ I
EHEEAEPORG S WA DR

R FEFHEFTLIE & -
Employees who work overtime shall

fill out the "Overtime Application

Form" and submit it to the authorized|z

supervisor for approval after the
supervisor approves the overtime
work, and clock-in according to the
regulations.

@ F1 oA RN IZE] X
ERTANE T

Employees on official business or

Y
f

one-day domestic business trips shall
fill out the "Official Leave
Application" and submit it to the
authorized supervisor for approval.
@ F1ili-xnZEAHED
THLERG Y FE ) L
BEP
Employees on business trips of more
than two days shall fill out the
"Business Travel Application" and
submit it to the authorized supervisor
in advance for approval.
@ Hp [ ok g Jﬁkz%g—e’ F
Application for expatriate or leave

without pay during the period

Frpt

to the authorized supervisor for
approval. The limit for the Manual
Attendance Record Entry is 4 per
month (obtained a portion of the
Record
from the system for the

“Manual Attendance
Entries”
audit).

> AT H BT . m%ﬂﬁag
bR TRa4 94
Ra1# 3 xpd kg rnp
T Y Rk

The HR unit cooperated with the IT

y & X

the

Attendance Sheet.” Employees can

inspects “Employee|-7
check their clock-in and clock-out
history within 3 days by reviewing
the "Employee Attendance Sheet"
regularly in the system.

> B 1 bRt gy e
Gl SFIEL SRS it
Ehrh T RATI+ EET A
¥R

Employees who worked overtime
fill the
"Overtime Application Form" and
it the

are required to out

submit to authorized
supervisor for approval after the
supervisor approved the overtime

work, and clock-in according to the

regulations.
> Bl ol AR) N E ] %*g ’
i’a""*.“,? sEylane FE LR

FETAEED -

Employees on official business or

one-day domestic business trips are

unit so that the system regularly|%

listed the left
systematized and controlled by
the
approvals.
WAk TR EE/R 2
S ZYOFILE S VRS 2
TS B

Appendix: Manual Attendance
Record

Attendance

on are

system for  access

Entry/Employee
Sheet/Official
Leave Application/Business

Travel Application, etc.

B AFRE X RN
&_L a‘ é #ﬂl% ,E, °
Conclusion: No major

exceptions were found and the

results were satisfactory.

7
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A S
Audit Method

Control Point

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

required to fill out the "Official
Leave Application" and submit it
to the authorized supervisor for
approval.
> BB

¢ 3H

Obtain applications for expatriate or

A 1R P/”\E“éfv B EF

leave without pay during the audit

period

> B E -2 b 2E AN
REBTHLERFY G T3
B LEED

Employees on business trips of

more than two days shall fill out the
"Business Travel Application" in
the system and submit it to the
authorized supervisor in advance

for approval.

S REZ A PSTE EF

Rewards, Punishments, and Performance Evaluation Operations

@ ixlTR1Ep ;2 MARTIHL >

HR1ARS U K-

In accordance with the relevant
provisions of the “Employee
Handbook,” the Company shall
reward or punish employees for
their performance.
BRI ERL
HPEHERE R
FEIEEREP A

The immediate supervisor must fill

%*ii?f—n;rﬁfny
g T H

out a '""Signature Approval'' stating
the specific facts and rationale for
rewards and
signed by the HR unit to the

Chairman for approval.

and punishments,

ETRLIEP ; 2 PMRE%
BoHRAL1AR UG RE-
In accordance with the relevant
of the
the

provisions
Handbook,”

reward or punish employees for their

“Employee
Company shall

performance.

>ﬁﬁ%§i%i§ﬁ%r§

% ERER R £
kiﬁﬁ EIg¥EPA-
The immediate supervisor are

required to fill out a ''Signature
Approval" stating the specific facts
and rationale for rewards and
punishments, and signed by the HR

unit to the Chairman for approval.

A AP EFRAEEZ

ST AR

SRt |

Population: Rewards,
punishments, and
performance evaluation
operations during the

audit period
LR
Sample: None
FPAFREARYE
$ETHBARL -

Conclusion: No major

s

exceptions were found
and the results were
satisfactory.

8
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A S
Audit Method

Control Point

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

OARFHEHEWIHPR - AFTEH
1HaEPA S LR NER
REFHERLET A E R X
B AHEFIPREFRFHITE
During the assessment period, the
HR unit will send the '"Employee
Performance Assessment Form' to
each employee, fill in the necessary
information, and give it to the
supervisor of the employing unit,
who will conduct an interview and
evaluation.

e LHIFNHALIEFYR
SRR TRIgRIPEE  F
AARECRBITRESE -

At the end of the employee
assessment, the supervisor of the
the

Performance

2 A

employing unit will send
""Employee
Assessment Form'' to the HR unit
to summarize the results of the

assessment.

>r AR FuHEIEeR
ﬁ-?%fifé ’ %ﬁl.ﬁgrst{ﬁ.,—
FREVRBFTLASE

(R L RS

Upon completion of an employee's

i «r‘d:

ﬁ

assessment, the employing unit's

supervisor will record the results of

the employee's performance
assessment on the Job Salary
Adjustment Form and make

relevant adjustments.

AL FAZRAIE

Promotion and Transfer Operations

od?kﬁ&ﬁmrgimeﬁ
= R F2 “ﬂ%iz’}’ ERT A ’;ﬁf*’
4571’9’1‘1-&"'&7?%’1’ 27 1]
MAR o &P ﬁﬂ“4%#°
The employing unit shall submit a
""Signature Approval'' stating the
reason for promotion and the
duties of the promoted position.
After approval by the authorized
supervisor, the document shall be
submitted to the HR unit for filing,

and the relevant personnel shall be

>dr A ErRd TRAFFTR
8 fPEARTIEF AR

AW EPPRFAE AR
*

B AEFT EETA —g Population: Promotion and
EP A FHEEFH X transfer operations
HapM A Boi@miut & during the audit period
RRb o ppmaticg. (kbR

The employing unit shallSample: None

submit a "Job Salary[$# P AFRELX R ¥ HFI
Adjustment Form' stating|% % ¥ Bi&d -

the reason for promotion, the|Conclusion: No major

of the

and

duties promoted

position, salary

exceptions were found and the

results were satisfactory.
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Payroll Internal Audit Breakdown Table
A S
Audit Method

Control Point

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

notified. If necessary, an

announcement will be made.

% A Hixa Sg’fgdz BEEERIE
AE-BR TAFERL,SEFA

FRA AT E Ry
The supervisor of the employing
unit may report salary adjustment
based on the assessment results.
After filling out the '"Salary
Adjustment Signature Approval"
and obtaining the approval of the
authorized supervisor, it will be
submitted to the HR unit for
processing in accordance with the
regulations.

O L A2ARd ¥ GgAR T4
TREC AL SR L R
18 > 41.3?“'51?;}’%’ X3 Sedp M
AReoREpEpEHENL TR o
The applicant shall submit the
""Personnel Adjustment Application
Form'' for the personnel's transfer,
which shall be approved by the
authorized supervisor, and then
submitted to the HR unit for filing
and notify the relevant personnel.
If necessary, an announcement will
be made.

adjustment. After approval
by the authorized supervisor,
the shall Dbe
submitted to the HR unit for
the
personnel shall be notified.

document

filing, and relevant
Announcements will be made
for personnel adjustments
above the chief level.

> A R2#A®od ¥ %ﬁ-*:}a&:’!r%‘i
BEFTEAFE O EEFLE

Pt 2 AR E R X
L.’ﬂ-_"*gw A ﬁ °“‘!"QF$’?$;E—'_
NB TR -

The applicant shall submit the
""Job Salary Adjustment Form"
for the personnel's transfer,
which shall be approved by the
authorized supervisor, and then
submitted to the HR unit for
filing and notify the relevant
personnel.

If necessary, an

announcement will be made.

1~ ARPIEE
Welfare Operations

® W igTlE R § - 1T T
IAETILR e, NG
R AB T4 % 2 &4y -

Establish the Employee Welfare
Committee and formulate the

"Articles of Association of the

CAIES I REIELS
MESREX T -0
PER AR 2 P
Establish the Employee Welfare
the|-
of Association of the

LR
1T

Committee and formulate

"Articles

o BERE R U

Population: Welfare operations

during the audit period
FH
FEVRBL

Conclusion: No

PABRE SR YA

I

major

10
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Audit Method

Control Point

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

Employee Welfare Committee" as
the basis for implementing employee
welfare measures.

® iy "B inTI4
f2 o BT R B
Mo % gk S EEE LR
RS TR T 0 S

Based on the "Articles of

,b\\‘;m

Organization of the Employee
‘Welfare Committee,"
‘Welfare Committee shall hold a

the Employee

meeting every three months, or an
interim meeting if necessary, and

shall prepare meeting minutes for

Employee Welfare Committee" as

the

employee welfare measures.

> ik rﬁl‘ﬁ wilE R g e
2 ’ﬁﬁkw%ﬁﬂfiﬁ 22
FOTREITEREET T
Based on the "Articles

basis for implementing

3
&

o

of
Organization of the Employee
Welfare the

Employee Welfare Committee

Committee,"

convened a meeting and

prepared the meeting minutes
for filing.

exceptions were found and the
results were satisfactory.

iz TERIARTIL R € B
F A7
Appendix: “Articles of]
Association of the Employee

Welfare Committee”

filing.
L. g’g,%kl FiRiTE
Separation and Retirement Operations
O [ 1 Flexm 2 P IRIFL T R> B 1 Fag i i ma Ik AP D PR E SR
P RE S TR 8 R Taips, 2 Tapmid 348 p 2T *
THB2LFHE,- EHLFE o Population: ~ Separation  and
Employees who are unable to|Employees who are unable to retirement operations
continue their service or retire for any|continue their service or retire for during the audit period
reason are required to fill out alany reason are required to fill out a|tk 7 : LB A} 2 - H
"Separation Application” and a|"Separation Application" and a|Sample: Separation handover
"Job Handover Checklist." "Job Handover Checklist." checklist
EHm i AFRES B Y
2R FHEBI -
Conclusion: No major

exceptions were found and the

results were satisfactory.

- S FRER

Salary Operations

@ LFHMFEARRET A
CEEmmA  TRETAL A
i ‘Ellﬁ*"lv ’rﬁp Mtk o
AEHEY 1?’rﬁ*§g%tJQE}€

>AFHE P HEAR RBET S
ATHFFPwL ) -3 31
BRrR&EME TETREL -

FEER RS RS N b

A AP R ET T

Population: Salary operations

during the audit period
R EE TG R R

=

EN2 o

11
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Payroll Internal Audit Breakdown Table
Audit Method

Control Point

PERE/FRAEATES
Sample Size/Sample/Audit

Conclusion

PH @I N o

After the salary personnel of the HR
unit prepares the "Salary Statement"
and "Salary Summary" based on the
information and the authorizing unit
signs and approves them, the "Salary
Statement" is retained by the HR
unit and the "Salary Summary" is
handed over to the accounting unit to
create a voucher to be recorded in the
accounts.

@ ¢ HPHEFTHLE
A E = a4 BT TRERK
o Tk TergRr Fmpd @

’%‘?‘ s RAATHZI Ri=%
RETERET -

After the accounting unit creates a
salary voucher, the cashier in the
finance unit creates a "Bank
Withdrawal Slip" and applies for the
use of a seal in accordance with the
"Regulations for the Use of the
Seal," and then hands it over to the
HR unit to handle salary remittances
at the bank.
e LT H f;‘"_ﬁ‘g;‘@lf%;%--}v v ik TEr g
R EEPEE Y R R
MeUFB 3065 ) 2 Ty Eie g
¥ g FERER o
The HR unit shall formulate a
register, apply for the use of seal
according to the "Regulations on the
Use of Seal," and then go to the bank
with the "Bank Withdrawal Slip" to
handle the transfer of funds and keep

the proof of the transfer of funds.

> &

> A

g o THEFP w4
ARE TR g3 E
ip - BE ~HE o
FHEHEr2HETBLL R
d R E = a4 BT &
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After the

creates a salary voucher, the

accounting unit

cashier in the finance unit|-% #n

creates a "Bank Withdrawal
Slip" and applies for the use of
a seal in accordance with the
"Regulations for the Use of
the Seal," and then hands it
over to the HR unit to handle

salary remittances at the bank.
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The HR unit formulates a
register, applies for the use of]
seal  according to  the
"Regulations on the Use of
Seal," and then go to the bank
with the "Bank Withdrawal
Slip" to handle the transfer of]
funds and kept the proof of the
transfer of funds.
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Description: Since this operation
involves personal
information, a
confirmation list is used
to have the HR unit
confirm.
M ER G 182
Appendix: Payroll Register 1-2
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Conclusion: No major
exceptions were found and
the results were
satisfactory.
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Conclusion
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After salary transfers are made, the
HR unit shall create "paystubs" for
distribution to salary recipients.
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The HR unit shall pay the salary
withholding tax of the previous
month to the National Treasury
before the 10th day of each month,
issue a withholding tax statement for
the amount of tax withheld from the
previous year's salary before the end
of January of the following year to
report to respective tax authorities,
and issue the "withholding tax
statement" to the salary recipients.
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When the HR unit receives the bill
for labor and health insurance, the
HR unit shall fill out an "Expense
Reimbursement" and have it signed
by the authorized and responsible
supervisor. Then, submit it to the
accounting unit for creating a
voucher to be recorded in the

account, and the financial unit shall

After salary transfers were
the HR wunit creates
and the

emails the paystubs to salary

made,
"paystubs" system
recipients.
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The HR unit pays the salary
withholding tax of the previous
month to the National Treasury
before the 10th day of each month,
issues a withholding tax statement
for the amount of tax withheld from
the previous year's salary before the
end of January of the following
year to report to respective tax
authorities, and issues the
"withholding tax statement" to the

salary recipients.
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When the HR unit receives the

bill for labor and health
insurance, the HR unit will fill
out an "Expense
Reimbursement" and have it

signed by the authorized and
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Payroll Internal Audit Breakdown Table
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Control Point

N

LI
Audit Method
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Sample Size/Sample/Audit

Conclusion

make the payment within the

payment period.
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It is strictly prohibited to discuss
one's salary status with other
employees. If any person spreads,
steals, discusses, or photocopies
another person’s salary, year-end
bonuses, etc., please notify the
immediate supervisor and the HR
unit. If the investigation confirms that
the person has violated the above

regulations, he/she will be dismissed.

responsible supervisor. Then,

submit it to the accounting unit

for creating a voucher to be

recorded in the account, and

the financial unit shall make

the the
payment period.
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payment  within

SRS
It

discuss one's salary status with
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is strictly prohibited to
other employees. If any person

spreads, steals, discusses, or

photocopies other people's

salaries, year-end bonuses,

etc., please notify the
immediate supervisor and the
HR unit. If the investigation
confirms that the person has

violated the above regulations,

he/she will be dismissed.

Human Rights

‘Whether there are cases of forced
labor, human trafficking, child labor,
discrimination, etc., in the enterprise,

the audited targets include women,

children, and foreign workers.
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Obtain details of the handling of|# P’

complaints during the audit period

from the human resources/corporate
governance and social
responsibility units.
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Population: Human rights during
the audit period
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Description: There were no
relevant complaint cases
during the audit period.
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e

PERE/FRAEATES

§ IJ :E! ﬁ A =
A “—L ,% ! Sample Size/Sample/Audit
Control Point Audit Method )
Conclusion
Obtain the relevant management EENPAOES

measures.

Appendix: Sexual harassment
prevention measures,
complaint, and

punishment measures

15




