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Tianjin Juilliard School Education Development Foundation
Seal and Registration Certificate Management and Usage
Policy

(Passed at the 5t" Meeting of the 15t Board of Directors of Foundation)
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Chapter One General Provisions

NRBEREERFAN 2 B K e (IR “BEa” ) MaEMat, sl
PENEE ARSI E B, PRIEENEE G SCILER —2%) b4 CGE SCILER+=20) M &
PV BRETE, PERTERI A, R GEEREEAAD o (PEANRINEZEEE) S5
S VA LR R RBUR . REETT A LR A S H RN RS BT S A Bt
RERE, SEHEERLPREI, R E AR E B IR CRAR “AHIE” ) .

In order to protect the lawful rights and interests of the Tianjin Juilliard School Education
Development Foundation (hereinafter referred to as the “Foundation”), strengthen the
management of the Foundation’s Seals (as defined in Article 2) and Certificates (as defined in
Avrticle 13), and ensure the legality, standardization, seriousness, and reliability of the use of
Seals and Certificates, in accordance with the Regulations on Foundation Administration, in
compliance with the Charity Law of the People's Republic of China and other laws and
regulations, as well as regulations of the Tianjin Municipal Civil Affairs Bureau and the Tianjin
Municipal Public Security Bureau on the management of Seals of social organizations and the
Articles of Association of the Foundation, combined with the actual situation of the Foundation,
the Foundation therefore formulates a Seal and Registration Certificate Management and Usage
Policy (hereinafter referred to as “this Policy”).
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Chapter Two The Management and Use of the Seal
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The Seals in this Policy refer to the official seal of the Foundation, the seal of the Foundation’s
legal representative, and the Foundation’s special financial seal and other seals that have legal
effect (“Seal”).

B 5 F R B2 MR T RBUR) . R A 22 Ry 50 T4t e A BN B4 A S E A
17
The use or abolition of Seals shall follow the regulations of the Tianjin Municipal Civil Affairs

Bureau and the Tianjin Municipal Public Security Bureau on the management of seals of social
organizations.
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The Seals of the Foundation must be filed with the foundation registration and management
agency as required.
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The Seals of the Foundation shall be kept by a dedicated person, specifically:
1. The official seal of the Foundation and the seal of the legal representative shall be kept
by a person designated by the legal representative;
2. The special financial seal shall be kept by a dedicated person in Finance department.

The special financial seal and the seal of the legal representative shall be kept separately.
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The storage of Seals must be recorded, indicating the name of the Seal, issuing department,
number of pieces, the commencement date of the usage, custodian, drawings, etc. The handover
of Seals requires written transfer procedures, signed transfer certificates, indicating the
transferor, recipient, handover time, drawings and other information.
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The documents to be sealed must be approved by the Foundation’s Secretary-General or the
related responsible person of the document. Among them, for important matters such as
contracts or other legal documents that require the use of Seals, they must be reviewed by the
Legal Department of The Tianjin Juilliard School before they can be sealed. The usage of the
seal of the Foundation’s legal representative shall be approved by the legal representative.
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Article 8 The user of the Seals shall fill in the seal registration form, stating the time, purpose, and
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number of copies, etc.; the Seals custodian shall verify the content of the document and the
execution status. The Seal can only be stamped after verification and a copy of the sealed
document shall be retained. The Seals custodian shall also sign on the seal registration form.
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The Seals custodian shall properly keep the Seals, and maintain a record of Seals management
files and archive the same as appropriate. No person shall use the Seals in violation of this
Policy.
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In principle, the Seals are not allowed to be taken out of the Foundation. If the Seals are taken
out for use due to work needs, an application should be provided in advance, specifying the
purpose, location, time, office, etc., and approved by the Secretary-General.
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Article 16

The custodian of the Seals must clearly define his/her duties, properly keep the Seals, ensure
the absolute safety and correct usage of the Seals. The custodian of the Seals shall report to the
Foundation in a timely manner if the Seal is lost or stolen, and the custodian of the Seals shall
bear the corresponding responsibility if the Foundation suffers losses due to the negligence of
the custodian of the Seals.
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Any personnel must use the Seals in strict conformity with the procedures stipulated in this
Policy to prevent misuse and misappropriation. Nobody shall entrust others to use it on his/her
behalf, and the Seals cannot be used without going through the procedures stipulated herein.
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Chapter Three  The Management and Use of Certificates
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In this Policy, the Certificates referred to the original and copy of the Legal Person Registration

Certificate, Tax Registration Certificate, Organization Code Certificate, Bank Account
Opening License and other relevant certificates of the Foundation. (“Certificate™)
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The Certificates of the Foundation shall be kept by a person designated by the legal
representative of the Foundation. The custodian will be held responsible for any serious
accident caused by improper use or storage of Certificates.
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The Certificates of the Foundation shall not be altered, leased, or lent.
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The use of Certificates must be approved by the Foundation’s Secretary-General. The user
should fill in the registration form, specifying the time and purpose for the use of the
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Certificates. The Certificates custodian shall verify the purpose, allow the usage after ensuring
the accuracy, and sign the registration form.

R AR 2 S G e BRI, JUinsdte s AR IERHE EE S H.

If a copy of the Foundation Certificates is used for work needs, it must be stamped with the
official seal of the Foundation and the purpose for use shall be indicated on the copy.
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Article 18 The Foundation’s Office of the Secretary is responsible for Certificates application. When the
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Certificates expire or the content contained in the Certificates changes, the Foundation shall
report to the registration management agency for registration and replacement of the respective
Certificates in time.
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In principle, the Certificates are not allowed to be taken out of the Foundation. If it is really
necessary to take the Certificates out for use due to work needs, the application should be filled
out in advance, specifying the purpose, location, time, office, etc., and approved by the
Secretary-General.
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The Foundation shall have annual inspections at relevant authorities within specified time, and
affix the annual inspection stamp of the authorities on the Certificates.
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Chapter Four  Additional Provisions
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Article 21

This Policy is written in both Chinese and English languages. In the event of a conflict between
the two versions, the Chinese version shall prevail.
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This Policy shall be interpreted by the Foundation’s Office of the Secretary.
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Article 23 This Policy shall come into effect upon approval by the Foundation’s Board of Directors.



