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CH.1 j?—Fljﬁ'FT;’? COMPANY PROFILE

(Nc_)thing has rea[[y happened until it has been recorded.

- Virginia Woolf, quoted in Harold Nicolson, Diaries
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We started our business in the production of puemor promotion gift items in 1987 and now our peof
services have been extended to comprehensive mitvgrand publication services including framingyunting,
site decoration, graphic design, hot blockingsefffprinting, silk-screening printing, vinyl computcutting, metal
engraving and sign board making. In the past twoades, we've never ceased exploring new techndlugy
enhancing the efficiency and quality of productiéor instance, long before the terms such as "BTOEM",
"B2B" and "B2C" becomes the most popular issuesammercial study, we have applied these concépts t
running our business. Moreover, we might be onthefpioneers in using "x86PC" as a feasible todHiesktop
publishing" to reduce the hardware and softwareestment cost tremendously. Our clients mainly cdiye
referral from government departments, social seragigganizations and commercial firms. They all temgudge
our services by the quality instead of high proffleopaganda or packaging. We have strong knowledge
background in both the traditional arts & craftglanodern technology relating to advertising anchtprg. By
maintaining good connection with a number of vesdeho are direct producers or technical personmetking

on job-order basis, we minimize our administratimst and out perform those traditional advertisiogpanies.

In our experience, sales persons without field wexferience and technical know-how tends to rdisecbst of
production but we can provide our clients a moreatiand concrete advice about the feasibility afcertain
promotion or decoration project. We can work ourtuanber of solutions for your choices. We acceptrtRase

Card” for all Gvoernment Departments or subventeuizations.
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CH. 2 $38 <[] STATEMENT OF POLICY

BEATHE BTBNFER -
I know on[«z that what is moral is what you fee[ good after and what is immoral is what you fee[ bad after.

- Ernest Hemingway

1.1.1- Jﬂ&“‘ﬁpiﬁ;ﬂ HJJ On Commermal Practice
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- We value all our customer W|thout discriminatioegardless of their age, sex, race and occupation
- We shall take all measures to ensure our ad&/itomplying with the relevant legislation, regaatand
standard.
- We always act in the interest of customer withi@ limits of our responsibilities as a vendor.
- We commit only if we truefully believe that weeacompetent to perform and not hesitate to obtain
additional expertise from appropriately qualifiedividuals where advisable.
- We believe that quality is remembered long gftéce is forgotten. - We support fair and open
competition based upon general commercial enthipsiisuit of business opportunities.
1.1. ZF%E]'Q}E‘%g*bjﬁmﬂJ Fl On Computer Informatlon and Technology
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- We vaI e the data of our customer as physicalttved/e take all reasonable measures to ensure thei
integrity and protect confidential information franadvertent or deliberate improper access or use
- We admit open standard, respect intellectugbgrty right and support open source code movement.
- We keep neutral stance to all hardware and softwandors and never be fanatic to brand nameggbr h
sounding technology without studying their feadtipiin terms of cost performance.
- We have and will never be hypocritical to say $€@uners are always right" when we find that they ar
wrong to our best knowledge.
- Wes shall seek to upgrade our professional krabydeand skill and shall maintain awareness of eglev
technological developments, procedures and stasdard

1.1.32 %K 352 On Graphic Arts and Design
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- We must be fair i |n criticism and shall not deaig the work or reputation of a other designer

- We shall not accept instructions from a clieniahhinvolve infringement of another person's proyper
rights without permissions, or consciously actrg amanner involving any such infringement

- We shall not compete with other designers for jabyby accepting inadequate compensation, or iogito
receive compensation only if our design is acceptadsed



CHS. RULES FOR ALL STAFF F.’l: HH]
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CH. 4 ACCOUNTING PROCEDURE



CH5. Regulations of Using Computer Software

1. Aurthorization :

1.1 Level One: Staff or contracted consultant eegirhaving level one authorization may purchasgoamload
legal copy(copies) of software from vendors.

1.2 Level Two: Staff or contracted consultant eeginhaving level two authorization may install amstall
software(s) on the computers.

1.3 Level Three: Staff having level three authdi@amay use the softwares on the computer prediest by
staff or contracted consultant engineer havinglléwa level 2 authorization for the productionieities of our
company.

1.4 Unauthorized persons: All the guests, customersiot allowed to access to any computers otomnpany.
All the licences of the softwares are strictly anafl to the members of our company.

2. Sources of Software

2.1 Purchased from Retailer/Wholesaler: The degigigurchase software must be made by staff ef lewe
authorization. Installation of the software maypeeformed by staff of level two authorization.Prope
documents must be retained for accounting and aodtwegistration records.

2.2 Downloaded from Internet: Only freeware licehseder GNU or GPL is allowed to be downloaded and
installed on the workstation of the company. Thecpss must be performed by staff of level one aighion.

2.3 Traded in from Business Partners: Same as 2.1

3. Use, Maintenance and Disposal of Software

3.1 All softwares are not for sale or resale. Taeyconfined for the use of our company only.

3.2 No unauthorized copy of the software is alldwe

3.3 The purchase of commercial software or downtaadf freeware must be carried out by authorizedf sis
stated in section 2

3.4 The installation and uninstallation of softwarest be done by authorized staff as stated inose2t

3.5 No unauthorized persons, as specified in fadduding the customers or subcontractors, are aliblw access
to any of our computers and use the softwarealladtthereon.



CH. 6 GUIDELINE FOR GIVING DONATIONS OR SENDING GIF TS IN THE NAME OF OUR
COMPANY

1. Donations:

1.1 Qualified Organizations Non profit-making charitable organization whishane of the members of
Community Chest.

1.2 Forms of donation Cash, free services or merchantable goods apeatit able but official receipt issued by
the organization must be retained for filing ancbreling.

1.3 Budget and Allocation of Fund:The decision should jointly made by the board menslafter assessing the
financial status.

1.4 Occasion of Giving Donationstn the last quarter of every year after the preg@m of annual accounting
report.

2. Gift:

2.1 Definition: All merchantable goods, intangible services caslpon, gift coupon or anything that carry a
commercial value giving to clients having estal@igltommercial relation with our company or assedat
companies.

2.3 Qualified Clients The qualified clients must fulfill all the followg requirements:

2.3.1 Annual Purchase’Annual purchase must reach a certain amount whisét by the board for that financial
year. ($ for year ).

2.3.2 Occasion:

2.3.2.1 In regular event such as annual dinner,a€ party, anniversary celebration, congregaticspeech day
which is held on yearly basis. (Only one event year is entitled to receive gift.)

2.3.2.2 In major festivals including mid-autum feat and X’ mas/Chinese New Year.

2.3.2.3 Inirregular event including grand openohgew shop or new company

2.3.3 Forms of Gift Merchantable goods is preferable to cash or eapan. Official receipt mush be
acknowledged upon the delivery of gift to the dgen

2.3.4 Budget The total commercial value of gift in any evehosld not exceed 1% of the total sales in last year
and total commercial value in a year should noeercs% of the total sales.

2.3.5 Special Remarks for Giving Gifts to GovernmenDepartments, Civil Servants or their Relevant
Organizations and Public Funded Organization:

2.3.5.1 All the relevant ordinance against bribmryst be observed.

2.3.5.2 All gift should given to the department@mngation instead of any individual of the
department/organization.

2.3.5.3 All sample should be given on loan only ahduld not be treated as gift.

2.3.6 Discretionary Request out of the Permit ablRange The staff must refuse to entertain the request
courteously and reports to the supervisor in @itease.




CH. 7. GUIDELINE FOR ARTWORK PRODUCTION

7.0. STEPS IN ARTWORK PRODUCTION
7.1. GRAPHICAL ARTWORK PRODUCTION:

7.1.1GRAPHIC ARTWORK PRODUCTION IN LIEU OF LAYOUT DE SIGN:

7.1.1.1 The customer provide the theme, context @iephotos) , target audience, and/or anythsugh as
copyright authorization, which is relevant to tieaf products to his/her best knowledge.

7.1.1.2 Ideas of the layout design will be revedtethe customer for comments. The draft artworkrgd or two,
but no more than three chosen designs of all thpgsed ideas will be worked out within a mutualiyesed
period of time.

7.1.1.3 The provisional artwork in jpg or pdf foriwall be sent to the customer by email for proedding. In the
case that the preview file is too large for ema@hsmission, the artwork will be uploaded to artgrted folder
on our web-server and the login info and url wéldent to the customer for downloading the filedanrying
out the proof read process. The customer decidéiseofinal layout design of the artwork for theistrto work
on. Request(s) for minor amendment(®ftowed by proof readingrocess may be made foaximun® times
without surcharge.

7.1.1.4 The mockup of will be worked out within atoally agreed period of time.

7.1.1.5 The final approved artwork in the form ahpout, film, color separation film with pressoof, or soft
copy will be delivered to or collected by the cusér after a mutually agreed period of time.

7.1.1.6 If the customer also orders the printinthvilhe approved artwork. Output ready artwork bn fivith press
proof will be sent to our print factory for plateaking and printing. In some of the cases, prodifloe print is
required

7.1.1.7 Preparation of Delivery Note/Invoice anchage the delivery of the final profucts

S5,

step « step ¢ step ! step ¢

step :

7.1.2 GRAPHICAL ARTWORK PRODUCTION PER CUSTOMER DES IGN:

7.1.2.1 The customer provides the design in sicgnifi format such as camera ready artwork, Xeroy,cogor
copy, ink jet print out, offset printout or handading showing the idea of design. He/she alsadasove or
declare appropriate authorization for producingptd or copyrighted artwork.

7.1.2.2 Ideas of the layout design will be revedtethe customer for comments. The draft artworkrgd or two,
but no more than three chosen designs of all thpgsed ideas will be worked out within a mutualjyesed
period of time.

7.1.2.3 The provisional artwork in jpg or pdf fornwall be sent to the customer by email for proedding. In the
case that the preview file is too large for ema@hsmission, the artwork will be uploaded to artgeted folder
on our web-server and the login info and url wéldent to the customer for downloading the filedanrying
out the proof read process. The customer decidéiseofinal layout design of the artwork for theistrto work
on. Request(s) for minor amendment(®ftowed by proof readingrocess may be made foaximun® times
without surcharge.

7.1.2.4 The mockup of will be worked out within aitoally agreed period of time.

7.1.2.5 The final approved artwork in the form ahpout, film, color separation film with pressoof, or soft
copy will be delivered to or collected by the cusér after a mutually agreed period of time.

7.1.2.6 If the customer also orders the printinthvilhe approved artwork. Output ready artwork bn fivith press
proof will be sent to our print factory for plateaking and printing. In some of the cases, prodifloe print is
required

7.1.2.7 Preparation of Delivery Note/Invoice anchage the delivery of the final profucts

7.1.3. COPY WRITING:



7.1.3.1. The customer provide the theme, contert {ir photos) , target audience and/or anythiteyaat to the
script to his/her best knowledge.

7.1.3.2 Ideas of the manual script will be reveatethe customer for comments and amendment. A sicapt
will be presented to the customer after receiviisgher opinion within a mutually agreed period iafe.

7.1.3.3 Request for minor amendment(s)* to the wmgrtbllowed by proof reading processay be made for
maximum Zimeswithout surcharge.

7.1.3.4 The final approved manual script will béwded to or collected by the customer after aually agreed
period of time.

*Version Code: - Syntax: Vx.xx where “X” represented digit from “@ “9”
- First release of completed artwork: V.1.00
- Amendment due to our fault: represented by inergrof 0.01
- Minor amendment per customer’ s request: represgby increment of 0.10
- Major amendment (over 50%) or change of desgmncpstomer’ s request represented
by increment of 1.00

7.11.4 ARTWORK FORMAT:

7.1.4.1 Hard Copy Formé‘lﬂi’ﬁ‘ﬁ“‘:

If not otherwise mentioned, A'5mm "bleeding "margn 4 sides will be added to the artwork to pré\an
unwanted white edge on the press after trimmingxt Tontent should be typed within the live areaciiis
smaller than the viewed area of the artwork sodlvaiasonable margin will be kept between thedertent
and the edge. The following is an illustration:

Trimmed size: W x H
Bleed size: (W + b+b) x (H +b+b)
Live size: (W-m1-m1) x (H - m2-m2)
where W = Width, H = Height, bebding, m1 and m2 = distance of text from edge sil&
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‘\‘AII text converted into path
Crop Mark i
Foto/image of 300 dpi

Physical Layout and Elements of Output Ready Artwork

It is not recommended to design a thin color boaie# sides because it will be difficult to keep thorder look
balanced or complete after trimming. For more diediailustration, the customer may visit our welygan
"freedownload" and download an album of "template&ated by us in PDF format free of charge.

If the customer creates the artwork for outputramtpng by his own self, he must tender an artwaoknplying
with the said physical format (and also the datenéd) or retouching service only be provided atduist.



7.1.4.2 Soft Copy Formaf ##f5=""

7.1.4.2.1 Working Document E/s Output Documén’ifE?Fﬁ’n’i;t’EﬁTaﬁH&ﬁi’iﬁ:

To keep the capability of artwork for editing, teeshould be a working document saved in the n&biveat of the
software for creating the artwork. However, it mistconverted to an output document for an idehtiagput
on the rip of output device .

7.1.4.2.2 Output Preparatigiji ! /% .V I

- Save a copy of the working document in anothenendepicted for output purpose. By convention, an
"op" suffix is added to its name section. It shooédnoted that it is a bad habit for some Mac users
omit the file extention which is useful in recogng the file format on most computer systems and
overwhelming use of illegal characters which aseaompatible to internet, Unix/Linux or even
Windows plateforms.

- Check the layout and bleeding

- Convert all text into path/curve

- Convert RGB images into CMYK images using appiatprsoftware for most print job output purpose.

- Check the resolution of bitmap images, referAariex 5 - Resolution of Digital Image" for the mimim
resolution requirement for different output purpose

- Flatten the image with plugin filter or the effeall be lost when crossing platform.

- Save the final version in its native format

- Output the artwork to eps or pdf format as a neldunct output file for contingence purpose. Indase of
inkjet printing, tif is also acceptable.

- Ouput the artwork to a preview image in jpg fatm

- Save all the output and preview files on CD-Rwoeeptable media. Make sure all the link objeats ar
saved together with the master file in appropri@tation and their naming syntax conforming to the
media format. It is recommended that all objecéseanbedded into the file to avoid missing link.

- Refere to "7.2 DataFile Formats for Computer tputput” for details in forwarding artwork.

Note: All the brandnames and trademarks mentiob&gllzelong to their respective owners
7.2: DATA FILE FORMATS FOR COMPUTER INPUT/OUTPUT:

7.2.1 FORMAT OF PHYSICAL LAYER:
2.1.1 The following media of storage are acceptétnl input or output services:
3.5” 1.44MB floppy diskette; 5.5” 1.2MB floppy diske; 250MB/100MB Zip; MO (up to 640MB); LS120;
CD, Compact Flash; Smart Media, Memory Stick; VIg&e (Pal/NTSC); VHSC tape (Pal/NTSC); Hi8 (Pal);
Video8; DV mini-cassette

Media in Phy

3.5" 120MB

5.25"1.2MB Floppy 1 3:oR IS EHIEREEE

7.2.2 FORMAT OF LOGICAL LAYER :

7.2.2.1 MEDIA FORMATS OF OS (OPERATION SYSTEM) LAYER:
Both Mac OS and IBM PC (DOS, Windows or Windows fbfmat are acceptable. For media used on
other operations system such as Linux or WindowstN& customer must format them in a way which is
compatible to the aforesaid OSs.



7.2.2.2 FILE FORMATS OF APPLICATION SOFTWARE LAYER :
7.2.2.2.1 The genuine file formats created by dllewing software can be viewed, edited, rippeduatput to
other devices subject to change without prior moff@nly vector/line art can be output to computetear or

engraver):

- Adobe lllustrator CS2 or lower;- Adobe Photoshé or lower, - Adobe Pagemaker 6.5 or lower,
- Acrobat Distiller 4.0 - CorelDraw 11.0 or lower, Word 6.0 or lower
- Excel 5.0 or lower; - Power Point 4.0 or lower; +&ehand 9.0

7.2.2.2.2 In addition to the genuine file formadsstated in 2.2.2.1, the following files generdigalse software
can be viewed, edited, ripped or output to otherags (Only vector/line art can be output to corepuutter or
engraver):
- pixel base image filegps, tif, bmp, pct, gif, jpgexcept for computer cutting/engravjng
- vector/line artwmf, eps, dxf, dwg
- text file: txt, sam, lwp, rtf, dofcreated by office XP or lower version)
7.2.2.2.3 The following file formats can only bewed, ripped or output to other devices. Editingise is not
available
- text file: pdf
- others:dwg, dxf, xIs and pp{created by office 97 or lower version)
7.2.2.2.4 Portability of files: Not all the filesue keep their original visual features while croggplatforms, For
those files which are not portable, no warrantglésiged for the integrity of outpuf the customer wish to
obtain a‘perfect” reproduction of the file he created on his/hektlgs he/she must convert them into portable
files ready for output. The following file forma#se portable:
- most pixel base image files: eps (without chamesjt tif, bmp, pct, gif, jpg
- vector/line art without text content (i.e. aflaracter converted into path/curve): wmf, epscai, cmx,
- text file: pdf (read or output only, no editirgguaranteed
Surcharge at current rate will be levied on theieglior retouching services rendered for preserthegvisual
features of output file(s) whids(are)not portable.
7.2.2.2.5 Data Integrity of file(s) usif@LE technologyObject Embeddings preferred for inserting an object(s)
into a file. If an object(s) is(are) linked toikef the linked object(s) must be saved with thastar file(s) in
appropriate location.. Faulty output due to misdink should be the responsibility of customer

7.2.2.3 FILES TRANSMITTED VIA INTERNET:

2.2.3.1 LIMITATION OF FILE SIZE: The overall sizd every piece of message sent by e-mail via Intemest
be less than 4MB or limit set by the smtp servahefISP

2.3.3.2 CONFIRMATION OF FILE TRANSMISSION: Transraisn of data file must be followed by telephone
call informing the delivery of output file via Imet. Double confirmation will be acknowledged e sender
while the file(s) is(are) properly received. Progfding must be carried out to ensure the integfitlata sent
by e-mail via Internet.

7.3: CROSS REFERENCE OF POSSIBLE COLOR SHIFT IN COLOR PRINTING USING VARIOUS
TECHNOLOGIES:

The following figures are only estimations basedearpirical experience instead of any well-estalelisindustrial
standard. There is no warranty of any kind, eitepress or implied, regarding the accuracy, rdligtbor
correctness of the data listed below. Nevertheldey, may be regarded as a reference of our conanttim
printing service to our customers.



Presumption:

1. For those artworks presented in the form ot soby, it is supposed that they are rippedhgysame software/hardware nythout
changing theolor modein different batch print jobs.

2. For those artworks presented in the form of/filand copy, it is supposed that teme printing machines, ink and media used in
different batch print jobs.

3. The final printout should be viewed under saenduminationcondition.

4. CMYK color model, except for monitors and silkesen printing, is employed and the panetone protgsslor guide or equivalent
serves as a common reference of standard.

VGA/XGA | Inkjet Dye-sub Iris Proof CMYK film | CMYK Bromide Silk-screen
CRT Printer Proof Press Proof | offset Foto Paper | Printing
Monitor (CMYK) (CMYK) (CMYK) printing (CMYK) (Solid
(RGB) (CMYK) (CMYK) Color)

VGA/XGA

CRT Monitor +/- 5%

(RGB)

720dpi or

lower Inkjet +/- 5% +/- 20% +/- 20% +/- 20% +/- 20% +/- 20% +/- 20%

Printer

Dye-subProof/

1440dpi+ +/- 5% +/- 10% +/- 10% +/- 10% +/- 15% +/- 15%
Inkjet Printer
Iris Proof

+/- 5% +/- 10% +/- 10% +/- 15% +/- 15%
CMYK film
Press Proof +/- 5% +/- 5% +/- 15% +/- 15%
CMYK offset
printing +/- 5% +/- 15% +/- 15%
Bromide Foto
Paper +/- 15% +/- 15%
Silk-screen
Printing +/- 10%

3.2 COLOR MODELS: 1784

3.2.1 Color Gamuts: By definition, color gamuts meéhe scope of color which can be reproduced wsicgytain
output technology. As naked human eye is sendib\&primary visible lights, namely Red, Green Alde,
output devices using RGB model is capable of digptathe greatest extent of color. However, itpplecable to
light emitting devices like TV sets or Monitors gnl

color gamuts

=
COLOR GAMUTS

PMS Color Gamuts




The common printing methods using CMYK color moagdroduces colors by screening the light refleftech
either the base on which the colors are printethi@pigment of color itself. The color gamuts isafier than RGB
model due to the loss and distortion in the prooéssflection and filtration except for some PM&ars which
can reflect a special section of the color spectheh even goes beyond the color gamuts of RGB mdidee
following diagram shows how color image is repraglusing CMYK color separation method:

3.2.1.1 RGB Color Model:

RGB color is applicable to light emission devicés [TV or monitor which reproduce the color by mmigimatrix
of light emission dots in Red, Green and Blue thgeto form a specific color in human naked eyess called
additive color because all colors are the mixtdrénese 3 primary colors. It also produces the tgstacolor
gamut among all available color models except RMISr like gold, silver or some specific matertakperienced
Artists should be careful in using RGB model in finecess of creation or it would be misleadingdgirt clients
and result in dispute over the color correctnegsrioted matter with respect to the preview imagermnitor.

RGB
Additive Color Model
(for luminous object)

3.2.1.2 CMYK Color Model (Subtractive Color):

3.2.1.2.1 Working Principle of CMYK Color Model [=RiZH:

Printed matter cannot emit light; it reflect lighdm luminous light source only. A traditional pger may apply
different colors on his palette to his canvas grgpavith paint brush. Nevertheless, printing tomyneolors on
media is not feasible from both the economic aachnical point of view. The current CMYK printingethod use
subtractive color. All colors are reproduced byesting the light (supposed to be white) reflectedhfeither the
base on which the colors are printed. The Colomeigt of the 4 process color, C,M,Y and K work #sifiwhich
"subtract" one primary color from the white liglespectively. The following diagram illustrates hthe system
works. Overlapping different color ink may screemay unwanted primary color from the reflected igrhis
method only reproduced a smaller color gamuts coetpaith RGB or PMS color model.

¥
l.-' - REG light paratiaie, W
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3.2.1.2.2 Application in Full Color Offset Printir]iﬁﬂlj”:%E'J
i. Color Separation and Screen Ang}e"'lH,%[ﬁE"‘J:

In the process of full color offset printing, thelar artwork must be output to color separatiomélof 4 chanels,
say C, M, Y and K. The film is either positive azgative in B/W only. The intensity of each colorépresented
by dotted lines arranged in specific angle, i.eeso angle. The working of color separation issiitated in the

following diagram which simulate the combinationcofor dots under microscope.

Illustration of Screen Angle for CMYK Offset Color Printing

1. Color Separation Film_
I y B

C only c+m c+m+y c+m+y+k
Copyright ® Uncle Ming's Gallery, 2004
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ii. Combination of Colors" 1%V it £

These film will be used for making the lithographinc plates which in turn transfer the color inkhe paper one
by one. The overlapping of the color dots thenadpce a color image of the original artwork. Untier nake
eyes of human being, the combination of these ats reproduces a ful color image looks almosstrae as
the original artwork.

IHlustration of CMYK Offset Color Printing

aration Film

—

1. Color Sep
i— i

3. Color Proof of All Chanal by S‘ru_gss
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Copyright ® Uncle Ming's Gallery, 2006




Most of the text book or even technical referenge Gttle explanation to the use of screen irseffprinting. The
reason is not too technical to be understood.édrfitht place, ink used for offset printing is mpiite transparent
like color glass filter. It reflects the light rahthan letting it pass. Secondly, it is unlikedyptrint color ink of
varied thickness to reproduced different tonesatadince like painting with brush in the processigh speed
printing even inks are transparent. However, tone printing technology like dye sublimation oertimal wax
transfer while the thickness of dye can be detezthiny the time of heat applied to it, the tonecofor is thus
reproduced by transparent layers of CMYK dyearied intensity.

iii. Screen Repetition and Quality of Printiffgrsl¥ 4 HHJ?JU’E’E&;:

It should be noted that the density of dot linesasitive related to the resolution of the printifigperefore, upon
the increase of line per inch (Ipi) or screen tépa, the quality of printing should be bettepgosing that the

printing machine supports the resolution. Theofelhg diagram shows how they look different undexgmifier.

Refer to 3.1 CROSS REFERENCE OF COLOR SHEHifji!\ 1%/~ for more information on color shift

and Annex 5 for more informmation about resoulddmmage and printing.

3.2.1.3 HSB Color Model:

This model defines color by "Hue", "Saturation" aBdightness".

Hue represented by the relative location of indbler wheel. For instance, if zero degree repre$eed",
Magenta, Blue, Cyan, Green and Yellow are 60, 180, 240, 300 respectively. Changing the Hue mehifisng
the color round the color wheel.

The second property of color is saturation whidienseto the intensity of color. It ranges from @(igray) to 255
(i.e. fully saturated color).

The third property is brightness which represeatligihtness or darkness of a color. As illustrated
3-dimensional model as shown in the diagram, tlamgés of the three properties of color are visadlizy a
column of color wheels. This color model is uséfulunning color temperature and brightness esflgaa TV
or monitor.

\ ite o0/
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3.1.2.4 PMS Color Model:

Sometimes the CMYK process colors cannot matcteaip color for demanding print job. Spot colorliivide
used. The most renowned spot color system is Peidn) Matching System (PMS), which is a trademark
system of over thousand colors identified by a uaigolor code. Every color is a premixed ink acoaydo the
formula provided by the vendor of PMS.

PMS is also commonly used in screen printingramdfer printing because the halftoning approaclofiset
printing is not possible for this printing techngjyoexcept some advanced equipment like those wsqaihting
label directly on CD or DVD surface.

3.2.2 Color Models and Conversi@pe {814 1 feifsi:

In the absence of a common algorithm for the casiwarof different color models, all digital artwarkreated for
printing purpose should be converted into CMYK midaiore they are sent to output devices. A sigaiit range
of RGB colors are not printable as they go beydrdcblor gamuts of CMYK or PMS color model. If not
otherwise specified, the conversion will be doneaishe software of "Adobe" including "lllustratoot
"Photoshop”. It should be noted that differentdans have their own conversion algorithm in conugrhon
-cmyk colors into cmyk colors but none can be ckdrthe universal standard.

3.2.3 Color Depth and Output Resolution

The depth of color refers to the number of distielgable colors that can be reproduced. The hidteerdsolution
of output device, the more colors it can produad smdoes the accuracy of the color with respettidmriginal
artwork. A reasonable color shift should be acdaptand is not liable to any claim for non standgodds. Please
refer to annex 5 for more information.

3.3 Color Swatch14&!

Some prominent printing solution vendor publisteaes of color swatches as a standard referende dgoii the
printing industry. The most famous brand name pcoduthe "Pantone™ color guide series. However poactical
experience told us that even an artwork creat€&MriYK model could not be reproduced identically @sin
different output devices. Unlike image setters,dbeent printers available in market manufacturediifferent
producer always print the color copy with their oemphasis or preference. It is always a disastenwising this
hardcopy of artwork as a proof and quality constaindard for the final product. To assist peopledad of an
impression about the discrepancy of color repradodietween their printing device and the standatdr
swatch, we created a "CMYK Electronic Color SwatchPDF format and post it on our web-site for all
interested persons to download free of any chaig®s may right click your mouse on the followingage and
save link target to your harddisk to get a freecsady of "CMYK Electronic Color Swatch". Print tissvatch
using your own printing device and compare thenhéostandard color guide like Pantone ProcessitgrCo
Guide". Then you will have an idea about how fauryprinting device deviate from the offset prigtimachine.
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COLOR GAMUTS

By definition, color gamuts means the scope of color
which can be reproduced using a certain output
technology. As naked human eye is sensitive to 3
primary visible lights, namely Red, Green and Blue,
output’ devices using RGB model is capable of
displaying the greatest extent of color. However, itis
applicable to light emitting devices like TV sels or
Monitors only.

y=100M 10M 20M 30M 40\

S Color Gamuts

‘The common printing methods reproduces colors by
screening the light reflected from either the base on
which the colors are printed or the pigment of color
itself. The color gamuts is smaller than RGB mode!
due to the loss and distortion in the process of
reflection and filtration except for some PMS colors
which can reflect a special section of the color
spectrum that even goes beyond the color gamuts
of RGB model.

CMYK Color Gamut:

Printed matter cannot emit light; it reflect light from luminous light source only. A traditional painter may apply different
colors on his palette to his canvas or paper with paint brush. Nevertheless, printing too many colors on media is not
feasible from both the economic and technical point of view. The current CMYK printing method use subtractive color. All
colors are reproduced by screening the light (supposed to be white) reflected from either the base on which the colors are
printed. The Color pigment of the 4 process color, C,M,Y and K work as filter which "subtract” one primary color from the
white light respectively. The above diagram illustrates how the system works. Overlapping different color ink may screen
away unwanted primary color from the reflected light. This method only reproduced a smaller color gamuts compared with
RGB or PMS color model.
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PROCESS COLOR CHART

All possible color combinations in 10% stepsiK=0
Columns=Magenta, Rows=Cyan, Group=Yellow
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7.4 RESOLUTION OF IMAGE

7.4.1 RESOLUTION OF DIGITAL IMAGE: The resolution of a digital image is defined inmntsrof pixel per
inch (ppi). Pixel is the basic element of a digitahge which is square in shape and uniform inrcolbe
quality of an image is positively related to themmer of square pixels per inch. When talking abibet
resolution of a digital image, either a digital pih@r an image generated by software, only thgiroal pixel
density at 1 to 1 scale is significaiit.doest not make too much sense to enhance tloduties) using else
software in anyway.

7.4.2 RESOLUTION OF INPUT DEVICES:

7.4.2.1 RESOLUTION OF SCANNER: Both the flatbed scanner and drum scanner scaneipg! by pixel
and the resolution is limited by hardware architeet, i.e. the density of censor of CCD, CMOS anuter of
laser beam. The quality of images reproduced byndseanners which use laser beam in the process of
scanning is the best among all.

7.4.2.2 RESOLUTION OF DIGITAL CAMERA: Digital camera use CCD or CMOS as the light censinig.
The image size is determined by the number of pigetreponding to the total number of light semsitinit on
the CCD or CMOS. Once the photo is taken, the vtigol of image is also determined

7.4.3. RESOLUTION OF OUTPUT DEVICES:

7.4.3.1 RESOLUTION OF MONITOR: Limited by the hardware architecture, the defaafofution of CRT
monitor or LCD monitor is only 72dpi or 96dpi. Asi$ lower than most of the printers or image sstie use,
images shown up on monitor in “actual size” carbprinted at 1:1 scale without any sacrifice dodlgy.

7.4.3.2 RESOLUTION OF PRINTER: The resolution of printer is defined in terms pf (dot per inch) Printers
reproduce a pixel with a collection of dots of coiok. For instance, based on the algorithm of gogbt
language or other printer control language, a 1B xmatrix of ink dot pattern is used to represe® kit
channel of color. Therefore, for the best restig printer resolution in terms of dpi must be higtian the
image resolution expressed in terms of ppi (piezlipch). Please refer to 5.4 for details.

7.4.3.3 RESOLUTION OF IMAGE SETTER:

7.4.3.3.1 Representation of half-tonetmage-setters work in similar way as inkjet pristexcept it use laser
beam instead of ink to produce pattern of dotsilom #Vith a 16 x 16 matrix of dot pattern, 256 geagtale is
simulated.

7.4.3.3.2 Mixture of Color and Screen Angle:n multicolor printing, each channel of color of paxel is
represented by a 16 x 16 matrix of dots and a coatioin of different color dots will reproduce a tuise of
color visually under naked eyes. To ensure alldbts are positioned correctly, the matrix of dotsstmbe
arrnage in certain angle, i.e. screen angle. FolYKMffset printing, If not otherwise specified, tlsereen
angle for the 4 process colors are 105, 75, 90aneéspectively, with emulsion of film facing doward.

7.4.3.3.3 Quality of Printing and Screen Repetitionimage-setters of higher resolution can produceenfioes
of dot matrix in one inch. Screen repetition (oregn ruling) means the number of dot matrix lines ipch.
Usually, for high quality print job, 175 Ipi or ev&00 Ipi is expected. However, some offset prictan only



print 133 Ipi or 100 Ipilf not otherwise specified, 175Ipi is assumed taHeescreen repetition for high quality
CMYK offset print job and 133lIpi for mono/multi aml stationery printing.

lllustration of Screen Angle for CMYK Offset Color Printing

1. Color Separation Film

:
A
2.5creen Angle
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7.4.4 RELATION BETWEEN THE RESOLUTION OF IMAGE AND OUTPUT DEVICES :

Resolution of Output Devices Resolution/Screen Repetition Resolution of Image for Output
dpi (dot per inch) Ipi (line per inch) 32bit color ppi (pixel per inch), 32 bit color
600 dpi laser printer or inkjet printer 72 ppi (75 ppi)
720 dpi inkjet printer 96 ppi (90 ppi)
1200 dpi laser printer or inkjet printer 150 ppi (150 ppi)
1440 dpi inkjet printer 175 ppi (180 ppi)
2540 dpi image-setter 150 Ipi; 175 Ipi 300 ppi (317.5 ppi)
2880 dpi inkjet printer 350 ppi (360 ppi)
3600 dpi image-setter 200 Ipi 350 ppi (450 ppi)




8. STEPS IN MUTI-MEDIA PRODUCTION

8.1 COPYING SERVICE:

8.1.0 Definition of copying service: Making a copgpies in the same format (i.e. from tape to tageD to
VCD, etc.) of the original.

8.1.1 The customer must prove or declare that begdbkain the appropriate right to make second capyés) for
the original copy he/she provides.

8.1.2 The original copy should be played backaamnsed before the customer to check if the begirending,
length and major portions are “good” for copy.tltannot be played back immediately, the custoreedrio
give a verbal description about the beginning, egdiength and major portions of the original ta staff.
Double confirmation will be made via telephone afiee laboratory technician checks the integritytloé
original.

8.1.3 Upon the delivery of the ordered copy/copleth the original and copy should be played bacghow the
integrity of both items. Or the customer reseneiight to return defective item/items to our gallevithin 1
week.

8.2 FORMAT CONVERSION SERVICE:

8..2.0 Definition of format conversion: Making apgécopies of the original in different format oastard (e.qg..
from tape to VCD, AVI to Quicktime, NTSC to PAL,ce}

8..2.1 Follow the steps from 4.1.1t0 4.1.3

8.3 EDITING SERVICE:
8..3.0 Definition of editing: Making a newly orgaed copy from the original in either the same dfedent

format

8..3.1 The customer must prove or declare thathkedbtain the appropriate right to make copy(cqpiesthe
original he/she provides.

8..3.2 The original should be played back or sedrefore the customer to check if the beginnindjre, length
and major portions are “good” for copy and editifipe customer is required to give BBL (edit decision
list), which states the beginning, ending and lengtbach clipping and the overall chronological ordiealb
clippings to our staff. Double confirmation will eade via telephone after the laboratory techniclaecks
the integrity of the original.

JEIPAE I
EDITOR DECISION LIST

HES TIME % 8 VIDEO TRACK B3 5% SOUND TRACK OTHERS
SESSION | HH:MM:SS:ss H§! Scence Subtitle 171 Voice Music
Starting ‘ L
Ending
Starting
Ending
Starting
Ending
Starting
Ending
Starting
10 | Ending
11 | Starting
12 | Ending
13 | Starting
14 | Ending
15 | Starting
16 | Ending
17 | Starting
18 | Ending
19 | Starting
20 | Ending

XN [O(A|B|WIN| -

©

8..3.3 Upon the delivery of the edited copy, bdit original and copy should be played back to sti@nntegrity
of both items. Or the customer reserve the righetorn defective item/items to our gallery witlinveek.



8.4 MULTIMEDIA FORMATS AND THEIR COMPRESSION CODEC:

8.4.1 FORMAT OF PHYSICAL LAYER: The following media for recording are acceptableifiput or output
services:Cassette; CD DVD, VHS tpae (Pal*/NTSC**); VHSC &fPal/NTSC); Video8(Pal); miniDV and
all the media as stated in 2.1.1

8.4.2. FORMAT OF LOGICAL LAYER:

8.4.2.1 ANALOG MODE: Sound is recorded in analog mode for all traditioraording media such as cassette,
VHS tape, VHSc tape, and Video 8 taps.to video clips, there are Pal, Ntsc, and Secam**

- Audio Format: Other than casette, the sound track of video tapebe separated from video signal. for
processing. Both PAL and NTSC systems are acceptabVHS tape and VHSc tape. Only PAL system is
acceptable for Video 8.

- Movie Format: Same as audio format except cassette

8.4.2.2 DIGITAL MODE: The following digital mutimedia files stored onpappriate media can be read, decode
and processed.

- Audio Format: WAV, MIDI, MP3, RA
- Movie Format: AVI (Audio-Video Interleave), MPEG 1/2/4(Motion Picture Experts Group);
DAT(VCD 1.0/VvCD 2.0), MOV (quicktime movi¢
WMV
8.4.3 REFERENCE FOR VIDEO CAPTURE/RECORDING DEVICES
Mode System Interface Media Application
Analog Betamax Composit Ouput Betamax Casette Prof. TV/Ad Production
VHS/VHSc Composit Output; S -video VHS/VHSc Casette General Purpose
Hi8/V8 Composit Output; S -video VHS/VHSc Casette
Digital Digital Betamax | SDI, Composit Output/S -video Digital Betacam Casette | Prof. TV/Ad Production
DV Camera firewire/i-link, Composit Output, S | DV Casette, DVD+/-R General Purpose
-video
mini DV Camera | firewire/i-link, Composit Output/S | miniDV Casette
-video
8.4.4 RESOLUTION AND MPEG CODEC:
Video Audio Application
MPEG-1 NTSC (29.7fps) PAL (25fps) Bit Rate Bit Rate Sampling Rate
160x120 160x144 N N n n
160x240 160x288 | | | |
176x112 176x144 | | | |
320x112 176x288 | | | |
320x240 320x144 | | | |
352x112 320x288 | | | |
352x240 352x288 1.15Mbps 224k bps 44.1k Hz VCD
MPEG-2 320x480 320x576 | | | |
352x480 352x576 | | | |
368x480 368x576 | | | |
384x480 384x576 | | | |
480x480 480x576 2.4 - 2.6Mbps | 44.1k Hz SVCD
544x480 544x576 | | | |
640x480 640x576 | | | |
704x480 704x576 v v \ \
720x480 720x576 8.0Mbps 384k bps 48k Hz DVD

Note:

*NTSC (National Television System),
**PAL (Phase Alternation Line)

*»**SECAM (Sequential Couleur a Memoire)



CH9. SAMPLE DOCUMENTS

9.1 DOCUMENTS FOR INTERNAL ADMINISTRATION
9.1.1 EMPLOYMENT APPLICATION FORM

UNCLE MING’ GALLERY
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9.1.2 EMPLOYMENT AGREEMENT

EMPLOYMENT AGREEMENT
Employment Agreement, betwebimcle Ming’ s Gallery(the "Company") and Mr/Mrs/Miss/Ms (HK
ID No. ) (the "Employee").

1. For good consideration, the Company employ&thployee on the following terms and conditions.
2. Term of Employment: Subject to the provisidies termination set forth below this agreement wbkgin on

, unless sooner terminated. Theapowbperiod will be month
3. Remuneration:
3.1 Basic salary: The Company shall pay Employbasic salary of per month payablddpythe services of
the Employee, payable at regular payroll periods.
3.2 Allowance: The Company shall pay Employee eefrallowance of per and a food allowanfc
per working day on condition that employee attdr@l@ompany and assume his/her duties before o’ clock.
3.3 Attendance Award: The employee will be entittedthe attendance award of payableai monthly

basis if he/she keeps a zero absenteeism recoidbhe payroll period and the accumulated timdatdness is less
than 30 minutes for the same payroll period.

3.4 Year end bonus: A year end bonus will be paithe permanent employee after probation at theplag day before the
Chinese new year. The basic portion is equal tatleeage monthly salary for the last twelve moipllas a performance
award based on an appraisal report integratin¢ethdback from the customers, supervisors and esipartners.

3.5 The remuneration will be revised from time itmet according to the performance of the Employeeitt¥vi notice of
adjustment will be issued to the Employee and sgukr the aforesaid remuneration scheme as statadfi to 3.4.

4. Duties and Position: The Company hires the |Byge in the capacity of . ThelByee's duties
may be reasonably modified at the Company's doedtiom time to time.

5. Employee to Devote Full Time to Company: Theplyee will devote full time, attention, and enegto the business of
the Company and during this employment, will nogage in any other business activity, regardlesstather such
activity is pursued for profit, gain, or other pa@ry advantage. Employee is not prohibited fronmkimg personal
investments in any other businesses provided tho@stments do not require active involvement ia tiperation of
said companies.

6. Confidentiality of Proprietary Information: Etogee agrees, during or after the term of this eympent, not to reveal
confidential information, or trade secrets to aByspn, firm, corporation, or entity. Should Empleyeveal or threaten
to reveal this information, the Company shall bttled to an injunction restraining the Employeenfr disclosing same,
or from rendering any services to any entity to mhsaid information has been or is threatened tdibelosed. The
right to secure an injunction is not exclusive, ahd Company may pursue any other remedies it bagst the
Employee for a breach or threatened breach otthislition, including the recovery of damages friva Employee.

7. Reimbursement of Expenses: The Employee meyr ineasonable expenses for furthering the Compdmysiness,
including expenses for entertainment (for marketispartment only), travel, and similar items. Thenfpany shall
reimburse Employee for all business expenses thigeEmployee presents an itemized account of expees, pursuant
to Company policy.

. Working Day and Time: There shall be 5 1/2 wogkidays per week. The Employee may elect to worlalternative
Saturday upon the approval of his/her supervistie Employee shall be prepared to work overtime sioaally in
seasonal peak month when the excessive orders/edcéihe remuneration for overtime work will be azdhted on
hourly basis in accordance with the basic saladyalowances.

. Rest Day, Holiday and Vacation: The Employeaidte entitled to all the statutory holidays ancest day per week. The
permanent Employee shall also be entitled to alyeacation of 7 days at full pay after servingegw period of 12
months, or calculated on pro-rata basis if thequedf service is less than 1 year. The Employestitlement to paid
annual leave will increase progressively by 1 dmefvery additional year of service to a maximuniéfdays.

10. Disability: If Employee cannot perform thetida because of illness or incapacity, the compg@rsalue during said
illness or incapacity will be paid in accordancehe Labor Ordinance. However, if the Employeehisemt from work
for any reason for a continuous period of over months, the Company may terminate the Emplayee
employment, and the Company's obligations undserabreement will cease on that date.

11. Termination of Agreement: Without cause, tl@mPany may terminate this agreement at any timbowtt prior notice
during the probation period, or upon 1 month' writhotice to the Employee after the probation peribthe Company
requests, the Employee will continue to performhas duties and be paid his/her regular salaryauth¢ date of
termination less MPF required to be withheld. Withcause, the Employee may terminate employmeahwttime
without prior notice during the probation period arpon 1 month written notice to the Company aftevbation
Employee may be required to perform his/her duies will be paid the regular salary to date of faation less MPF
required to be withheld. Notwithstanding anythimgg the contrary contained in this agreement, the @y may
terminate the Employee's employment upon 30 day&eto the Employee should any of the followingms occur:

a) The sale of substantially all of the Compaagsets to a single purchaser or group of assoqiatethasers; or

(o]
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12.

13.

14.

15.

16.

17.

18.

19.

20.

b) The sale, exchange, or other disposition, i toansaction of the majority of the Company's tauding corporate
shares; or

¢) The Company's decision to terminate its businessliquidate its assets;

d) The merger or consolidation of the Company itbther company.

e) Bankruptcy or Chapter 11 Reorganization.

Death Benefit: Should Employee die during téren of employment, the Company shall pay to Eiygds estate any
compensation due through the end of the month inhwdeath occurred.

Restriction on Post Employment Compensation:aperiod of one year after the end of employiniet Employee shall
not control, consult to or be employed by any besénin direct competition to that conducted byGbenpany, either by
soliciting any of its accounts or by operating witEmployer's general trading area.

Assistance in Litigation: Employee shall upeasonable notice, furnish such information ar@per assistance to the
Company as it may reasonably require in connectitih any litigation in which it is, or may becoma,party either
during or after employment.

Effect of Prior Agreements: This agreementessgdes any prior agreement between the Compaayyopredecessor of
the Company and the Employee, except that thiseaggat shall not affect or operate to reduce anyefiteor
compensation inuring to the Employee of a kindwelsre provided and not expressly provided in thigament.

Settlement by Arbitration: Any claim or camtersy that arises out of or relates to this ageseyor the breach of it, shall
be settled by arbitration in accordance with thbdraOrdinance in any law court with jurisdiction.

Limited Effect of Waiver by Company. Should mjmany waive breach of any provision of this agresmnigy the
Employee, that waiver will not operate or be camstiras a waiver of further breach by the Employee.

Severability: If, for any reason, any proeisiof this agreement is held invalid, all otheryismns of this agreement shall
remain in effect. If this agreement is held invalidcannot be enforced, then to the full extentrgéed by law any prior
agreement between the Company (or any predecdss@of) and the Employee shall be deemed reinstedti this
agreement had not been executed.

Assumption of Agreement by Company's Succesand Assignees: The Company's rights and obligatimder this
agreement will inure to the benefit and be bindipgn the Company's successors and assignees.

Oral Modifications Not Binding: This instrumtds the entire agreement of the Company and thpl&ee. Oral changes
shall have no effect. It may be altered only byréten agreement signed by the party against whoioreement of any
waiver, change, modification, extension, or disgkas sought.

Signed this day of ,

Portia Mei Ying Cheng
For and on behalf of Uncle Ming’s Gallery Employee



9.1.3 EMPLOYEE NON-COMPETE AGREEMENT

EMPLOYEE NON-COMPETE AGREEMENT

For good consideration and as an inducemertfale Ming’s Gallery(Company) to employ
Mr/Mrs/Miss (ID No.: ) (Employee), the undersigned Employee hereby
agrees not to directly or indirectly compete wtik business of the Company and its successorssaigha during
the period of employment and for a periocbagyear(s) following termination of employment and

notwithstanding the cause or reason for termination
The term "not compete" as used herein shall mesrtlie Employee shall not own, manage, operate,

consult to or be employed in a business substinsimhilar to or competitive with the present biese of the
Company or such other business activity in whigh@ompany may substantially engage during the térm

employment.

The Employee acknowledges that the Company shatlayrin reliance of this agreement provide
Employee access to trade secrets, customers aadauthfidential data and that the provisions of #greement
and reasonably necessary to protect the Companigsagood will. Employee agrees to retain saiginfation as

confidential and not to use said information ondrisier own behalf or disclose same to any thimtypa

This agreement shall be binding upon and inurbedenefit of the parties, their successors, assigd
personal representatives.

Signed this __ day of

Company

Employee




9.1.4 EMPLOYEE NON-DISCLOSURE AGREEMENT

EMPLOYEE NON-DISCLOSURE AGREEMENT

FOR GOOD CONSIDERATION, and in consideration ofrftaeemployed byncle Ming’s Gallery
(Company), the undersigned employee hereby agrekacknowledges:

1. That during the course of my employ there maygisclosed to me certain trade secrets of the
Company; said trade secrets consisting but notssacity limited to:

a) Technical information: Methods processes, fdagmucompositions, systems, techniques, inventions,
machines, computer programs and research projects.

b) Business information: Customer lists, priciredal sources of supply, financial data and margetin
production, or merchandising systems or plans.

2. | agree that | shall not during, or at any tiafier the termination of my employment with the
Company, use for myself or others, or discloseiaulge to others including future employers, aradi secrets
confidential information, or any other proprietaigta of the Company in violation of this agreement.

3. That upon the termination of my employment frin@ Company:

a) | shall return to the Company all documents amaghberty of the Company, including but not
necessarily limited to drawings, blueprints, reppmanuals, correspondence, customer lists, comprdgrams
and all other materials and all copies thereottiredan any way to the Company's business, or inveay
obtained by me during the course of employmenirthér agree that | shall not retain any copietgesior

abstracts of the foregoing.
b) The Company may notify any future or prospectwmployer or third party of the existence of thig
agreement, and shall be entitled to full injunctigkef for any breach.
c) This agreement shall be binding upon me angh@ngonal representatives and successors in interest
and shall inure to the benefit of the Companysitscessors and assigns.
Signed this __ day of

Company Employee




9.1.5 CIRCULAR



9.1.6 AGENDA& MINUTE FOR GENERAL STAFF MEETING

VI

VII.

DATE OF MEETING:
TIME OF MEETING:
PLACE OF MEETING:

Agenda

CALL TO ORDER:
Chairman called the meeting to order at .
ROLL CALL

Present:

Absent:

Late:

CHANGES TO THE AGENDA:

There were no changes to the agenda. /

APPROVAL OF MINUTE:
For the_Reqular/Ad hodVeeting on

It was moved by to approvenihates of
Second by .
Yes: Noes: Absent:

ORAL AND WRITTEN COMMUNICATIONS
There was no public
comment./

, as submitted.

Abstain:

MATTERS AT HAND

REPORTS BY STAFF
There were no reports from
staff./

VIlIl. REPORTS BY DEPARTMENT HEAD/MANAGEMENT

ADJOURNMENT
Chairman Dutra adjourned the meeting at 8:10 p.m.

Submitted by:

Post




9.1.7 MINUTES OF DIRECTORS’ MEETING

MINUTES OF DIRECTORS' MEETING

A regular meeting of the Board of DirectafUncle Ming’ s Gallerywas duly called

and held on (date) at (venue) commencing at

o'clock m.

There were present and participating at the meeting

With approval of the directors present, acted as Chair of the

meeting and recorded the @sinut

On motions duly made and seconded, it was votdd tha
1. The minutes of the last meeting of directorsaben as read.

2. That it be further VOTED:

I. Should there ? The resulting vote wa

to in favor of
. to berdeted at the next

scheduled meeting.

There being no further business, the meeting wamsiatked.

Date:

Secretary

7]



9.2 SAMPLE SALES DOCUMENTS

9.2.1 ENQUIRY FORM

NOTICE TO CUSTOMER

Please READ, COMPLETE, SIGN, and PRESENT this fornotgeaking your enquiry. All the data
will be kept confidential and handled with carer Betails of our privacy policy, you may visit our
web-site "www.um-gallery.com". Thank you!!

| AR U, T, OV R SR AR, g 2
f ii;r—ii—{% d I*ﬁ% u%i/ l' ﬁ‘f?v?l/vw um- galliry com" o

ENQUIRY

| 4 * __, actihgloalf of [t %
(first name, family namgt £))

hezxebest for the information

(organizationﬁ—é%ﬁ)
aboutfp I HLH I ™ Erf

(destiop of product(s) and/or service(gjﬁ#,wﬁ@iﬁfﬁﬁﬂ)
Please send us trjéig_llﬁl price list/ brochure/ quotation/ sample photo/ gi@rtwork/ sample

product/

(others)

DECLARATION
A
In making the enquiry, | understand thiat™ X[ 1:
1. The order placed with Uncle Ming's Gallery mstiawfull and comply with all the relevant
ordinances.

— RV 3
2. All the materials prowgeguby Uncl l(/llng s Gaylare provided for the reference of cost and tatin
specification only. All the content, both visuabdaextual, including logo(s), brandname(s), company
name(s) and/or all copyrighted content, if therarig, is/are belong to their owner(s). They are not
offered for sale.

= TIPSR AR B lﬁ’:ﬂl‘f%jﬂ‘” "”l’?l@% I T3 SRR uee 3 2R BT
3. All the sample(s), if there is any, must b Uncl M|ng S Gallery on or befare an precad
upon date or the deposit will be forfeited as cansyaﬂon for the loss.
Bk S S, IR &
4. All thé1 gketchlng(g) image(s), photograph(gwark(s) and/or smaple(s) is/are the property ntlel
Ming's Gallery. | and/or my orgainisation will hiathle to the responsibilities arising from the dizition
of it/them to the third party without the permigsiipom Uncle Ming's Gallery

PSR O B £ 7 S5 U+ PR R R R T BT B

| hereby certify all of the above statements ane by signing below:

( ) this tay o , 20
(signature of customer) (phone number)
REF.: UM/CNT/04enquiry_general




9.2.2 Supplementary Notes to Customers

B R

Supplementary Notes to Customers

No person is allowed to use our services in thewshg cases :

E P S TR 2R

1. The customer intends to create or produce amythiat is scandalous, obscene or mm@ia ARES
By ?Eff*JPF[[},
2. The customer intends to create or produce amythiat will infringe the privacy of third parti { ==~ {4
N EL BRI
3. The custoﬁprﬁter intends to create or produce amythiat will infringe the copyright of third parti =z~
P S

4. The customer intend to create or produce anytiat will violate any prevailing ordinanég == i jati*
P

Examples include:
a. Making copy of newspaper, magazine, book orkamy of press without proper authorizatibf< 48, 1
BUIBAR G g~ I,
B. Making copy of songs, music, drama, movie, Tdgrams or all kinds of audio/video works withoubper
authorization
H RSSO, YR, 9, SR, R, R - R
C. Making copy of logo, trademark image, paintiskgtching, photograph or any kind of visual artwor
owned by third party
s, BT, i S 104 10 R
D. Making copy of software, computer programmery kind of intellectual property without properditcce
AR, BISIRT, FRIAEZC R I @ AT
E. Making copy of any document that Is |ssued tedentifiable entity without the authorization dietissuer
5{‘13?&@ ?E%J
F. Making forged copy of any document or prodﬁi:;gﬂ/ ﬁcﬁ?%ﬁ#,

All critical content such as copyrighted materigigyate or personal data for any production ordast be
provided by the customer together with proper aughtion documents. Uncle Ming's Gallery only pisi
technical know how and/or raw materials for thequation per customers instruction and permissianttitd
party intellectual property or private data is #afalie without the permission of their respectivenevs. If any
person who intends to obtain our service for cagyiut the aforesaid activities for whatever pugsasy
tendering false statement or documents, we haveghgeto terminate the order and report the cagbe
relevant authorities immediately. We also reseivtha rights to claim damages due to his/her bahav-
- J‘%F’p%“ﬁ/ff g Ié%i?ttl UG, o Wﬁ' Mt ™ FRF YR % B t‘rtﬁ“‘rﬁgt’x@ﬂ’ i 4 2l
tiirﬂ =i )Ja :Et I A #Wtﬁtﬂ R A oA SO SR, AR 4
@% TR A, T e TR, - RS, f‘ﬂw, AR rﬁgrfr
[ °

To ensure the quality of our services, we haveallest CCTV (AV)/Telephone monitoring & recording
System¥filhl— > b7 L 4 N il AR Th (B 1) 2 T S




9.2.3 PRODUCTION AUTHORIZATION LETTER

B £ S
PRODUCTION AUTHORIZATION LETTER
(OFFICE COPY)

Please READ, COMPLETE, SIGN, and PRESENT this fbafore placing your order. All the data will be kep

confidential and handled with care. For detailswf privacy policy, you may visit our web-site

"www.um- gallery com". Thank you!!

*éé*ff il @“ﬁﬂﬁ' U @%‘4—“&@3" %, Y, Z\.:Wbé‘—ﬁ[ YRR SRR, A S RIV R
*'*%' =l ;\%«% Ugﬁi, fils ﬁ‘f’#www um-gallery.com"

*kkkkkkhkkkkhkkkkhkkk

Authorization Letter

I (first name, family name) , acting on behalf pf
(organization) (BR/Nm.. XxXX) a
(address) hereby certify that all the

materials in the form of hard copy or soft copycliing but not limited to logo(s), trade
mark(s), brandname(s), drawing(s), photo(s), #&)p AV clip(s) and/or anything
containing copyrighted content if there is anyanh sending to Uncle Ming's Gallery is/are
owned by myself/ my organization/ my client. | alsertify that | have the right/prope
authorization with document to process these nadgefor accomplishing the task as
stipulated in my order/the invoice at a previguagreed upon price. | authorize Ungle
Ming's Gallery to perform the task for me/ my argation/ my client and will be liable to
all the possible responsibilities thus arise fréwa production of goods or services.

I hereby certify all of the above statements ane tyy signing below:

( ) on this day of , 20
(signature of customer)  (phonmbhbar)
it
FROEE)_ [ () i (
KT IR D AR XXX (EF el 9400
:LTIEIFJQ = Jj?ﬂ_{j]‘ F[F uff‘ff\ [/ﬁf

FI( w%,?&ﬁ%, fifr, @lﬁf I, v
456“*['%4 }*’g’@ﬁ*]) Er o /l*%][—f?‘—”"ﬁ*}‘}bg T 7]&@/-.)[‘3(/ ﬂ%g I#%‘%W i f I#%Q_FU:J
7’1"%\]77‘*71? TF[_I lﬁﬁ“rl [Fjﬁﬁﬂ@ 73_&1:;&‘!2[; = J&l: N Iy % £ szfj .

7+ k%:p; ’F“ﬁ"f'*ﬂ ) EF'FEF“

( ) |
e B
|: REF.: UM/CNT/04COPYRIGHT_AUTHORIZATION_LETTER_GENER




9.2.3 CONFIDENTIALITY AGREEMENT
CONFIDENTIALITY AGREEMENT

AGREEMENT and acknowledgement between (Company) and

(Undersigned).

Whereas, the Company agrees to furnish the Undedig
access to certain confidential information relatioghe affairs of the Company solely for purposgés
. Testing the computer software product]

. Printing

. Copywriting

. Web-building, web page management, web hosting

. Network (including Lan, Wan or Internet) mairdene

. Data processing

. Others: .

Whereas, the Undersigned agrees to review, exaimsggct or obtain such information only for thegmnses
described above, and to otherwise hold such infaom&onfidential and secret pursuant to the tesfrthis agreement.

BE IT KNOWN, that the Company has or shall furnishhe Undersigned certain confidential informatidascribed
on attached list, and may further allow supplietstomers, employees or representatives of the @oynpll on the following
conditions.

1. The Undersigned agrees to hold all confidéntigroprietary information or trade secrets (bimhation™) in trust and
confidence and agrees that it shall be used onltheocontemplated purpose, and shall not be wseahfy other purpose or
disclosed to any third party under any circumstaneeatsoever.

2. No copies may be made or retained of anyenrithiformation supplied without the consent of @@mpany.

3. Atthe conclusion of our discussions, or ugemand by the Company, all original documentsyigiclg written notes,
photographs, or memoranda shall be promptly retubtoe¢he Company. Undersigned shall retain noepr written
documentation relating thereto without the conséithe Company.

4. This information shall not be disclosed to amployee, consultant or third party unless saidypagrees to execute and be
bound by the terms of this agreement, and disobosyrCompany is first approved.

5. Itis understood that the Undersigned shalkh@ obligation with respect to any informatiorolum by the Undersigned or
as may be generally known within the industry ptdate of this agreement, or that shall becomenton knowledge
within the industry thereafter.

6. The Undersigned acknowledges the informatieclased herein is proprietary or trade secretsiatioe event of any
breach, the Company shall be entitled to injunatalef as a cumulative and not necessarily suoeess exclusive remedy
to a claim for monetary damages.

7. This agreement shall be binding upon and itmitbe benefit of the parties, their successodsaasigns.

~No o~ WNRE

8. This constitutes the entire agreement. Sighisd day of
Witnessed:
Witness Company Representative

Witness Undersigned



9.2.4 CONSULTING SERVICES AGREEMENT

The parties to this agreement are the following:

Consultant: Uncle Ming’s Gallery

at: 97-97A, 1/F, Hunghom Square, 37-39 Matauwaj Rdnghom, Kowloon,
Hong Kong
Client:

at:

CONSULTING SERVICES AGREEMENT

The consultant will consult with and advise in tokkowing matters:
i.

FEES & EXPENSES:

The consultant's fee for the above services is $ basegpon an
estimated duration of days.
A retainer(downpayment/deposit) of $ s immediately due and payab

Future payments will be made upon completion of #ssignment, or in exchange fq
the documents provided.

Expenses will be reimbursed upon receipt of theirs.
Signed under seal this day of

Consultant Client

le.

=




9.2.5 AGREEMENT TO EXTEND PERFORMANCE DATE

AGREEMENT TO EXTEND PERFORMANCE DATE

BE IT KNOWN, for good consideration, at
(First Party),

and

(Second Party), in and to a certain agreement itbestas:
agreemenhe first party agrees to perform
for the secong part
and dated (Agreement), do yackmowledge and agree

that:
1. Said Agreement provides that full performance dd sgreement shall be
completed on or before , .

2. That the parties acknowledge that said Agreememiatebe performed and
completed on said date and that the parties henedgsire to extend the

performance date, as if said extended date wererifi@al date of performance.
3. That the parties hereby mutually agree that the fitatperformance be continued
and extended to , time beitigeoéssence.
4. There is no change in terms or further extensitoweld.
This Agreement shall be binding upon and inurdlienefit of the parties|,
their successors and assigns.
Signed this day of
In the presence of:

Witness First
Party

Witness Second Party




9.2.6 DEMAND FOR OVERDUE PAYMENT

DEMAND FOR PAYMENT

Date:
To:

Demand is hereby made that you pay to the undergjdoncle Ming’s Gallery, say Hong
Kong Dollars ($) ichwiepresents overdue payment as of
invoice # dated stimsshall be paid on or before

, or this will be considered adhief the sale and purchase agreement

between us and | shall demand for penalty on tadhebrdinary payment

)




9.2.6 DEMAND FOR RENT

DEMAND FOR RENT

Date:
To:

Demand is hereby made that you pay to the undexdijgn ,
Hong Kong Dollars (%) , which represents past rent as of

. This sum shall be paid on or befor , or the lease

agreement between us shall be declared forfeitdd ainall demand surrender of the demised

premises by you as provided in Section f a certain lease agreement between us daf




9.2.7 FINAL NOTICE BEFORE LEGAL ACTION

FINAL NOTICE BEFORE LEGAL ACTION

Date:
To:
DearMr.
We have repeatedly advised you of your long ovelzhiance in the amount of Hong
Kong Dollars $

Since you have not made payment, we have turnedagmount over to our attorneys
and instructed them to commence suit without furtieday.

There is still time, however, to avoid suit if yoantact us within the next five (5) days

This will be your final opportunity to resolve mats without the expense of court

proceedings.

Very truly,




9.2.8 AGREEMENT TO LEASE

AGREEMENT TO LEASE

This agreement, made tHistday ofJanuary1995 betweerAlex Daniel Clark(hereinafter "Lessor")
andSusan Sunshin@hereinafter "Lessee").

Lessor does hereby agree to grant, demise arahigt, essee does hereby agree to th&dour story
building at 800 Douglas Entranosith appurtenances, from thstday ofFebruary1995to the31stdate of
Januaryat the rent or sum dfvelve thousandollars ( $.2,000.00), to be paid as follows:he total payment
shall be made in 12 equal monthly installmentslg080.00 each. Rent to be paid on the 1st dagaf enonth

during the lease.

It is further agreed by and between the partiesttigal essor shalMaintain the physical appearance
the property including: landscaping and other neppaind maintenance as needed.

It is further agreed by and between the partiestiigal essee shalbe responsible for the payment of
all public utilities

It is further agreed that the lease herein providedghall be executed by the parties hereto orighe
day ofFebruary

It is further agreed that in the event that thedgaerein provided for shall be executed, thenimsdch

case the Lessor shall give, and the Lessee skall passession of said premises on the d&gbfuary and the
rent to be reserved in the said agreement hereiidad for shall commence and be payable from Isaid

mentioned date.

It is further agreed that, in the event that eijenty hereto shall neglect, refuse or in any vedlytd
execute the lease herein provided for, at said éintkplace, then the party in default shall pathéoother party

the sum okix thousandollars ($6,000.00) as liquidated damages and not as a penalty.

It is further agreed that the lease shall contaénfollowing provisions: After the expiration of
the lease dates above the Lessor and Lessee shiitiue the same agreement on a month by month, hail

a new lease agreement is drafted to replace tloisndent.
be responsible for the payment of all public uét
It is further agreed that these presents shallatpemly as an agreement to lease, and not asa lea

IN WITNESS WHEREOF, the parties hereto do set thairds and seals.
Witnessed:

Witness Landlord

Witness Tenant




9.2.9 WITHHELD DELIVERY NOTICE

WITHHELD DELIVERY NOTICE

Date:

To:

Dear

Reference is made to your order for certain goodeudate of , as per your
Purchase Order No. .
We are withholding delivery for the reason(s) mdriéth a "Yes":

Yes/No Overdue balance of $ mustfapaid.

Yes/No Required payment of $ has not been made.

Yes/No You previously withdrew your order.

Yes/No You failed to furnish required shipping insttioos.

Yes/No Certain goods are back ordered and shipmenbwithade in single lot.
Yes/No Other:

(e.gThe factory sent the wrong merchandise and we aitng for them to shif
the proper merchandisg.
Please respond to this notice so we may fulfillyoaer without further delay or inconvenience.
Very truly,




9.2.10 QUOTATION

Date: Date:

Uncle ming's gallery
/ /19

YOUR REF.: OUR REF.:UM/QUO/ DATE: _ |/ /19
QUOTATION
(PRINTING)
TO MESSRS:
(ATTN: )
(Tel: Fax: )
RE:
Items Specification Unit Amount
Size Paper/ | Color | Printing | Lamination | Die Cut | Round | Quantity Price
Media Method Corner

yes/no yes/no |yes/no
yes/no yes/no |yes/no
yes/no yes/no |yes/no
yes/no yes/no |yes/no
yes/no yes/no |yes/no
yes/no yes/no |yes/no
yes/no yes/no |yes/no
yes/no yes/no |yes/no

TOTAL SAY HONG KONG DOLLARS ONLY

* Please refer to the Terms of Conditions for dstail

Accepted BY: Delivered BY:

E.& O.E.




9.2.11 GENERAL TERMS AND CONDITIONS (for regular lo cal trading)

GENERAL TERMS AND CONDITIONS
(LAST UPDATED IN OCT., 2004)

1. Method of Payment

1.1 If no prior mutual agreement on the methodayfmpent is made between the two parties, the saie(s) is(are) quoted 080D basis and deposit equal to 30%
of the amount must be paid upon the confirmatioordér.

1.2 All payments are to be made by casbrossed chequpayable td'Uncle Ming's Gallery"

1.3 If the customer cancels the order unilateralighout good reason(s), all the deposit will beféited to pay off the cost accrued in the produciwocess and
Uncle Ming's Gallery will reserve the right to sfoe the discrepancy if the deposit is not sufficiencover the loss thus arises.

2. Validity of Price

2.1 This quotation will be valid through ONE mosihce the date of issue and subject to change withotice. The price will be fixed upon the conéition of
order by both parties.

2.2 The quoted price(s) is(are) only valid for gpecified quatity(quantities) only. New quotatidosld be requested if different quantity(quantitie goods or
services is (are) ordered.

3. Delivery of Goods

3.1 If not otherwise specified, the delivery of d®wvill be made withid0 working daysafter the confirmation of order or artwork whicle\s later.

3.2 In case of failure to deliver the ordered iteto the customer on or before the specified dslidate, the customer may choose to cancel thehases and
receive full amount of the deposit or down paynpaid upon the placement of the order.

3.3 If not otherwise specified, the customer shbelar the delivery cost.

3.4 The customer must check the genuineness aifispéans of goods upon the collection and undgmsi on the invoice for verification of acceptande. refund
will be allowed for non-defective articales.

4. Legal Responsibility and Disclaimer

4.1 The customer must be liable to the legal resiility for the production of the service(s) orpiuct(s) as specified by him/her. We reserve tiiet tio terminate
the contract unilaterally without any compensatibmo proper document of authorization can be shdevmis upon our request for using copyrighted conte
such as logo(s), brandname(s) or design(s), or aelgood reasons to believe that he/she intendeetite or produce anything that will be scandaloalsscene
or immoral,, or infringe the privacy of third party

4.2 The product or the content of product shoulthply with all the relevant ordinances if not mengd above. The customer must be liable to all Hraates or
claim arising from the production of the productés)d/or service(s)

4.3 For all OEM/ODM or custom design product ordenge reserve the right to keep reasonable quamtitpamples for documentation and/or demonstration
purposesAll the samples will be treated in good faith andlvnot be abused in any way.

4.4 Please refer to ouprivacy policy” for details about our liability and its limitatioto personal(private) data.

5. Claim for Defective Articles, Delay or Nonperfmance

5.1 Claim for replacement or refund for defectivécdes must be madeithin 7 dayssince the day of delivery.

5.2 The claim of customer for delay or nonperforoedue td-orce Majeureis limited to the deposit or downpayment only, shpplier,"Uncle Ming's Gallery"
shall not be liable to the customer for any losaed liabilities of any kind arising from any causeyond its reasonable control including act of Ggodyernment
act, war, fire, flood, accident, industrial disputeimpossibility of obtaining materials.

5.3 In the case that customer supplies the rawerrator middle product for processing, a reasorepkrcentage of wastage must be assumed and adcephe
customer should understand that wastage duringptiveluction process is unavoidable and must actiggitno compensation will be promised for the wagsta
All wasted materials will be returned to the cuséom

6. Placement and Confirmation of Orde©Order for the said articles may be confirmed ihei undersigning on this quotation/invoice withmquany chop if there
is any, or sending us the official purchase ordéhwuthorized signature and company chop.

SUPPLEMENTS TO THE TERMS AND CONDITIONS FOR PRINTIN G:

1. Standard of Printing
1.1. The customer should understand that in theedaatch printing of every print job, there may tsenauch as +/-5% discrepancy in the reproductioealér with

reference to the Pantone Processing Color Guidequivalent. This should not be interpreted as dafeor nonstandard products.

1.2. The customer should understand that in diffebatch printings of the same print job, there rbayas much as +/-5% discrepancy in the reproductibcolor
for full color (i.e. CMYK) printing or 10% for Morblulti-color printing with reference to the Pantofeocessing Color Guide or equivalent. This shaubd be
interpreted as defective or non-standard products.

1.3. The customer should understand that printingliéferent media will result in unpredictable rétsim the reproduction of color. This should notibéerpreted as
defective or nonstandard products.

1.4 There is no guarantee for the reproductiorspécial effect created by methods such as texasgn, plug-in filters, color distortion and ahése techniques
which are deemed not to be repeatable. For the gsef pursuing best result, the customer may & dfoe test printing or press proof provided he/sizg's for
the cost thus arises.

2. Storage Service Relating to Printing

2.1 Artwork: Uncle Ming's Gallery will keep the sabpy of graphical or color artwork for 5 years étyping for 6 months free of charge. However, ¢hisrno
compensation for the corruption or loss of softyopartwork due to hardware failure &orce Majeure

2.2 Lithographic Plate and Film: Lithographic plater each print job will be kept for 3 months aheé preservation of film will be limited to 6 mosith

2.3 Uncle Ming's Gallery may have the right to ke@per hard copy or soft copy of all the artwodt printing. All the copies or data in record will be treated in
good faith and will not be abused in any way excéptase of Force Majeure.

2.4 The customer must pay for the cost of filnei§he request to keep the film by himself/hersel there is prior agreement concerning the dispof film upon
the confirmation of order. In any case, the lithaghic plate will only be kept by printer or Unclarg's Gallery.

3. Artwork and Film Production Service

3.1 Scope of Service: The said services includéhalpre-press stepxcept desigrn the production of an artwork and film for pring, e.g.. drawing, typesetting,
scanning, photo-taking, color separation, film autproofing and dummy making.

3.2 Amendment: For all those amendments not dwitdault must be fully paid up by the customergust for amendment must be made in writing or drgw
with clear and precise instruction(s) or marking) it. Oral instruction is not acceptabléo avoid mistake(s) arising from ambiguity or mtsrpretation of
words.

SUPPLEMENTS TO THE TERMS AND CONDITIONS FOR DESIGN:

1. Definition of Design Creation of graphical artwork, decorating ornamgiatrangement of any kind of objects and/or presgomn of ideas concerning the
aforesaid services in an organized way such as,ketching, photograph. slide, sound track, vidpet film, computer graphic, etc..

2. Amendment The customer may request for 2 minor amendmerttetprovisional design. Additional amendments draft artwork are subject to studio charge
at current time rate.

3. Fee The customer must pay at least 50% of the totajepted charge for the design in any form as depasit fully pay up the cost of film, plate, preseqir
and/or anything produced in the course of produttéven he/she declines to accept the design andrsler all the film, plate, press proof or else drtfie
production process for any reason.

4. Copyright The customer who fully pay up all the service geawill have the copyright to the finsihed artwankdesign as a whole except those individual
composing elements including visual content suctlipsarts, images, photographs, etc., or verbahtemt such as slang, quotations, old sayings freto.either
Uncle Ming’s Gallery or thirty party. Uncle Ming’ &allery reserve the right to keep reasonable comithe artwork/design for the purpose of job relcor
presentation of samples in self-promotion actigitie




9.2.12 WARRANTY POLICY

WARRANTY POLICY

1. Customer must present this invoice when warraetyice is requested during warranty period
2. The warranty will be treated as void if:
a) the invoice is lost, misplaced or amended.
b) the unit is damaged in transit or misusedrafbur purchase.
c¢) the unit has not been installed, maintainedp@rated in accordance with the instruction fhad
by the manufacturer.
d) any unauthorized repair or modification aadrout on the unit.
3. Any costs of transport are on account of purehas
4. Warranty will not cover those damages due to:
a) operation which is not specified on the ssmanual.
b) fault voltage supply.
c) fire, flood, or any other will-of-god.
4. The limited warranty period for the product im6nths since the date of purchase.
5. Please return faulty product in original packagif original packaging is not available, return
product in suitable protective packaging to prey#ntsical damage.
6. A testing charge will be made if the returneddurct is found to be in proper working order.
7. In case no spare part is available for repaiding to the termination of the production of thedelo
the faulty product will only be replaced by simitapdel of equal value




9.2.13 WAIVER AND ASSUMPTION OF RISK

WAIVER AND ASSUMPTION OF RISK

The undersigned, (Custpumduntarily makes and grants this Waiver and
Assumption of Risk in favor of (Seller) as partial consideration (in additiomtonies
paid to Seller) for the opportunity to use the lfies, equipment, materials and/or other assefetier; and/or
to receive assistance, training, guidance, tutedagiéor instruction from the personnel of Selled/ar to
engage in the activities, events, sports, festigitind/or gatherings sponsored by Seller; | ddblyesaive and
release any and all claims whether in contract geosonal injury, bodily injury, property damagieymages,
losses and/or death that may arise from my aforéoresd use or receipt, as | understand and recedhit
there are certain risks, dangers and perils coadegith such use and/or receipt, which | herebyaualtedge
have been fully explained to me and which | fulhderstand, and which | nevertheless accept, asanthe
undertake after inquiry and investigation of exteliration and completeness wholly satisfactory and

acceptable to me.

| further agree to use my best judgment in undertpthese activities, use and/or receipt and to
faithfully adhere to all safety instructions andammendations, whether oral or written. | herehyifyethat |
am a competent adult assuming these risks of myfaenwill, being under no compulsion or duresssTh
Waiver and Assumption of Risk is effective from , 1o , inclusive, |an

may not be revoked, altered, amended, rescindedided without the express prior written consengefier.

(Customer)
Print Name Date
32
Customer's Signature Age

Address




9.3 SAMPLE DOCUMENTS FOR PURCHASE AND SUB-CONTRACTION

9.3.1 APPOINTMENT OF DEALER/DISTRIBUTOR

Your Ref.: Our Ref.: Date:

(Name of Appointed Dealetribigor)
(Co., Name)

(Co. Address)

SUBJECT: Authorization of Distributor/Dealer

Dear ,

hereby names as Is| so
authorized distributor for the "Huapeng" glasswamethe region of Hong Kong SAR. By signing this
letter, hereby authorizes to
offer products/service under the brand name of supplied
by on wholesaling and retailing basis pursuant to Treems ang
Conditions attached to the Price List of “Huape@jassware issued by
The authorization to set forth in this letter shall remain
effective  until has withdrawn its  authorization
to or until has
surrendered the authorization back to .In_either case, one

month prior notice must be given by the party whatemds to terminate the contract

unilaterally. is authorized to set the wholesaling and retailing

price for the in the regioHafig Kong SAR.

Sincerely yours,

Authorized Signature

For and on behalf of ,




9.3.2 Appointment of Sub-contractor

CONTRACTOR AGREEMENT
THIS AGREEMENT made this day of , , by and between inbéer called
the Contractor, and , hereinafter cétleddwner.

WITNESSETH, that the Contractor and the Owner lier ¢onsiderations named agree as follows:

ARTICLE 1. SCOPE OF THE WORK

The Contractor shall furnish all of the materiaisl gperform all of the work shown on the drawingd/an described in the
specifications entitled Exhibit A, as annexed heeet it pertains to work to be performed on proplexdated at:
ARTICLE 2. TIME OF COMPLETION

The work to be performed under this Contract sb@ltommenced on or before and shallitistantially completed of
or before . Time is of the essence.

ARTICLE 3. THE CONTRACT PRICE

The Owner shall pay the Contractor for the matenml labor to be performed under the Contract tine of ($) ,
subject to additions and deductions pursuant tecaized change orders.

ARTICLE 4. PROGRESS PAYMENTS

Payments of the Contract price shall be paid imthener following:
ARTICLE 5. GENERAL PROVISIONS

1.
2.
3.
4.

5.
6.

7. Contractor shall at its own expense obtaipedinits necessary for the work to be performed.
8.
9. In the event Owner shall fail to pay any peidant installment payment due hereunder, Contraciay cease work without breac

10. All disputes hereunder shall be resolved bylibig arbitration in accordance with rules of theékiman Arbitration Association.
II.

12. Contractor warrants all work for a period of months following completion.

ARTICLE 6. OTHER TERMS

All work shall be completed in a workmanshielimanner and in compliance with all building coded other applicable laws.
To the extent required by law all work shalldgegformed by individuals duly licensed and authedi by law to perform said worki.
Contractor may at its discretion engage subaoturs to perform work hereunder, provided Contiashall fully pay said
subcontractor and in all instances remain resptnfib the proper completion of this Contract.

Contractor shall furnish Owner appropriateasées or waivers of lien for all work performed aterials provided at the time the
next periodic payment shall be due.

All change orders shall be in writing and sidibeth by Owner and Contractor.

Contractor warrants it is adequately insuredrffury to its employees and others incurring losénjury as a result of the acts of
Contractor or its employees of subcontractors.

Contractor agrees to remove all debris anceléla® premises in broom clean condition.
pending payment or resolution of any dispute.

Contractor shall not be liable for any delayedo circumstances beyond its control includimikss, casualty or general
unavailability of materials.

Signed this day of ,

Signed in the presence of:

By

Witness Contractor

By

Witness Owner




9.3.3 Purchase Order



