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CH. 1 AFf&/ COMPANY PROFILE

Nothing has really happened until it has been recorded.

- Virginia Woolf, quoted in Harold Nicolson, Diaries

CHLLER ) BOLRL98TAE - TR ) ARREE W THEAIELEALL T B TR BT
o BWEGEANESYIHE) - RS TEG 88 RS E s A W PURAC A E
T AIBTAS S EA L2 - SRR R B M 5 BUE RIS BB AT IR
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PRI 5 2 A A R SRR A5 -

We started our business in the production of premor promotion gift items in 1987 and now our pE®f
services have been extended to comprehensive sthgerdnd publication services including framingyunting, site
decoration, graphic design, hot blocking, offsetiing, silk-screening printing, vinyl computer tdng, metal
engraving and sign board making. In the past tweades, we've never ceased exploring new techndlmgy
enhancing the efficiency and quality of productiéior instance, long before the terms such as "BTOEM",
"B2B" and "B2C" becomes the most popular issuemmercial study, we have applied these conceptsirining
our business. Moreover, we might be one of theqamin using "x86PC" as a feasible tool in "dgsktablishing"
to reduce the hardware and software investment ttestendously. Our clients mainly come by referfraim
government departments, social service organizatma commercial firms. They all tend to judge services by
the quality instead of high profile propaganda eckaging. We have strong knowledge background th bwe
traditional arts & crafts and modern technologwtial to advertising and printing. By maintainingpg connection
with a number of vendors who are direct producettechnical personnels working on job-order base minimize
our administration cost and out perform those ti@hl advertising companies. In our experiencégsspersons
without field work experience and technical knowti@nds to raise the cost of production but we mawide our
clients a more direct and concrete advice aboutegsbility of a certain promotion or decoratjmmject. We can
work out a number of solutions for your choices. #éeept “Purchase Card” for all Gvoernment Depantsher

subvented organizations.
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CH. 2 #3E=pH| STATEMENT OF POLICY

BHETHE HABNFER -
C[ know on[y that what is movral is what you J"ee[ 8ood aﬁer and what is immoral is what you J"ee[ bad aﬁer.

- Ernest Hemingway

1.1.1—f%psizE5FH] On Commercial Practice

- R A B AR

- FNSFIR

- LUBE AR R T

- MEGEE(S

- NEEE > NREE - DIEREAT S

- We value all our customer without discriminatioegardless of their age, sex, race and occupation

- We shall take all measures to ensure our aetivitomplying with the relevant legislation, regisiatand
standard.

- We always act in the interest of customer withia 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 gitére is forgotten. - We support fair and open petition
based upon general commercial enthics in pursidtusiness opportunities.

1.1.2FE[EE A S ERESFHI] On Computer Information and Technology

- MEPRBR R Bl e - PR e -
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- We value the data of our customer as physicaltined/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 intellectugbgny right and support open source code movement.

- We keep neutral stance to all hardware and softwendors and never be fanatic to brand namegjlor h
sounding technology without studying their fea#ipih terms of cost performance.

- We have and will never be hypocritical to say $@mers are always right" when we find that they ar
wrong to our best knowledge.

- Wes shall seek to upgrade our professional kramyel@nd skill and shall maintain awareness of aglev
technological developments, procedures and stasdard

1.1.34f f25%51 On Graphic Arts and Design
- MERL SR FT T F AL R
- N E R = A R LA
- NSRBI B R E R I R P TR 1BE T a0
- We must be fair in criticism and shall not deaig the work or reputation of a other designer
- We shall not accept instructions from a clientalhinvolve infringement of another person's propeights
without permissions, or consciously act in any nearinvolving any such infringement
- We shall not compete with other designers for jabhyby accepting inadequate compensation, or @iogio
receive compensation only if our design is acceptagsed
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CH3. RULES FOR ALL STAFF & T38|
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CH. 4 BUSINESS AND ACCOUNTING PROCEDURE

4.1 Pre-sales knowledge:

4.1.1 Official Language: For the time being, onhglish version is available for some of the webgzadf translation is needed, please feel fre@liB&2-
23659900 (Gift-Gallery) or 852- 23349800 (Digitébrkshop) during office hours from 10:00am to 7:@0To ensure the data integrity of informatiom, al
conversation may be recordegl{n e H, {5 X FRFATEEERRA, BAIR SR S BERRRUA 20 ZH#MEFE5E 852-2365990@K, 852-23349800FHEfrRHERE
W, VAR EE T REMRERE).

4.1.2 Pricing Policy: For standard and well defipeaducts or services, the prices and their formulavhich the calculation is based are shown omptice list.
However, for precautionary purpose, we reserveigfie to amend the prices without prior notice. Phiee s are to be confirmed and fixed only whéitiaf
quotation is isuued LIS FEHE I &S BURTS, Sty ERE, MECR BN AT B A, ZHDUE AR E S

4.1.2. Terms and Conditions of Trading: All quomtas or invoice must issued with the attachmerihef " TERMS AND CONDITIONS" and relevant notices fo
reminding the customer about our commitment anidiions before placing ordeks BB FijEHHElE & P et i 2 S K B ka2 EH

Print Version
B ZEA

Supplementary Notes to Customers

No person is allowed to use our services in thevohg cases{Ffa] \ NELIARAFIRRSIELLT &

1. The customer intends to create or produce amythiat is scandalous, obscene or immdedlEEE: ~ 1
TR HEY)
2. The customer intends to create or produce amytiiat will infringe the privacy of third part${E=I2

L AFLEEY
3. The customer intends to create or produce amytthiat will infringe the copyright of third partl{F{=

AUt RS
4. The customer intend to create or produce anytthiat will violate any prevailing ordinan8&{E{f-fr[;&

E

Examples include:

* Making copy of newspaper, magazine, book or ang lof press without proper authorizatigbf&
HE, EEEIOR M E R YT,

* Making copy of songs, music, drama, movie, TVgreans or all kinds of audio/video works without
proper authorizatiopRAS S HE, FEELEHHH, F4¢, BREY, B, T sl —UImEaEl;

* Making copy of logo, trademark, image, paintisgetching, photograph or any kind of visual artwork
owned by third party RS E2AE, = ELFEHE, [Bl{E:, ralE, TP BT 2 E b,

* Making copy of software, computer programme oy kimd of intellectual property without proper
licence RASHZHE, HEBLR:, Bl BT R E HERIME,

* Making copy of any document that is issued tademtifiable entity without the authorization ofth
issuer RASFHE, HEEE

* Making forged copy of any document or prod{f&is ~ £F 545

All critical content such as copyrighted materigigyate or personal data for any production ordast be
provided by the customer together with proper authtion documents. Uncle Ming's Gallery only pawi
technical know how and/or raw materials for thedoidion per customers instruction and permissianthird
party intellectual property or private data is éaalle without the permission of their respectivenevs. If any
person who intends to obtain our service for cagyut the aforesaid activities for whatever pugsdsy
tendering false statement or documents, we williseease of enticement or fraud. We will haveriigat to
terminate the order and report the case to theaeteauthorities immediately without any prior weti We also
reserve all the rights to claim damages due tdaiddehaviour.

— OIS B A BRSEER,, AR, SRR, (6 A\ SRR ErR!, & PHIgEE PR R T2 3 BRI B2 A, AN ]
NEFRIY TS =F 2 ARRAE R AR B E N T AR o AR NI E R, AR A
AR ISR EAT RS, am H BRI, Ei R 20% i bR it \JUSE, —RS3ER, RS (RIS, #REB T
b, WAREERTHRIAER

To ensure the quality of our services, we havealtest CCTV (AV)/Telephone monitoring & recordingssgm
FRER— V)7 BB THEMERER, AN ) CASEE PG B (72 ) S R B i R A
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Internet Version

ik
NOTICE
Thank you for your interest in our service. Befexamining our service charges and place your avibrus, please read the following

notes and the relevant notices on the legal aspectr services. To view or download the captiodecuments which are saved in eithe
HTML or PDF format, you may click on the documetietappearing in blue color directly or click dreticons displayed below.

%)%;Fﬂﬂﬁﬁ%bﬂ%lﬁjﬁﬁﬁ%ﬁ%%%%ﬁﬁi‘émgfﬁEﬁﬁ‘%ﬁ, BRAS M MR DA (BT, AT R EEERER N e T e A
1. Price:

All the prices as listed are for reference only anbject to change without prior notice. Pleaseaatrus for official quotation and
confirmation. FTFIE RS, EEHE22%, ATESEN S8, HUEXHRBERE

2. Terms and Conditions of Trading:

Please refer to "TERMS AND CONDITIONS" for detadlsout our commitment and limitations before placnder.¥% BqijF /o3 ER
TR

3. Service Specification:

Please refer to "CUSTOMER SUPPORT" for informatdnout the specification of products and servicepnoeided S5 FRIRES 715
e FE A AR S R AT e

4. Privacy Policy

Please refer to "PRIVACY POLICY" for details abawtr policy on handling customers' private and peabalatazFzFREfA S EBRE
HIRZ B PRIEAHER

5. Enquiry

For more information including catalogue, photodyggroduct sample or formal quotation, the customest send email or download th
"ENQUIRY FORM" and tender the completed form witlrsiture to us. There is no guarantee of any kintisamples are available fo
all items or services. Oral declaration or undentgkill not be accepted EEZEAIAEEEY B &%, B F BG4S, AT FEEAFRE,
BEERE, BEIER, REITIERE. S sRGE & A28,

6. Placing Order

Any customer who would like to process copyrighdtpcted materials must issue an signed officiatiood tender an completed "
AUTHORIZATION LETTER", which can be dowloaded framar website, with signature and chop to us. Wwmehaccept your order
without going through this authentication proc€&ssl agreement, declaration, undertaking will rotlbcepted. Please refer to the
following supplementary notice to customers fomdstabout forbidden order FiHRER =t B FEY) SLET, MBS ITHEZE E RG]
BH, B[R] NG R AR SRR, BENER, MR TRER, T EE, R BORGE &2,

7. Deposit and Payment

The order is valid only after all the authenticatdmcuments have been received and checked inodusec The customer are required {
pay the deposit of pre-agreed amount before thauptmn process starts by making payment at ountessior paying in our bank
account at Bank of China (A/C No.:014-694-00012486cle Ming's Gallery) or Hong Kong Bank (A/C N604-012-678975001,
Uncle Ming's Gallery). The deposit voucher musséet to us by fax as a proof for our record.

ARSI R E R, § R, R AT e TSR, £EEFPREEE, 516 BN TR T sE AR AR F
$R(A/C No.:014-694-00012480, Uncle Ming's Gallegigffe'2 (A/C No.: 004-012-678975-001, Uncle Ming's Gal)gai 1, ilii ik A &
HEEZE 27662200 {HEEMEHEST.

8. Official Language:

For the time being, only English version is avadiéabr some of the web-pages. We are going to selé@ Chinese version as soon as
possible and finally make all our documentatiompilial. If translation is needed, please feel foegall 852- 23659900 (Gift-Gallery) o
852- 23349800 (Digital Workshop) during office hefmom 10:00am to 7:00pm. (To ensure the datartityegf information, all
conversation may be recordegl{n#eH, {5 X RANTEEERRA, BATR SR S EERRRA 20 ZH#MEFE57E 852-2365990EK
852-23349800 HERIEMER B, FTE oA nI REMEERE).

[¢']

o
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GENERAL TERMS AND CONDITIONS

1. Method of Payment:
1.1 If no prior mutual agreement on the methodayfrpent is made between the two parties, the

upon the confirmation of order.
1.2 All payments are to be made by cash or croslseque payable to "Uncle Ming's Gallery"
1.3 If the customer cancels the order unilatexaithout good reason(s), all the deposit will be

the right to sue for the discrepancy if the depisgitot sufficient to cover the loss thus arises.
2. Validity of Price:

without notice. The price will be fixed upon thenfiomation of order by both parties.

2.2The quoted price(s) is(are) only valid for tpedfied quality(quantities) only. New quotation
should be requested if different quantity(quarsjtief goods or services is (are) ordered.

3. Delivery of Goods

3.1 If not otherwise specified, the delivery of dsawill be made within 10 working days after the
confirmation of order or artwork whichever is later

date, the customer may choose to cancel the puecrabreceive full amount of the deposit or
down payment paid upon the placement of the order.

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

3.4 The customer must check the genuineness oifispgens of goods upon the collection and

articles.

4. Legal Responsibility and Disclaimer

4.1 The goods or services is provided as is.

4.2 All trademarks, registered trademarks or bnantes of marketable brandname products are
properties of their respective owners.

4.3 The customer must be liable to the legal resipdity for the production of the service(s) or

believe that he/she intends to create or produgthiny that will be scandalous, obscene or
immoral,, or infringe the privacy of third party.

4.4 The product or the content of product shoulthgly with all the relevant ordinances if not
mentioned above. The customer must be liable th@klamages or claim arising from the
production of the product(s) and/or service(s)

4.5 For all OEM/ODM or custom design product orders reserve the right to keep reasonable
quantity of samples for documentation and/or dertratisn purposes. All the samples will be
treated in good faith and will not be abused in aay.

4.6 Please refer to our "Privacy Policy" for detabout our liability and its limitation to
personal(private) data.

4.7 Please refer to our "Supplementary Disclairoetrfternet Related Services & Activities" for
details about our liability and its limitation totérnet related services

4.8 Please refer to our "Warranty Policy" for dstabout our limited warranty pledged for our
services or products.

5. Claim for Defective Articles, Delay or Nonpernfioance

of delivery.

5.2 The claim of customer for delay or nonperforoeadue to Force Majeure is limited to the
deposit or downpayment only, the supplier, "Uncied Gallery" shall not be liable to the
customer for any losses and liabilities of any kimiding from any cause beyond its reasonable
control including act of God, government act, viiee, flood, accident, industrial dispute or
impossibility of obtaining materials.

5.3 In the case that customer supplies the raneniabbr middle product for processing, a

will be returned to the customer

6. Placement and Confirmation of Order:

Order for the said articles may be confirmed blyegitundersigning on this quotation/invoice with
company chop if there is any, or sending us thieiafpurchase order with authorized signature
and company chop.

SUPPLEMENTS TO THE TERMS AND CONDITIONS FOR
PRINTING :
1. Standard of Printing

Color Guide or equivalent. This should not be ipteted as defective or nonstandard products.
1.2. The customer should understand that in diffebatch printings of the same print job, there
may be as much as +/-5% discrepancy in the reptmauaf color for full color (i.e. CMYK)

or equivalent. This should not be interpreted dedlize or non-standard products.

1.3. The customer should understand that printindifierent media will result in unpredictable
result in the reproduction of color. This should he interpreted as defective or nonstandard
products.

pasting, plug-in filters, color distortion and @ibse techniques which are deemed not to be
repeatable. For the purpose of pursuing best rebelcustomer may request for test printing or
press proof provided he/she pays for the costahigss.

2. Storage Service Relating to Printing

2.1 Artwork: Uncle Ming's Gallery will keep the $abpy of graphical or color artwork for 5 years
and typing for 6 months free of charge. Howevegréhis no compensation for the corruption or
loss of soft copy of artwork due to hardware falor Force Majeure.

2.2 Lithographic Plate and Film: Lithographic plé&te each print job will be kept for 3 months and
the preservation of film will be limited to 6 mdrst

said price(s) is(are) quoted on COD basis and depodess than 30% of the amount must be paicny case, the lithographic plate will only be keptprinter or Uncle Ming's Gallery.

forfeited to pay off the cost accrued in the prdéucprocess and Uncle Ming's Gallery will reservecolor separation, film output, proofing and dummagking.

2.1 This quotation will be valid through ONE morsihce the date of issue and subject to change instruction(s) or marking(s) on it. Oral instructits not acceptable to avoid mistake(s) arisingifro

3.2 In case of failure to deliver the ordered Bebmthe customer on or before the specified dglive

undersign on the invoice for verification of acapte. No refund will be allowed for non-defective;

5.1 Claim for replacement or refund for defectivtickes must be made within 7 days since the dayexcept as otherwise expressly permitted under dgiptylaw.

reasonable percentage of wastage must be assumiedeepted. The customer should understanglsplayed for reference of specification only. Scohghem may contain logos, trademarks or
that wastage during the production process is Lidabie and must accept that no compensation company name of our vendors or customers. Excepiheswise expressly permitted under
will be promised for the wastage. All wasted matsriif not consumed in the course of productionauthorized reseller contract, they are not offéoecsale and the logos, trademarks or company

1.1. The customer should understand that in theedzatch printing of every print job, there may b%atem holder and subiject to legal prosecution
as much as +/-5% discrepancy in the reproductiaroloir with reference to the Pantone ProcessinﬁJ For the protection of our customers' interest privacy.

printing or 10% for Mono/Multi-color printing witheference to the Pantone Processing Color Guigﬁly Anyone who want to subscribe the artwork tiogeor production services from us may refq

1.4 There is no guarantee for the reproductiospetial effect created by methods such as texturg

2.3 Uncle Ming's Gallery may have the right to keéher hard copy or soft copy of all the artworl
for printing. All the copies or data in record Vil treated in good faith and will not be abused in
any way except in case of Force Majeure.

2.4 The customer must pay for the cost of filmeifdhe request to keep the film by himself/herse
except there is prior agreement concerning theodisof film upon the confirmation of order. In

3. Artwork and Film Production Service:
3.1 Scope of Service: The said services includidalpre-press steps except design in the
production of an artwork and film for printing, e.drawing, typesetting, scanning, photo-taking,

3.2 Amendment: For all those amendments not doeitdault must be fully paid up by the
customer. Request for amendment must be madetingwir drawing with clear and precise

ambiguity or misinterpretation of words.

SUPPLEMENTS TO THE TERMS AND CONDITIONS FOR
DESIGN:

1. Definition of Design:

Creation of graphical artwork, decorating ornamantingement of any kind of objects and/or
presentation of ideas concerning the aforesaidcssrin an organized way such as plan, sketchif
photograph. slide, sound track, videotape, filmmpater graphic, etc..

2. Amendment:

The customer may request for 2 minor amendmerttsetprovisional design. Additional
amendments and draft artwork are subject to stettoge at current time rate.

3. Fee:

The customer must pay at least 50% of the totgépred charge for the design in any form as
deposit and fully pay up the cost of film, plateegs proof and/or anything produced in the cour:
of production even he/she declines to accept tegdand surrender all the film, plate, press prof
or else amid the production process for any reason.

4. Copyright:

product(s) as specified by him/her. We reserveighe to terminate the contract unilaterally withouThe customer who fully pay up all the service caadl have the copyright to the finished artwork

any compensation if no proper document of authtioizasan be shown to us upon our request foPr design as a whole except those individual corimgaslements including visual content such ag

using copyrighted content such as logo(s), branashor design(s), or we have good reasons to

clip arts, images, photographs, etc., or verbatemtrsuch as slang, quotations, old sayings , etc.
from either Uncle Ming's Gallery or thirty partyincle Ming's Gallery reserve the right to keep
reasonable copies of the artwork/design for th@@se of job record or presentation of samples
self-promotion activities

SUPPLEMENTARY DISCLAIMER FOR INTERNET RELATED
SERVICES & ACTIVITIES

1. The content provided on this web is subjectiange without prior notice.

2. The use of the content provided on this welb yoar own risk. There is no warranties whether
expressed or implied for any damages that mighédrom using the data. Uncle Ming's Gallery
assumes no responsibility for any loss of moneye tor productivity, or damages in any way to
any person(s)or computer hardware or softwarerastdt of browsing or downloading from our
web.

3. The goods or services is provided as is.

4. All trademarks, registered trademarks or brantesare properties of their respective owners.
5. You may not store, modify, publish, transmispday, distribute, or resell the content of thiswe

6. Uncle Ming's Gallery is not responsible for thailability of the external sites or resourcekdit
by URLs on our web, and does not endorse and isespbnsible or liable for any content,
advertising, products, or other materials on oilate from such sites or resources. Uncle Ming's
Gallery also assumes no responsibility for any dgeva loss caused or alleged to be caused by
in connection with use of or reliance on any sucmt€nt, goods or services available on or throy
any such site or resource.

7. All the products in those albums under the aategf commercial products or services are

name belong to their respective owner . Reprodoaithem without authorization is strictly
forbidden. The price, if there is any, only seraesa reference information of the production cost
but does not imply that they are marketable topthiglic without authorization.

8 All the sample photographs in those albums utfdecategory of commercial photography are
displayed for demonstration only. They are takemu®yor our customers. According to the termg
and conditions for photo-taking jobs of our gallewyr customers are given all the rights to the
photographs we take for them. We only reserveit to keep and show the photographs as
samples for reference. You are not allowed to cspye, resell, distribute or published any
photograph in those albums.

9. Some of the items are patented products. lmitaif them may infringe the interest of their

all the sample photographs are
downsized or partly covered They must be put ontble at least 6 months after the job complet|
or after the official release date of the produetbe photographed.

11. All the fonts and symbols displayed in the fonsymbol navigation list are shown for referen|

to it and select his/her favorable fonts or symlimishis artwork. The fonts and symbols will be
embedded in the artwork either in text or linefantnat. The original source file(s) of the font¢s)
symbol(s) in use will not be supplied with the artiu

12. We keep releasing some selected photographsges from our own image bank for free
ownload. You may download the image files provideder the category of free images downlo

for noncommercial use free of any charges on cmmdihat the creator or publisher stamp is kept.

You may also link or redistribute these image filéth the creator or publisher stamps of our
gallery, together with this license agreement taltparties if no commercial benefit is to be
generated.

13 You are not allowed to create scandalous, oleseceimmoral works with the content, includin
both the text and images but not limited to, onweb or relate them to identifiable individuals or|
entities in a manner suggesting their associatiendorsement of any product or service. In suc
case, you must liable to all the legal responséslifor your abuse.
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4.1.3. Service Specification: Make sure the custasinformed of the specification of products aetvices we provided. The general
information is available on the web page of "CUBER SUPPORT"FELRE F E MR A B ARG FAS FIIEHE, BRIZEE I
AL R R S e S

4.1.4. Privacy Policy: Please refer to "PRIVACY ROY" for details about our policy on handling cuskers' private and personal data.
At B AL B R TR R PRI AITER

PRIVACY POLICY

1. Preamble

It is always our principle to value the privacyooir customers. We pledge to take every measuadegusard and protect the private and personalrivetion of our
customers.
2. Scope of the Policy
21 This policy covers how "Uncle Ming's Gallery8ats personal information that we collects andiveseincluding information related to your past u our products
and services. Private or personal informationfigrination about any legal entity that is identifeabke name, address, email address, or phone ewjrahd that is not otherwise
publicly available.

2.2 This policy does not apply to the practicesapfipanies that Uncle Ming's Gallery does not oweonitrol, or to people that we does not employ anage.
3. Collection of Information
3.1 At our shops, web sites or FTP sites, you cdergroducts, downloading files or otherwise eggran opinion, subscribe to one of our services.tyibes of private

or personally identifiable information that maydmlected include but not limited to: name, addressail address, telephone number, fax numbetitaard information, and
information about your interests in and use ofauiproducts, programs, and services.

3.2 At our shop, web sites or FTP sites, you camgiuinformation about other people or organisatidfor example, you might submit a person's nameanail
address to send an electronic greeting card apolibrder an item, whether at our premises onenknd want it sent directly to the recipient, gight submit the recipient's
name and address. The types of private or pergadelfitifiable information that may be collecteadabother people or organisations include: recifserame, address, e-mail
address, and telephone number, or password factess to the specified internet servers in thégiom of web-building services.

3.3 Only persons who provide us with the requegtgdonally identifiable information will be ablededer products, programs and services, or otserparticipate in
the activities and offerings we organize.
34 Our CCTV or telephone surveillance system reagnd all the business activities that take placeiapremises or on the phone. We also colletaicer

non-personally identifiable information when yosit/imany of our Web pages such as the type of leoymi are using, the type of operating systemayewsing, and the domain
name of your Internet service provider.

35 We do not ask a child under age 13 for persof@imation more than necessary as a conditigradfcipation or purchasing,.
3.6 We will not contact children under age 13 alspetcial offers or for marketing purposes withopaeent's permission.
3.7 Our server may automatically receives and dsomformation on our server logs from your browsluding your IP address, Uncle Ming's Gallevpkie

information, and the page you request.
4. Use of Information

4.1 Uncle Ming's Gallery uses information you pdevio customize the advertising and content youtsdelfill your requests for products and sergice improve our
services, to contact you, to conduct researcht@ptbvide anonymous reporting for internal anceendl clients.
4.2 We use the non-personally identifiable infoiorathat we collect to improve our products and. &é® may use this information in the aggregatmtdyze the

market situation, as well as to offer you produattservices.
5. Information Sharing and Disclosure

5.1 We do not rent, sell, or share personal inftiomabout you with other people or non-affiliat@panies except to provide products or serviceaygoequested,
when we have your permission, or under the follgvgincumstances:

5.2 We may disclose personally identifiable infatimain response to legal process, for examplegsponse to a court order or a subpoena.

5.3 We may disclose such information in responseléav enforcement agency's request or where vievbel is necessary to investigate, prevent, ke tction
regarding illegal activities, suspected fraud,aitins involving potential threats to the physgafiety of any person, violations of our terms &, us as otherwise required by law.
5.4 We transfer information about you if we areuatal by or merged with another company.

55 We provide the information to trusted partivelne work on behalf of or with Uncle Ming's Gallemider confidentiality agreements. These compani@suse your

personal information to help Uncle Ming's Galleoyrenunicate with you about offers from Uncle Min@allery and our marketing partners. However, tleesepanies are
required to protect this information in a mannet ik consistent with this Privacy Policy
5.6 We must have a parent's permission to shaiiefthvenation if the user is a child under age 1&eRts have the option of allowing Uncle Ming'sl&glto collect and
use their child's information without consentindiacle Ming's Gallery sharing of this informatioitivpeople and companies who may use this infoondtr their own
purposes.
5.7 Although we take appropriate measures to safd@gainst unauthorized disclosures of informati@cannot assure you that personally identifiaifrmation that
we collect will never be disclosed in a manner thatconsistent with this Privacy Policy.
6. Cookies
6.1 Uncle Ming's Gallery may set and access Undleg®!Gallery cookies on your computer.
6.2 Uncle Ming's Gallery uses web beacons to addaste Ming's Gallery cookies inside and outsidermtwork of web sites and in connection with Uridieg's
Gallery products and services.
7 Confidentiality and Security
7.1 We limit access to personal information abaut tp employees who we believe reasonably neeohbe énto contact with that information to provideghucts or
services to you or in order to do their jobs.
7.2 We have physical, electronic, and procedufagsards that comply with relevant regulationsratgct personal information about you.
8. Disclaimer
Uncle Ming's Gallery is not liable to the disclaswaf information due to Force Majeure For examipi¢he case of all natural disasters, theft, unihifeak-in,
hacking, or virus attack when all our physicalcetenic, and procedural protective measures faletend.
9 Information Update
9.1 If you need to update the information of yoerspnal profile with us, please send an email ppsd@um-gallery.com
9.2 To protect your privacy and security, we waké reasonable steps verify your identity befoamtgng access or making corrections.
10. Changes to this Privacy Policy
Uncle Ming's Gallery may update this policy.
11. Questions and Suggestions
If you have questions or suggestions about thigpyipolicy, please contact us at: "umgllery@ hksten" or
Uncle Ming's Gallery
Customer Support - Privacy Policy Issues
Unit 97-97A, 1/F, Hunghom Square
37-39 Matauwai Road, Hunghom,
Kowloon, Hong Kong SAR
(Tel: 852-23659900)
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4.2 Sales and Marketing Procedure

4.2.1. Enquiry: For more information including dague, photograph, product sample or formal quatatihe customer must send email
or download the "ENQUIRY FORM" and tender the coetetl form with signature to us. There is no guaawf any kind that
samples are available for all items or servicegl @eclaration or undertaking will not be acceptegiZ ANAEEHY B &%, 18 Fr B A,
WIRSAT NS, SRR S, SR, AR (EIRIE. (A IR I sl B A7

Notice to Customers
Before making your enquiry, please visit our wetle-sit www.um-gallery.com at first. For further
information, please READ, COMPLETE, SIGN, and PRESEhis form to us or we can not process

your enquiry.
ENQUIRY
I AN ___, actibgloalf of{{F=

(first name, family namg:+%)

Yherqbest for the information

(organizationfif#)
aboutZREHLL M &R

(destiop of product(s) and/or service (&5 5z A% fflk)

Please send us thig:H[7]_price list/brochuré quotation/ sample photo/ samaievorkl sample

product/

(others)

DECLARATION
A
In making the enquiry, | understand thistA BH 5:
1. The order placed with Uncle Ming’s Gallery mbstlawfull and comply with all the relevant
ordinances.
—URTIEZ IRIE f8E S B S TR ek
2. All the materials provided by Uncle Ming’ s Gaifeare provided for the reference of cost and
technical specification only. All the content, beflual and textual, including logo(s),
brandname(s), company name(s) and/or all copyrigtawatent, if there is any, is/are belong to
their owner(s). They are not offered for sale.
;%Eﬂg BR ORI A A RAS 25 ] W S R A A A B H R A 5 IR E A
3. All the sample(s), if there is any, must be me¢dl to Uncle Ming’ s Gallery on or before an
pre-agreed upon date or the deposit will be farteds compensation for the loss.
BT AIRR ], S A2 2
4. All the sketching(s), image(s), photograph(givark(s) and/or smaple(s) is/are the property of
Unclel Ming’s Gallery. | and/or my orgainisationliAbe liable to the responsibilities arising
from the distribution of it/them to the third pastythout the permission from Uncle Ming'’s
Gallery.
BR O R AL E R B A B B L 2 AR A (AR R IE AR I B = 2 R

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

( ) this fday o , 20
(signature of customer) (phone number)

REF.: UM/CNT/04enquiry_gener:
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4.2.2. Placing Order: Any customer who would ligrocess copyright protected materials must issusigned official order or tender
an completed " AUTHORIZATION LETTER" , which cdoe dowloaded from our website, with signature amspdo us. We cannot
accept your order without going through this auttwaion process. Oral agreement, declaration, dakieg will not be accepted.
Please refer to the following supplementary naticeustomers for details about forbidden ordef 5 RE & 25T Bz FE I AEY) LT,
DR TR ARG B H, BGEF M A ERES, RS, FEWESE, RRITFRH, (£ EEN, GREKEEE 2

.
EERTRES
PRODUCTION AUTHORIZATION LETTER
(OFFICE COPY)

Please READ, COMPLETE, SIGN, and PRESENT this fbefore placing your order. All the data will be kep
confidential and handled with care. For detailewf privacy policy, you may visit our web-site
"www.um-gallery.com”. Thank you!!

WG HAL R DL N R ETREE R, 5, BEMEETALNETHE, FrAER, BIRAN R 2R
BURBRH, FER A IR AL A, www.um-gallery.com”

Authorization Letter

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

materials in the form of hard copy or soft copycluding but not limited to logo(s), trade
mark(s), brandname(s), drawing(s), photo(s), &&)jp AV clip(s) and/or anything
containing copyrighted content if there is anyam sending to Uncle Ming's Gallery is/are
owned by myself/ my organization/ my client. | alsertify that | have the right/propef
authorization with document to process these nasefor accomplishing the task gs
stipulated in my order/the invoice at a previgusfjreed upon price. | authorize Uncle
Ming's Gallery to perform the task for me/ my angaation/ my client and will be liable o
all the possible responsibilities thus arise fréma production of goods or services.

| hereby certify all of the above statements ame tyy signing below:

( ) on this day of , 20
(signature of customer)  (phonenbar)
RS
RNHER)__ fRE(HEHS) 7 (
AR SR R XXXELAR (EECHBAE)

AU T LR AR BLAE R, A, A1, R, 20T
EREERERTR, BB A NMREEREFTHEE, S EIG S R Gt
A N~ ikGss T ERS (R EE, WoRIEH Y AR R

AR Eli 5 55 B A # e

( ) 1 A H
= Chi

;3‘

DEE - | IMIANTINACADVDIAUT AlLITUADIZATIAN | ETTED ~ENDD

4.2.3. Deposit and Payment: The order is valig after all the authentication documents have veeaived and checked in due course.
The customer are required to pay the deposit ehgreed amount before the production process digntsaking payment at our
counters or paying in our bank account at Bankroh& (A/C No.:014-694-00012480, Uncle Ming's GalJesr Hong Kong Bank (A/C
No.: 004-012-678975001, Uncle Ming's Gallery). Teposit voucher must be sent to us by fax as & fooour record.

AR R, FTRIEE, BE AT HEE MG &, AERF PN, 5] & TRIR AL 72 B AR FER
(A/C No.:014-694-00012480, Uncle Ming's Galle&f§ffe= (A/C No.: 004-012-678975-001, Uncle Ming's Galdny 1, 37 A EHK
{HEZE 27662200 FH{FAHTERR.

4.2.4. Official Language: For the time being, oBhglish version is available for some of the welggs. We are going to release the
Chinese version as soon as possible and finallerallour documentation bilingual. If translatieneeded, asked the customer to
call 852- 23659900 (Gift-Gallery) or 852- 233498@igital Workshop) during office hours from 10:08d0 7:00pm.
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CH5. Regulations of Using Computer Software

5.1. Aurthorization:

5.1.1 Level One: Staff or contracted consultanirer®g having level one authorization may purchasownload
legal copy(copies) of software from vendors.

5.1.2 Level Two: Staff or contracted consultantieegr having level two authorization may instaluoinstall
software(s) on the computers.

5.1.3 Level Three: Staff having level three authation may use the softwares on the computer stediad by staff
or contracted consultant engineer having level lev@l 2 authorization for the production actistief our
company.

5.1.4 Unauthorized persons: All the guests, custeme not allowed to access to any computersrofaupany.
All the licences of the softwares are strictly ¢goed to the members of our company.

5.2. Sources of Software

5.2.1 Purchased from Retailer/Wholesaler: The decte purchase software must be made by sta#évaf lone
authorization. Installation of the software maypeeformed by staff of level two authorization.Pnogdecuments
must be retained for accounting and software tregien records.

5.2.2 Downloaded from Internet: Only freeware |seshunder GNU or GPL is allowed to be downloadetl an
installed on the workstation of the company. Thecpss must be performed by staff of level one aizduion.

5.2.3 Traded in from Business Partners: Same a% 5.2

5.3. Use, Maintenance and Disposal of Software

5.3.1 All softwares are not for sale or resale.yTdne confined for the use of our company only.

5.3.2 No unauthorized copy of the software isvedio.

5.3.3 The purchase of commercial software or doadiigy of freeware must be carried out by authorsteff as
stated in section 5.2

5.3.4 The installation and uninstallation of softevenust be done by authorized staff as statedchose?.

5.3.5 No unauthorized persons, as specified id5idcluding the customers or subcontractors, boeed to
access to any of our computers and use the sefviastalled thereon

5.4 Topological Architecture of Computer System:

5.4.1 Local Area Network: Refer to the followingadrams for the topological architecture of compagestem at
main shop and digital workshop.

5.4.2 Wide Area Network Architecture: We own twardon name on the internet, namely “um-gallery.camti
“um-gallery.net”. They are hosted by out-sourceiservendors. “um-gallery.net” is used for popagagd
general information to the public while “um-galleagm” provides services to registered customersaalhd
publicize works or unofficial documents on its saiméin of “blog.um-gallery.com”
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CHG6. GUIDELINE FOR GIVING DONATIONS OR SENDING GIFT S IN THE NAME OF OUR
COMPANY

6.1. Donations:

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

6.1.2 Forms of donationCash, free services or merchantable goods apeiatlit able but official receipt issued by
the organization must be retained for filing ancbrding.

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

6.1.4 Occasion of Giving Donationstn the last quarter of every year after the priegemm of annual accounting
report.

6.2. Gift:

6.2.1 Definition: All merchantable goods, intangible services caslpon, gift coupon or anything that carry a
commercial value giving to clients having estaldglcommercial relation with our company or assediat
companies.

6.2.3 Qualified Clients The qualified clients must fulfill all the follawg requirements:

6.2.3.1 Annual PurchaseAnnual purchase must reach a certain amount vidisét by the board for that financial
year. ($ for year ).

6.2.3.2 Occasion:

6.2.3.2.1 In regular event such as annual dinnanax party, anniversary celebration, congregatiospeech day
which is held on yearly basis. (Only one event year is entitled to receive gift.)

6.2.3.2.2 In major festivals including mid-auturatieal and X' mas/Chinese New Year.

6.2.3.2.3 Inirregular event including grand opgran new shop or new company

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

6.2.3.4 BudgetThe total commercial value of gift in any evenosld not exceed 1% of the total sales in last year
and total commercial value in a year should noeed&% of the total sales.

6.2.3.5 Special Remarks for Giving Gifts to Governent Departments, Civil Servants or their Relevant
Organizations and Public Funded Organization:

6.2.3.5.1 All the relevant ordinance against bgibaust be observed.

6.2.3.5.2 All gift should given to the departmergamnization instead of any individual of the
department/organization.

6.2.3.5.3 All sample should be given on loan omigt ahould not be treated as gift.

6.2.3.6 Discretionary Request out of the Permit ablRange The staff must refuse to entertain the request
courteously and reports to the supervisor in alitiase.
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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, contexit grephotos) , target audience, and/or anythsch as
copyright authorization, which is relevant to tiveaf products to his/her best knowledge.

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

7.1.1.3 The provisional artwork in jpg or pdf formell be sent to the customer by email for proedding. In the
case that the preview file is too large for entahsmission, the artwork will be uploaded to artgnted folder on
our web-server and the login info and url will lemisto the customer for downloading the file forrgamg out the
proof read process. The customer decides on takldiyout design of the artwork for the artist torkwon.
Request(s) for minor amendment(&Howed by proof readingrocess may be made fmaximun? times
without surcharge.

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

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

7.1.1.6 If the customer also orders the printindpthe approved artwork. Output ready artwork lon fvith press
proof will be sent to our print factory for plateaking and printing. In some of the cases, prodiloe print is
required

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

step : step : 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 samti format such as camera ready artwork, Xeroy,cagor
copy, ink jet print out, offset printout or handading showing the idea of design. He/she alsad@sove or
declare appropriate authorization for producingpted or copyrighted artwork.

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

7.1.2.3 The provisional artwork in jpg or pdf fortmell be sent to the customer by email for proedding. In the
case that the preview file is too large for enrahsmission, the artwork will be uploaded to artgnted folder on
our web-server and the login info and url will lemisto the customer for downloading the file forrgamg out the
proof read process. The customer decides on takldiyout design of the artwork for the artist torkwon.
Request(s) for minor amendment(&Howed by proof readingrocess may be made fmaximun? times
without surcharge.

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

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

7.1.2.6 If the customer also orders the printindpthe approved artwork. Output ready artwork lon fvith press
proof will be sent to our print factory for plateaking and printing. In some of the cases, prodiloe 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 anythitgyaat to the
script to his/her best knowledge.
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7.1.3.2 Ideas of the manual script will be reveadethe customer for comments and amendment. A sicaipt will
be presented to the customer after receiving hmigfhi@ion within a mutually agreed period of time.

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

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

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

7.11.4 ARTWORK FORMAT:

7.1.4.1 Hard Copy FormédyFf% =

If not otherwise mentioned, A 5mm "bleeding "margn 4 sides will be added to the artwork to pné\an
unwanted white edge on the press after trimmingxt Tontent should be typed within the live areéctvis
smaller than the viewed area of the artwork sodh@asonable margin will be kept between thedemtent 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, bebtling, m1 and m2 = distance of text from edge side

Back

L 1O (] O I
'
Pl fadal sl
K
\
Y
\
\

“\ All text converted into path
Crop Mark ho
Foto/image of 300 dpi

Physical Layout and Elements of Output Ready Artwork

It is not recommended t
design a thin color border

on 4 sides because it will be difficult to keep bioeder look balanced or complete after trimmingy. Fore detailed
illustration, the customer may visit our web page‘foeedownload" and download an album of "temglatesated
by us in PDF format free of charge.

If the customer creates the artwork for outputranting by his own self, he must tender an artwasknplying with
the said physical format (and also the data formatgtouching service only be provided at his .cost
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7.1.4.2 Soft Copy Formafitfe 5=

7.1.4.2.1 Working Document vs Output DocumeinttF & 2 Kz figi Hiks 2.

To keep the capability of artwork for editing, theshould be a working document saved in the né&tiveat of the
software for creating the artwork. However, it miistconverted to an output document for an ideinbicgput on
the rip of output device .

7.1.4.2.2 Output Preparatidify Hf& 2z« Edi5:

- Save a copy of the working document in anothenendepicted for output purpose. By conventior,oq
suffix is added to its name section. It should bed that it is a bad habit for some Mac usersrin the
file extention which is useful in recognizing tiile format on most computer systems and overwhmgmi
use of illegal characters which are not compatibli&ternet, Unix/Linux or even Windows plateforms

- Check the layout and bleeding

- Convert all text into path/curve

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

- Check the resolution of bitmap images, referAoriex 5 - Resolution of Digital Image" for the nmmim
resolution requirement for different output purgse

- 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 nedunct 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-Racteptable media. Make sure all the link objeatssaved
together with the master file in appropriate looatand their naming syntax conforming to the media
format. It is recommended that all objects are elube into the file to avoid missing link.

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

Note: All the brandnames and trademarks mentiob&sllgelong 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 accept&dl input or output services:
3.5” 1.44MB floppy diskette; 5.5” 1.2MB floppy diskte; 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

3.5 120MB!
Supper Disk-

5.25" 1.2MB Floppy 3.5" 1.44MB Floppy

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 fbmat are acceptable. For media used on
other operations system such as Linux or WindowstNR& 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 ¢tlewing software can be viewed, edited, rippedwatput to other
devices subject to change without prior notice YGnelctor/line art can be output to computer culteengraver):
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- Adobe lllustrator CS2 or lower;- Adobe Photoshép) 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; sréehand 9.0
7.2.2.2.2 In addition to the genuine file formasdsséated in 2.2.2.1, the following files generdigalse software can
be viewed, edited, ripped or output to other devi€nly vector/line art can be output to computetes or
engraver):
- pixel base image filegps, tif, bmp, pct, gif, jpgexcept for computer cutting/engraving
- vector/line artwmf, eps, dxf, dwg
- text file: txt, sam, lwp, rtf, docreated by office XP or lower version)
7.2.2.2.3 The following file formats can only bewed, ripped or output to other devices. Editimgise 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 filesuc keep their original visual features while crogglatforms. For
those files which are not portable, no warrantyiésiged for the integrity of outpuf the customer wish to obtain
a“perfect” reproduction of the file he created on his/hektigs he/she must convert them into portable files
ready for output. The following file formats arerfable:
- most pixel base image files: eps (without chamesjt tif, bmp, pct, gif, jpg
- vector/line art without text content (i.e. aflacacter converted into path/curve): wmf, epscd, cmx,
- text file: pdf (read or output only, no editirgguaranteed
Surcharge at current rate will be levied on théireglor retouching services rendered for preserthegvisual
features of output file(s) whias(are)not portable.
7.2.2.2.5 Data Integrity of file(s) usi@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 thaster file(s) in
appropriate location.. Faulty output due to misdimigshould 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 server efitBP

2.3.3.2 CONFIRMATION OF FILE TRANSMISSION: Transraien of data file must be followed by telephone
call informing the delivery of output file via Imeet. Double confirmation will be acknowledged he sender
while the file(s) is(are) properly received. Proeding 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 basedeampirical experience instead of any well-establisidustrial
standard. There is no warranty of any kind, eiteepress or implied, regarding the accuracy, rdifgbor

correctness of the data listed below. Neverthetbsy, may be regarded as a reference of our conemitim printing
service to our customers.
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Presumption:
1. For those artworks presented in the form ot gy, it is supposed that they are rippedheysame software/hardware ngthout
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 medi& used in
different batch print jobs.
3. The final printout should be viewed under aeneuminationcondition.
4. CMYK color model, except for monitors and sitikceen printing, is employed and the panetone psaoggolor 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 MODELSf 425

3.2.1 Color Gamuts: By definition, color gamuts me¢he scope of color which can be reproduced wsicgytain output technology. As
naked human eye is sensitive to 3 primary visiiglets, namely Red, Green And Blue, output devic@sgIRGB model is capable of
displaying the greatest extent of color. Howeveis applicable to light emitting devices like T¥ts or Monitors only.

color gamuts
=B C
COLOR GAMUTS

M5 Color Gamuts

Staff Handbook 2007 page 19 by Uncle Ming’ s Gallery



The common printing methods using CMYK color modgdroduces colors by screening the light refleéteh either the base on which
the colors are printed or the pigment of colorlftsSehe color gamuts is smaller than RGB model thuthe loss and distortion in the
process of reflection and filtration except for ®RMS colors which can reflect a special sectiaiefcolor spectrum that even goes
beyond the color gamuts of RGB model. The follaywitiagram shows how color image is reproduce uSMYK color separation
method:

7.3.2.1.1 RGB Color Model:

RGB color is applicable to light emission devicée ITV or monitor which reproduce the color by nmgimatrix of light emission dots in
Red, Green and Blue together to form a specifiordol human naked eyes. It is called additive rcbicause all colors are the mixture of
these 3 primary colors. It also produces the getat@or gamut among all available color modelseexcPMS color like gold, silver or
some specific material. Experienced Artists shdaddtareful in using RGB model in the process ctioa or it would be misleading to
their clients and result in dispute over the calmrectness of printed matter with respect to ttexipw image on monitor.

RGB
Additive Color Model
(for luminous object)

7.3.2.1.2 CMYK Color Model (Subtractive Color):

7.3.2.1.2.1 Working Principle of CMYK Color Model {E[5 #:

Printed matter cannot emit light; it reflect lighbm 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 agchriical point of view. The current CMYK printingethod use
subtractive color. All colors are reproduced byesaing the light (supposed to be white) reflectechfeither the
base on which the colors are printed. The Colampig of the 4 process color, C,M,Y and K work &srfiwhich
"subtract” one primary color from the white liglespectively. The following diagram illustrates hine system
works. Overlapping different color ink may scresway unwanted primary color from the reflectedtligrhis
method only reproduced a smaller color gamuts coeapaith RGB or PMS color model.

¥
- ARG light panetrate, W

- B light absorbed medirs

CMYK
Subtractive Color Model
(for reflective object)

7.3.2.1.2.2 Application in Full Color Offset Primgj £[1 (][
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i. Color Separation and Screen Angle® k{4 14:

In the process of full color offset printing, thelar artwork must be output to color separatiomgilof 4 chanels,
say C, M, Y and K. The film is either positive agative in B/W only. The intensity of each colorépresented by
dotted lines arranged in specific angle, i.e. steegle. The working of color separation is illaséd in the
following diagram which simulate the combinationcofor dots under microscope.

Illustration of Screen Angle for CMYK Offset Color Printing

1. Color Separation Film

-~ BlackChana™

c+m ' c+m+y c+m+y+k
Copyright ® Uncle Ming's Gallery, 2006

ii. Combination of Color§t%Z .~ fH &

These film will be used for making the lithographiac 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. Unidter nake eyes
of human being, the combination of these color dgpsoduces a ful color image looks almost the sasrthe
original artwork. Most of the text book or eventteical reference give little explanation to the ascreen in
offset printing. The reason is not too technicabéaunderstood. In the first place, ink used féseifprinting is not
quite transparent like color glass filter. It refethe light rather than letting it pass. Secanitlig unlikely to print
color ink of varied thickness to reproduced différnes all at once like painting with brushhe process of high
speed printing even inks are transparent. Howévesome printing technology like dye sublimatmmthermal
wax transfer while the thickness of dye can berdeted by the time of heat applied to it, the tohecolor is thus
reproduced by transparent layers of CMYK dyeaied intensity.
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lHlustration of CMYK Offset Color Printing

1. Color Separation Film

o
e __!

B
2, Color Proof of Single Chanal

Cyan Proof Magenta Proof '/l

3. Color Proof of All Chanal by Sta

ges
"4 - o

Cyan Onl C Magents~ CYaltMagBiitas: Cogge
e “ Xellow i Yellow

»

iii. Screen Repetition and Quality of Printiffgf s & K FlIRIE £:

It should be noted that the density of dot linggdsitive related to the resolution of the printifi¢perefore, upon the
increase of line per inch (Ipi) or screen repatitithe quality of printing should be better suppgpshat the printing

machine supports the resolution. The followingyian shows how they look different under magnifikefer to 3.1
CROSS REFERENCE OF COLOR SHIEFE gt 5 m7= for more information on color shift and Annex 5
for more informmation about resoultion of image anidting.

7.3.2.1.3 HSB Color Model:
This model defines color by "Hue", "Saturation" aBdightness".
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Hue represented by the relative location of indbler wheel. For instance, if zero degree repte$ed”, Magenta,
Blue, Cyan, Green and Yellow are 60, 120, 180, 300, respectively. Changing the Hue means shittisgcolor
round the color wheel.

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

The third property is brightness which represeatlitfhtness or darkness of a color. As illustratea 3-dimensional
model as shown in the diagram, the changes ohtlee properties of color are visualized by a colafcolor
wheels. This color model is useful in tunning cdEmperature and brightness especially on TV oritaon

il WTWA: 8 - IO

HSB COLOR MODEL

7.3.1.2.4 PMS Color Model:

Sometimes the CMYK process colors cannot matclheaifspcolor for demanding print job. Spot colorivae used.
The most renowned spot color system is Pantone”(WktEhing System (PMS), which is a trademark system
over thousand colors identified by a unique cotmiec Every color is a premixed ink according toftrenula
provided by the vendor of PMS. PMS is also comgaskd in screen printing or transfer printingehese the

halftoning approach for offset printing is not pbssfor this printing technology except some aaethequipment
like those used for printing label directly on CBVD surface.

NN
1\ LI At
3 \‘i % ‘%'h"’t
1%‘,‘;"1 Ol

sodua 2newuAS

7.3.2.2 Color Models and ConversightafE =t~ fidish:

In the absence of a common algorithm for the caiwerof different color models, all digital artwsrkreated for
printing purpose should be converted into CMYK nidui$ore they are sent to output devices. A sigaiit range of
RGB colors are not printable as they go beyonadher gamuts of CMYK or PMS color model. If not etlvise
specified, the conversion will be done using thfénsre of "Adobe" including "lllustrator” or "Phasbop”. It should
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be noted that different vendors have their own ewsien algorithm in converting non -cmyk colorieimyk colors
but none can be claimed the universal standard.

7.3.2.3 Color Depth and Output Resolution

The depth of color refers to the number of distisigable colors that can be reproduced. The hidfeeresolution of
output device, the more colors it can produce andlbes the accuracy of the color with respect émtiginal
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.

7.3.3 Color Swatclitif

Some prominent printing solution vendor publisteaes of color swatches as a standard referende i the
printing industry. The most famous brand name pebduthe "Pantone” color guide series. However practical
experience told us that even an artwork creat€@MiYK model could not be reproduced identically gsdifferent
output devices. Unlike image setters, the currentgrs available in market manufactured by diffitr@roducer
always print the color copy with their own emphasipreference. It is always a disaster when utiisghardcopy
of artwork as a proof and quality control standardthe final product. To assist people in needmfmpression
about the discrepancy of color reproduction betvikein printing device and the standard color stvaiee created a
"CMYK Electronic Color Swatch" in PDF format andgpd on our web-site for all interested personddanload
free of any charges. You may right click your moasehe following image and save link target torybarddisk to
get a free softcopy of "CMYK Electronic Color SwialtcPrint the swatch using your own printing de\acel
compare them to the standard color guide like PenRyocessing Color Guide". Then you will havedaa about
how far your printing device deviate from the offpeinting machine.

f n y=0 " W B
Basics in Color 3
0 L 199 e 10 ||
ik
COLOR GAMUTS Unc.le Min; sGaIIeryI‘
www.uir-gallsay zom

By definiion, color gamuls means thi scope of oolor All possible color combinations in 10% steps:K=0
which can be reproduced USIng & certain output Columns=Mogenta, Rows=Cyaon, Group =Yellow
technology. AS nakied human eye (s sensilive 10 3
primary visible lights, namely Red, Gr=en and Blue yeton o - 0N = S0 DN TORE 1 60K TOM BOM POM 1008
oulput devices using RGB model s capable of B s L - e T
displaying the greatast extent of color. However, it is 4 2
:gp:ﬁ;:;:s light emitting devices like TV sels or BMS Color Gamuts
The common printing methads reproduces colors by
screening the light teflected from eihes the base on
which the colors are printed or the pigment of coior
itsed. The color gamuts is smalier than RGB model
due to the loss and distortion in the process of
reflection and filtration except for some PMS colors
which can reflect a specal section of the color d
specium m n even goes beyond he color gamuls 20
of RGE my it
Subtractive Color- CMYK Color Model

y=30

: :
-RA&G light penetrate,
{ - Blight absorbed
y=40
medium
L Subtractive Color Model
mediurn (for reflective object) V=50 DM 10M 204 GO = TO0OM 3¢

Prinied matter cannat emit light; it reflect light from luminous light source only. A traditional painter may apply different
colers on his paletie fo his canvas or paper with paint brush, Nevertheless, printing feo many colors en media is nol
feasible from both the economic and technical peint of view. The current CMYK printing method use subiractive color. All
colors are reproduced by screening the light (supposed to he white) reflected from either the base on which the colors ane
printed. The Color pigment of the 4 process color, ©,M,Y and K work as filler which “sublract” ene primary color from the
white fight respectively. The above diagram illy SUJ a5 huw II\R system works, Overfapping different color ink may screen
away unwanted primary color fram the raflected light, This method only reproduced a smaller color gamuts :nmpared with
RGB or PMS color modiel.

Note: All the brandnames mentioned above belorigeio respective owners.
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7.4 RESOLUTION OF IMAGE

7.4.1 RESOLUTION OF DIGITAL IMAGE: The resolution of a digital image is defined imterof pixel per
inch (ppi). Pixel is the basic element of a digilehge which is square in shape and uniform inrcdlbe quality
of an image is positively related to the numbesagdiare pixels per inch. When talking about theluéiso of a
digital image, either a digital photo or an imagmerated by software, only the original pixel dgrst 1 to 1
scale is significantt doest not make too much sense to enhance tbkities 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 scareipiagl by pixel and
the resolution is limited by hardware architecture. the density of censor of CCD, CMOS or diaaneff laser
beam. The quality of images reproduced by drumrssanwhich use laser beam in the process of s@mthe
best among all.

7.4.2.2 RESOLUTION OF DIGITAL CAMERA: Digital camera use CCD or CMOS as the light censing
The image size is determined by the number of pigetreponding to the total number of light sewsitinit on
the CCD or CMOS. Once the photo is taken, the uésal 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 defaaltofution of CRT
monitor or LCD monitor is only 72dpi or 96dpi. Asi$ lower than most of the printers or image sstte use,
images shown up on monitor in “actual size” car®printed at 1:1 scale without any sacrifice ailiy.

7.4.3.2 RESOLUTION OF PRINTER: The resolution of printer is defined in terms pf (ot per inch) Printers
reproduce a pixel with a collection of dots of ecolok. For instance, based on the algorithm of sogbt
language or other printer control language, a 16 xnatrix of ink dot pattern is used to represe8ttdt channel
of color. Therefore, for the best result, the mmintesolution in terms of dpi must be higher thha image
resolution expressed in terms of ppi (pixel peh)n®lease refer to 5.4 for details.

7.4.3.3 RESOLUTION OF IMAGE SETTER:

7.4.3.3.1 Representation of half-tonemage-setters work in similar way as inkjet pniatexcept it use laser beam
instead of ink to produce pattern of dots on fiMfith a 16 x 16 matrix of dot pattern, 256 gradelesaes
simulated.

7.4.3.3.2 Mixture of Color and Screen Angletn multicolor printing, each channel of color op&el is represented
by a 16 x 16 matrix of dots and a combination &fedent color dots will reproduce a mixture of aolasually
under naked eyes. To ensure all the dots are gaestticorrectly, the matrix of dots must be arrnageertain
angle, i.e. screen angle. For CMYK offset printiffgpot otherwise specified, the screen angle fier 4 process
colors are 105, 75, 90 and 45 respectively, witblsion of film facing downward.

7.4.3.3.3 Quality of Printing and Screen Repetitianimage-setters of higher resolution can produceertfioes of
dot matrix in one inch. Screen repetition (or serealing) means the number of dot matrix lines peh.
Usually, for high quality print job, 175 Ipi or av&00 Ipi is expected. However, some offset pricgn only
print 133 Ipi or 100 Ipilf not otherwise specified, 175Ipi is assumed taH®escreen repetition for high quality
CMYK offset print job and 133lpi for mono/multi awl stationery printing.
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7.4.4 RELATION BETWEEN THE RESOLUTION OF IMAGE AND OUTPUT DEVICES :

Resolution of Output Devices
dpi (dot per inch)

Resolution/Screen Repetition
Ipi (line per inch) 32bit color

Resolution of Image for Output
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)
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8. STEPS IN MUTI-MEDIA PRODUCTION

8.1 COPYING SERVICE:

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

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

8.1.2 The original copy should be played backaansed before the customer to check if the beginrending,
length and major portions are “good” for copy.tlicannot be played back immediately, the custoreed rio
give a verbal description about the beginning, rdlength and major portions of the original ta staff.
Double confirmation will be made via telephone mftiee laboratory technician checks the integritytlog
original.

8.1.3 Upon the delivery of the ordered copy/copieh the original and copy should be played backhow the
integrity of both items. Or the customer resere ttight to return defective item/items to our gailevithin 1
week.

8.2 FORMAT CONVERSION SERVICE:

8..2.0 Definition of format conversion: Making apggcopies of the original in different format omastard (e.g..
from tape to VCD, AVI to Quicktime, NTSC to PALcex

8..2.1 Follow the steps from 4.1.1 t0 4.1.3

8.3 EDITING SERVICE:

8..3.0 Definition of editing: Making a newly orgaad copy from the original in either the same &ecdknt format

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

8..3.2 The original should be played back or sedrivefore the customer to check if the beginnindjng, length
and major portions are “good” for copy and editifitne customer is required to give BDL (edit decision
list), which states the beginning, ending and lengtbaah clipping and the overall chronological ordeelb
clippings to our staff. Double confirmation will lmeade via telephone after the laboratory technictatks the
integrity of the original.

EUL IR
EDITOR DECISION LIST

23213 TIME jESE A%k VIDEO TRACK B35 A58 SOUND TRACK OTHERS
SESSION | HH:MM:SS:ss 55 Scence Subtitle ZE-2\Voice Music
Starting
Ending
Starting
Ending
Starting
Ending
Starting
Ending
9 |[Starting
10 | Ending
11 | Starting
12 | Ending
13 | Starting
14 | Ending
15 | Starting
16 | Ending
17 | Starting
18 | Ending
19 | Starting
20 | Ending

XN WIN(F

8..3.3 Upon the delivery of the edited copy, bbi driginal and copy should be played back to sth@antegrity of
both items. Or the customer reserve the righttirmedefective item/items to our gallery within kek.
8.4 MULTIMEDIA FORMATS AND THEIR COMPRESSION CODEC:
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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/VCD 2.0), MOV (quicktime movig
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 \ \ \ \
720x480 720x576 8.0Mbps 384k bps 48k Hz DVD

Note:

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

***SECAM (Sequential Couleur a Memoire)
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CH10. SAMPLE DOCUMENTS

10.1 DOCUMENTS FOR INTERNAL ADMINISTRATION

10.1.1 EMPLOYMENT APPLICATION FORM

UNCLE MING’ GALLERY
EMPLOYMENT APPLICATION FORM
LAV ES
TONIRTREICEIAE - N B H DR TR -
PART 1.{# A &k} PERSONAL PARTICULARS
4 NAME | MEHISEX FHRAGE B 1338555 1D NO.
A PEZENGLISH NAME HE EiFE
BRI | Btk
HEF ] BIRTH DATE Hi2} PLACE OF BIRTH
TG maECONTACT NO. | E7ERES. FEMOBILE. FOTHER
B Z 7% .. EMERGENCY CONTACT PERSON Tk TEL: P RELATION

PART 2.2J7F ACADEMIC QUALIFICATION:

/[NEZ PRIMARY (YR: )
(YR: )
12 SECONDARY (YR: )
(YR: )
/\BAZ, PUBLIC EXAM HKCEE / AL / GCE/OTH(yr ):Chi___; Eng M
HKCEE / AL / GCE/OTH HKCEE /AL/GCE/OTH(yr _ ):Chi___;Eng___tM
HKCEE / AL / GCE/OTH(yr ):Chi___; Eng M
KE TERTIARY A INSTITUTE £}H SUBJECT
PART 3. T.{Ef&ls WORKING EXPERIENCE
HHH DATE 4 ORGANISATION ik fiz POST ik & DUTIES
B T HHI STAFF REGULATION

1. FrERRAN > BRes TEBIRGE -

2. HIF T A% > HRA TR FEEAiE AF T AR T = A » Sdigth A F A T AEH - ST - AR o~ A EERnEA -

3. JLHF TAT R - /ARG HRTRR ARG - HLER G5 EE: - TANMEGR T& - LGEA -

4. FF AR, -

5. M TANEER{R o RS - SRR T A > A0E =R T Ao Ek(F B IR -
6. )LH#H T4 > A i e iR bl - JEAE CRAREARZIR T - A8 - EfEEATE -

1N EIRREREN SR IRAL - WIS B AR - A F] Al iR /R (BTl (E -

8 TANTIEARMERE  MAEBTE -
9. TAFRFRIIRAE IR fC - ASTEBE LIERIAL » AR RS LE@EE L -

10 MEEHGER| SR - REIIPGES o SR E R AR i =+ - RS T8
11 - FrffRes ketias - AR EGE R el B - SRS S R0 BB EEEL - AR~ aH - WHARBEA R ZEL - AR -

FITRIBARR - B E R TR -
12 - EAEAR - R R OIBEEE I B SR (N EGE © AR R ZBRRR o AR AT R A o
13- JLAFEFRLARAE A - )7 EREIkRZE R TE - B E HERRE -
14 - BEE NFEA A ] A AT S o TR i A s T -

ANHE MRS LRI - DURE TN -

HEm A4

H HH:

AR A H RS - HEAERRT1SER - SHIBSE @A T8 > DRGSR -

NSRS FATH R ) -

.

Ffi7POST:

T % WAGE:(H %BY MON) (F1%7 BY DAY)
g TRAVELLING: /5 EAEMEAL ALLOWANCE:

PUTs#271EE  FOR OFFICE USE ONLLY

s FHHH PROBATION PERIOD:

B T HH] COMMENCEMENT DATE:
1 T_ATTENDANCE ALLOWANCE
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10.1.2 EMPLOYMENT AGREEMENT
EMPLOYMENT AGREEMENT

Employment Agreement, between
Uncle Ming’ s GalleryBH.[»Z& (the "Company") and
Mr/Mrs/Miss/Ms ( )(HK 1D No. ) (the "Employee").
English EEpvg

1. For good consideration, the Company employ£theloyee on the following terms and conditions.

2. Term of Employment. Subject to the provisions for termination settfobelow this agreement will begin on

, unless sooner terminated. Thepoobperiod will be month.
3. Remuneration:
3.1Basic salary The Company shall pay Employee a basic salary of per month payable by, for the serdtes
the Employee, payable at regular payroll periods.
3.2 Allowance: The Company shall pay Employee a travel allowasice per and a food allowance of

per working day on condition that employee attdral Company and assume his/her duties before ___ o’ clock.

3.3 Attendance Award (for permanent employee after probation period onfshe employee will be entitled to the
attendance award of payable on radfhity basis if he/she keeps a zero absenteeisondréarring the
payroll period and the accumulated time of lateme$sss than 30 minutes for the same payroll perio

3.4 Year end bonus(for permanent employee having more than 1 yeaseofice): A year end bonus will be paid to the
permanent employee after probation at the lastdagybefore the Chinese new year. The basic porsi@gual to the
average monthly salary for the last twelve montlas p performance award based on an appraisaltriepegrating the
feedback from the customers, supervisors and besipertners.

3.5 Revision of Remuneration The remuneration will be revised from time to éiraccording to the performance of the
Employee. Written notice of adjustment will be isduto the Employee and supersede the aforesaidneraiion
scheme as stated from 3.1 to 3.4.

4. Duties and Position The Company hires the Employee in the capadity o . The Employee's duties
may be reasonably modified at the Company's daedtiom time to time.

5. Employee to Devote Full Time to CompanyThe Employee will devote full time, attention,daenergies to the business
of the Company and during this employment, will eogage in any other business activity, regardieéssether such
activity is pursued for profit, gain, or other pa@ry advantage. Employee is not prohibited fromkimg personal
investments in any other businesses provided thm@stments do not require active involvement ia tperation of
said companies.

6. Confidentiality of Proprietary Information : Employee agrees, during or after the term of éiiployment, not to reveal
confidential information, or trade secrets to aeyspn, firm, corporation, or entity. Should Emplkeyeveal or threaten
to reveal this information, the Company shall bétkenl to an injunction restraining the Employeenfr disclosing
same, or from rendering any services to any etdityhom said information has been or is threatdodoe disclosed.
The right to secure an injunction is not exclusamd the Company may pursue any other remediessitabgainst the
Employee for a breach or threatened breach ottinglition, including the recovery of damages fréra Employee.

7. Reimbursement of Expenses The Employee may incur reasonable expensesuftihdring the Company's business,
including expenses for entertainment (for marketitegpartment only), travel, and similar items. Thampany shall
reimburse Employee for all business expenses tiieeEmployee presents an itemized account of expersd, pursuant
to Company policy.

8. Working Day and Time: There shall be 5 1/2 working days per week. Thepleyee may elect to work on alternative
Saturday upon the approval of his/her supervisbie Employee shall be prepared to work overtime sionally in
seasonal peak month when the excessive ordersiedcéihe remuneration for overtime work will beaaated on
hourly basis in accordance with the basic saladyalowances.

9. Rest Day, Holiday and Vacation The Employee shall be entitled to all the staptolidays and a rest day per week.
The permanent Employee shall also be entitledyeaaly vacation of 7 days at full pay after segvigvery period of 12
months, or calculated on pro-rata basis if thequedf service is less than 1 year. The Employeafglement to paid
annual leave will increase progressively by 1 amyefvery additional year of service to a maximumfdays.
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10. Disability: If Employee cannot perform the duties becauséirafss or incapacity, the compensation due dusaigl
illness or incapacity will be paid in accordancehe Labor Ordinance. However, if the Employeeliseat from work
for any reason for a continuous period of over months, the Company may terminate the Empbyee
employment, and the Company's obligations underareement will cease on that date.

11. Termination of Agreement

11.1 Without cause, th€ompany may terminate this agreement at any time withaudrpnotice during the probation
period, or upon 1 month written notice to the Empto after the probation period. If the Company estg; the
Employee will continue to perform his/her dutiedare paid his/her regular salary up to the datemwhination less
MPF required to be withheld.

11.2 Without cause, thHemployee may terminate employment at any time without priotice during the probation period
or upon 1 month written notice to the Compangrafirobation Employee may be required to perforsthier duties
and will be paid the regular salary to date of feation less MPF required to be withheld.

11.3 Notwithstanding anything to the contrary camd in this agreement, the Company may terminlageBmployee's
employment upon 1 month's 1 month written notichtoEmployee should any of the following eventsuoc

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

b) The sale, exchange, or other disposition, in taasaction of the majority of the Company's @nding
corporate shares; or

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

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

e) Bankruptcy or Chapter 11 Reorganization.

12. Death Benefit Should Employee die during the term of employtnéme Company shall pay to Employee's estate any
compensation due through the end of the month ichwtheath occurred.

13. Restriction on Post Employment CompensationFor a period of one year after the end of empkymthe Employee
shall not control, consult to or be employed by &nginess in direct competition to that conductgdhia Company,
either by soliciting any of its accounts or by agaarg within Employer's general trading area.

14. Assistance in Litigation Employee shall upon reasonable notice, furnisth snformation and proper assistance to the
Company as it may reasonably require in conneactiith any litigation in which it is, or may becoma,party either
during or after employment.

15. Effect of Prior Agreements: This agreement supersedes any prior agreemengdretiie Company or any predecessor
of the Company and the Employee, except that threeanent shall not affect or operate to reduce tmmgefit or
compensation inuring to the Employee of a kindwlhere provided and not expressly provided in thigament.

16. Settlement by Arbitration: Any claim or controversy that arises out of elates to this agreement, or the breach of it,
shall be settled by arbitration in accordance it Labor Ordinance in any law court with jurisdbat

17. Limited Effect of Waiver by Company. Should Company waive breach of any provisionhi$ agreement by the
Employee, that waiver will not operate or be camstiras a waiver of further breach by the Employee.

18. Severability: If, for any reason, any provision of this agreatrie held invalid, all other provisions of thisragment
shall remain in effect. If this agreement is hedslalid or cannot be enforced, then to the full ektgermitted by law
any prior agreement between the Company (or argepessor thereof) and the Employee shall be deesnestated as
if this agreement had not been executed.

19. Assumption of Agreement by Company's Successors aiésigneesThe Company's rights and obligations under this
agreement will inure to the benefit and be bindipgn the Company's successors and assignees.

20. Oral Maodifications Not Binding: This instrument is the entire agreement of tloenany and the Employee. Oral
changes shall have no effect. It may be altered byl a written agreement signed by the party agaivtsom
enforcement of any waiver, change, modificationieesion, or discharge is sought.

Signed this day of ,

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

Staff Handbook 2007 page 31 by Uncle Ming’ s Gallery



10.1.3 EMPLOYEE NON-COMPETE AGREEMENT

EMPLOYEE NON-COMPETE AGREEMENT

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

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

consult to or be employed in a business substansiamhilar to or competitive with the present biesis of the
Company or such other business activity in whiegh@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 aadaathfidential data and that the provisions of tigreemen
and reasonably necessary to protect the Companisagdod will. Employee agrees to retain saidiinfation

as confidential and not to use said informatiorh@or her own behalf or disclose same to any thady.
This agreement shall be binding upon and inurbedenefit of the parties, their successors, assigr

and personal representatives.
Signed this ___ day of

Company

Employee

D

Il
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10.1.4 EMPLOYEE NON-DISCLOSURE AGREEMENT

EMPLOYEE NON-DISCLOSURE AGREEMENT

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

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

a) Technical information: Methods processes, fdamucompositions, systems, techniques,
inventions, machines, computer programs and resganjects.

b) Business information: Customer lists, priciradal sources of supply, financial data and
marketing, production, or merchandising systemglans.

2. | agree that | shall not during, or at any tiafiter the termination of my employment with the
Company, use for myself or others, or discloseialde to others including future employers, argde
secrets, confidential information, or any othergrietary data of the Company in violation of thggeement.

3. That upon the termination of my employment fribra Company:

a) | shall return to the Company all documents argherty of the Company, including but not
necessarily limited to drawings, blueprints, repomanuals, correspondence, customer lists, compute
programs, and all other materials and all copiesetbf relating in any way to the Company's busin@ss
any way obtained by me during the course of empémml further agree that | shall not retain angies,

notes or abstracts of the foregoing.

b) The Company may notify any future or prospecgmployer or third party of the existence of thiis
agreement, and shall be entitled to full injunctigkef for any breach.

c) This agreement shall be binding upon me anghengonal representatives and successors in
interest, and shall inure to the benefit of the @any, its successors and assigns.

Signed this ___ day of

Company Employee
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10.1.5 CIRCULAR
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10.1.6 AGENDA& MINUTE FOR GENERAL STAFF MEETING

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

Agenda

l. CALL TO ORDER:
Chairman called the meeting to order at .
II.  ROLL CALL
Present:
Absent:
Late:
lll. CHANGES TO THE AGENDA:
There were no changes to the agenda. /

IV. APPROVAL OF MINUTE:
For the_Regular/Ad hodvieeting on

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

V. ORAL AND WRITTEN COMMUNICATIONS
There was no public
comment./

, as submitted.

Abstain:

VI  MATTERS AT HAND

VIl. REPORTS BY STAFF
There were no reports from
staff./

VIIl. REPORTS BY DEPARTMENT HEAD/MANAGEMENT

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

Submitted by:

Post
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10.1.7 MINUTES OF DIRECTORS’ MEETING

MINUTES OF DIRECTORS' MEETING

A regular meeting of the Board of Direct@&SUncle 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 asnut

On motions duly made and seconded, it was voted tha
1. The minutes of the last meeting of directorsaben as read.
2. That it be further VOTED:

I. Should there ? The resulting vote

was to in favor of

1. to berdeted at the next

scheduled meeting.

There being no further business, the meeting wgsiated.

Date:

Secretary
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10.2 SAMPLE SALES DOCUMENTS

10.2.1 ENQUIRY FORM

NOTICE TO CUSTOMER

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

ERARIEAT, SRR N RS R, L, B8 REETALEAE, FTEER, AL
LRSI, SR ARG RN A FIfEUS www.um-gallery.com”

ENQUIRY
EIN ., actibgloalf offt 3

(first name, family namik %)

Yhergqbest for the information

(organizationff#)
aboutZRELL M &R

(destiop of product(s) and/or service (&) 5z A% k)
Please send us thig:H[F] price list/ brochure/ quotation/ sample photo/ glartwork/ sample

product/

(others)

DECLARATION
=
In making the enquiry, | understand thigtA B
1. The order placed with Uncle Ming's Gallery miistlawfull and comply with all the relevant
ordinances.

— VR R SR T R Rk
2. All the materials provided by Uncle Ming's Gajlare provided for the reference of cost and
technical specification only. All the content, beikual and textual, including logo(s), brandname(s
company name(s) and/or all copyrighted conterthefe is any, is/are belong to their owner(s). They
are not offered for sale.

— U LR R IR A USRS 25 R A Sl R A 8 HL R B & JE(EL & A SRR
3. All the sample(s), if there is any, must be me¢d to Uncle Ming's Gallery on or before an
pre-agreed upon date or the deposit will be faxteas compensation for the loss.

BRATRARIR R 0], 5 AR i 4
4. All the sketching(s), image(s), photograph(swerk(s) and/or smaple(s) is/are the property of
Unclel Ming's Gallery. | and/or my orgainisationlMbde liable to the responsibilities arising frohet
distribution of it/them to the third party withotite permission from Uncle Ming's Gallery.

Lo HE L e e AR A B 12 ELR /2 AR N\ S (R R R E AR AR T ] 0 3 B = 2 1R R

I hereby certify all of the above statements aue try signing below:

( ) this fday o , 20
(signature of customer) (phone number)
REF.: UM/CNT/04enquiry_general
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10.2.2 Supplementary Notes to Customers

R ZE
Supplementary Notes to Customers

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

TR AANE AN BRI ELL T Hid

1. The customer intends to create or produce amytthiat is scandalous, obscene or immdedlFEE% -
A HEYD

2. The customer intends to create or produce amytthat will infringe the privacy of third part§{/F{E312
L A\FLRE00

3. The customer intends to create or produce amytthiat will infringe the copyright of third part§{5=
AL A FRREY D

4. The customer intend to create or produce angtttiat will violate any prevailing ordinan88{E{F{i]3&

ER YT

Examples include:
a. Making copy of newspaper, magazine, book orkamy of press without proper authorizatifE&Z#E,
AR A R A Y,
B. Making copy of songs, music, drama, movie, T¥guams or all kinds of audio/video works without
proper authorization
RASIAE, AL, 28, SRR, 5, e —UImidE
C. Making copy of logo, trademark, image, paintiskgtching, photograph or any kind of visual artwor
owned by third party
AN, VE B, Bl A@lE], I BT I R AL,
D. Making copy of software, computer programmenmy kind of intellectual property without properditce

AR HE, BRI, AR U R R R,

E. Making copy of any document that is issued tadentifiable entity without the authorization bt issuelr
AR, 12 BLEE T

F. Making forged copy of any document or prodi@zts = 4s475h

All critical content such as copyrighted materiglsyate or personal data for any production ordest be
provided by the customer together with proper atitlation documents. Uncle Ming's Gallery only pate/i
technical know how and/or raw materials for thedor@ion per customers instruction and permissian. N
third party intellectual property or private dasaaivailable without the permission of their resjpecowners.
If any person who intends to obtain our servicecrying out the aforesaid activities for whateparposes
by tendering false statement or documents, we tieveight to terminate the order and report the ¢aghe
relevant authorities immediately. We also reseflitha rights to claim damages due to his/her bahay

— OIS B E L BRSEER, A0, SR, A\ SBERt, i RRR R B A A BT S AR
FINEE YRS =& Z AR E S R B SN T ARKIZRE AL o AR BT T, ARERHY
fg?ﬁ&%ﬁ%&%iﬁ%. e H B, B R R, —HREE R, IR RS, H B i, WAR e ERT
ESHER -

To ensure the quality of our services, we havaltest CCTV (AV)/Telephone monitoring & recording

systemfsHECR — )7 BT HEREMERR, AN ] CAGR PR B (Y &) B RL B R
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10.2.3 PRODUCTION AUTHORIZATION LETTER

EERERHES
PRODUCTION AUTHORIZATION LETTER
(OFFICE COPY)

Please READ, COMPLETE, SIGN, and PRESENT this fbefore placing your order. All the data will be kep
confidential and handled with care. For detailewf privacy policy, you may visit our web-site
"www.um-gallery.com”. Thank you!!

WG AL R DL N R ETREE R, 5, HEMEETALNETHE, FrAER, BIRAN R G
BRI, HER G EIRH A FIHESE www.um-gallery.com”

Authorization Letter

| (first name, family name) , acting on behalf pf
(organization) (BR/N.: XXX) a
(address) hereby certify that all the

materials in the form of hard copy or soft copycluding but not limited to logo(s), trade
mark(s), brandname(s), drawing(s), photo(s), #H&)p AV clip(s) and/or anything
containing copyrighted content if there is anyam sending to Uncle Ming's Gallery is/are
owned by myself/ my organization/ my client. | alsertify that | have the right/propef
authorization with document to process these nadsefor accomplishing the task gs
stipulated in my order/the invoice at a previgus§jreed upon price. | authorize Uncle
Ming's Gallery to perform the task for me/ my angaation/ my client and will be liable {o
all the possible responsibilities thus arise fréma production of goods or services.

| hereby certify all of the above statements ame tvy signing below:

( ) on this day of , 20
(signature of customer)  (phonenbar)
RS
RNHER)__ fRE(HHS) 7 (
AR SR R XXX A (B B ML)

AU T LR AR BLAE R, A, A1, B, 20T
EREERERTR, BB A NMRE(EREFTHEE, S EIS S R Gt
A N ikGss T ERS (R EE, WRIEH Y AR R

ANRIERH_Eli 5 55 B e

( ) 1 A H
= Chi

S
A

h;

REF.: UM/CNT/04COPYRIGHT_AUTHORIZATION_LETTER_GENER.
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10.2.3 CONFIDENTIALITY AGREEMENT

CONFIDENTIALITY AGREEMENT

AGREEMENT and acknowledgement between (Company) and

(Undersigned).

Whereas, the Company agrees to furnish the Undmdig
access to certain confidential information relatinghe affairs of the Company solely for purpasks
. Testing the computer software product]

. Printing

. Copywriting

. Web-building, web page management, web hosting

. Network (including Lan, Wan or Internet) mairaeice

. Data processing

. Others: .

Whereas, the Undersigned agrees to review, examnisgect or obtain such information only for thegmses
described above, and to otherwise hold such infoaomaonfidential and secret pursuant to the teofithis agreement.

BE IT KNOWN, that the Company has or shall furnigtthe Undersigned certain confidential information
described on attached list, and may further alloppsiers, customers, employees or representativiee €Company, all on
the following conditions.

1. The Undersigned agrees to hold all confidéotigroprietary information or trade secrets (Bimhation") in trust and
confidence and agrees that it shall be used onlghfocontemplated purpose, and shall not be useghy other purpose
or disclosed to any third party under any circumsés whatsoever.

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

3. At the conclusion of our discussions, or udemand by the Company, all original documents uiticlg written notes,
photographs, or memoranda shall be promptly retuitaghe Company. Undersigned shall retain noesopr written
documentation relating thereto without the consétihe Company.

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

5. Itis understood that the Undersigned shalkh® obligation with respect to any informatiorotum by the Undersigned
or as may be generally known within the industigipto date of this agreement, or that shall becoommon knowledge
within the industry thereafter.

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

7. This agreement shall be binding upon and ituithe benefit of the parties, their successotsassigns.

NOoO oM~ WNPEP

8. This constitutes the entire agreement. Sighisd day of

Witnessed:

Witness Company Representative
Witness Undersigned
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10.2.4 CONSULTING SERVICES AGREEMENT

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:
The consultant will consult with and advise in fhkkowing matters:
i.
il.
il
FEES & EXPENSES:
The consultant's fee for the above services is $ basagon an
estimated duration of days.
A retainer(downpayment/deposit) of $ s immediately due and
payable. Future payments will be made upon congledf this assignment, or in
exchange for the documents provided.
Expenses will be reimbursed upon receipt of theiire:
Signed under seal this day of
Consultant Client
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10.2.5 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 ithescas:
agreemeihe first party agrees to perform
for the secony part
and dated (Agreement), doyackinowledge and agree

that:

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

2. That the parties acknowledge that said Agreemematsbe performed and
completed on said date and that the parties henedgsire to extend the
performance date, as if said extended date wererihimal date of performance.

3. That the parties hereby mutually agree that the fietperformance be continuad
and extended to , time beilgeogssence.

4. There is no change in terms or further extensitowald.

This Agreement shall be binding upon and inurdntlienefit of the
parties, their successors and assigns.
Signed this day of

In the presence of:

Witness First
Party
Witness Second Party
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10.2.6 DEMAND FOR OVERDUE PAYMENT

DEMAND FOR PAYMENT

Date:
To:

Demand is hereby made that you pay to the undedijdoncle Ming’ s Gallery, say
Hong Kong Dollars (%) , Which represents overdue payment
as of invoice # dated This sum shall be paid on or before

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

between us and | shall demand for penalty on taphebrdinary payment
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10.2.6 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

D

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

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

premises by you as provided in Section f a certain lease agreement between us dated
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10.2.7 FINAL NOTICE BEFORE LEGAL ACTION

FINAL NOTICE BEFORE LEGAL ACTION

Date:
To:
DearMr.
We have repeatedly advised you of your long ovetshliance 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 furtietay.

12

There is still time, however, to avoid suit if yoontact us within the next five (5) day:
This will be your final opportunity to resolve meits without the expense of court

proceedings.

Very truly,
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10.2.8 AGREEMENT TO LEASE

AGREEMENT TO LEASE

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

Lessor does hereby agree to grant, demise anahlétl_essee does hereby agree to takdour story
building at 800 Douglas Entranosith appurtenances, from thetday ofFebruary1995to the31stdate of
Januaryat the rent or sum tfvelve thousandollars ( $2,000.00), to be paid as follows he total payment
shall be made in 12 equal monthly installmentsig080.00 each. Rent to be paid on the 1st dagaf e

month during the lease.

It is further agreed by and between the partiesttimlLessor shalMaintain the physical appearang
of the property including: landscaping and othgraies and maintenance as needed.

It is further agreed by and between the partiesttimlLessee shalte responsible for the payment ¢
all public utilities

It is further agreed that the lease herein providedhall be executed by the parties hereto orishe
day ofFebruary

It is further agreed that in the event that theédaerein provided for shall be executed, thenimnd
such case the Lessor shall give, and the Less#aalte possession of said premises on the d&glofuary
and the rent to be reserved in the said agreeneairhprovided for shall commence and be payabta aid

last mentioned date.

It is further agreed that, in the event that eitharty hereto shall neglect, refuse or in any vedlytd
execute the lease herein provided for, at said &imkplace, then the party in default shall pagh&other
party the sum afix thousandollars ($6,000.00) as liquidated damages and not as a penalty.

It is further agreed that the lease shall contaenfollowing provisions: After the
expiration of the lease dates above the Lessotasske shall continue the same agreement on a rhgnth
month basis, until a new lease agreement is drédteeplace this document.
be responsible for the payment of all public ugkt

It is further agreed that these presents shalladpemly as an agreement to lease, and not asea le

IN WITNESS WHEREOF, the parties hereto do set thaimds and seals.

Witnessed:
Witness Landlord
Witness Tenant
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10.2.9 WITHHELD DELIVERY NOTICE

WITHHELD DELIVERY NOTICE

Date:

To:

Dear

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

Yes/No Overdue balance of $ mustifepaid.

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 shipmehbwiinade in single lot.
Yes/No Other:

(e.gThe factory sent the wrong merchandise and we areng for them to
ship the proper merchandise.
Please respond to this notice so we may fulfillryangder without further delay or inconvenience
Very truly,
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10.2.10 QUOTATION

YOUR REF.: OUR REF.:UM/QUO/ DATE: _ / /19
QUOTATION
(PRINTING)
TO MESSRS:
(ATTN: )
(Tel: Fax: )
RE:
ltems 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 dstai
Accepted BY: Delivered BY:
Uncle ming's gallery
Date: Date: __ / /19
E.& O.E.
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10.2.11 GENERAL TERMS AND CONDITIONS (for regular local trading)

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

1. Method of Payment:

1.1 If no prior mutual agreement on the methodagihpent is made between the two parties, the saiel(p)y is(are) quoted on COD basis and deposit no
less than 30% of the amount must be paid upondtiérimation of order.

1.2 All payments are to be made by cash or cradsegue payable to "Uncle Ming's Gallery"

1.3 If the customer cancels the order unilatenaitiiout good reason(s), all the deposit will bddited to pay off the cost accrued in the produrctimocess
and Uncle Ming's Gallery will reserve the rightstee for the discrepancy if the deposit is not sigffit to cover the loss thus arises.

2. Validity of Price:

21 This quotation will be valid through ONE mosthce the date of issue and subject to change wtitiatice. The price will be fixed upon the
confirmation of order by both parties.
2.2 The quoted price(s) is(are) only valid for thedfied quality(quantities) only. New quotatioroald be requested if different quantity(quantitief)

goods or services is (are) ordered.

3. Delivery of Goods

3.1 If not otherwise specified, the delivery of geavill be made within 10 working days after thefoonation of order or artwork whichever is later.

3.2 In case of failure to deliver the ordered gdgmthe customer on or before the specified dsfidate, the customer may choose to cancel thévasecand
receive full amount of the deposit or down payngeit upon the placement of the order.

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

3.4 The customer must check the genuineness dficptéans of goods upon the collection and undgrsin the invoice for verification of acceptance. N
refund will be allowed for non-defective articles.

4. Legal Responsibility and Disclaimer

4.1 The goods or services is provided as is.
4.2 All trademarks, registered trademarks or hmantes of marketable brandname products are prepefttheir respective owners.
4.3 The customer must be liable to the legal respiity for the production of the service(s) oogduct(s) as specified by him/her. We reserve tite to

terminate the contract unilaterally without any gemsation if no proper document of authorizatiamtea shown to us upon our request for using cobpted
content such as logo(s), brandname(s) or design(s)e have good reasons to believe that he/skiedsatto create or produce anything that will bedabtous,
obscene or immoral,, or infringe the privacy ofdparty.

4.4 The product or the content of product shoutdgly with all the relevant ordinances if not mengéd above. The customer must be liable to all the
damages or claim arising from the production offffeluct(s) and/or service(s)

4.5 For all OEM/ODM or custom design product orders reserve the right to keep reasonable quasftggmples for documentation and/or
demonstration purposes. All the samples will batée in good faith and will not be abused in any.wa

4.6 Please refer to our "Privacy Policy" for detaibout our liability and its limitation to persdpaivate) data.

4.7 Please refer to our "Supplementary Disclaimelrfternet Related Services & Activities" for détabout our liability and its limitation to inteet

related services
4.8 Please refer to our "Warranty Policy" for detabout our limited warranty pledged for our seggior products.
5. Claim for Defective Articles, Delay or Nonperieince
5.1 Claim for replacement or refund for defectiviickes must be made within 7 days since the daletiery.
5.2 The claim of customer for delay or nonperforogadue to Force Majeure is limited to the depasitawnpayment only, the supplier, "Uncle Ming's
Gallery" shall not be liable to the customer foy éosses and liabilities of any kind arising fronyaause beyond its reasonable control including&@od,
government act, war, fire, flood, accident, indastlispute or impossibility of obtaining materials
5.3 In the case that customer supplies the ravermmahor middle product for processing, a reasanablcentage of wastage must be assumed and accepte
The customer should understand that wastage dilméngroduction process is unavoidable and musipactiat no compensation will be promised for thstage.
All wasted materials, if not consumed in the cowfgeroduction, will be returned to the customer
6. Placement and Confirmation of Order:

Order for the said articles may be confirmed blyegitindersigning on this quotation/invoice with gamy chop if there is any, or sending us the affici
purchase order with authorized signature and coynglaop.

SUPPLEMENTS TO THE TERMS AND CONDITIONS FOR PRINTIN G:
1. Standard of Printing
1.1. The customer should understand that in the $mtch printing of every print job, there may beraich as +/-5% discrepancy in the reproductiarolafr with
reference to the Pantone Processing Color Guidguivalent. This should not be interpreted as tigfeor nonstandard products.
1.2. The customer should understand that in diffdsatch printings of the same print job, there f@ys much as +/-5% discrepancy in the reproduoficolor
for full color (i.e. CMYK) printing or 10% for Mon@ulti-color printing with reference to the PantdRecessing Color Guide or equivalent. This shoolcbe
interpreted as defective or non-standard products.
1.3. The customer should understand that printindifferent media will result in unpredictable rktso the reproduction of color. This should notibterpreted as
defective or nonstandard products.
1.4 There is no guarantee for the reproducti@spetial effect created by methods such as texasting, plug-in filters, color distortion and dibse techniques
which are deemed not to be repeatable. For theopemgf pursuing best result, the customer may stdoietest printing or press proof provided hefsags 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 yearsiayping for 6 months free of charge. However, élismo
compensation for the corruption or loss of softycopartwork due to hardware failure or Force Mageu
2.2 Lithographic Plate and Film: Lithographic pl&deeach print job will be kept for 3 months ahe preservation of film will be limited to 6 mosth
2.3 Uncle Ming's Gallery may have the right to kegher hard copy or soft copy of all the artwauk frinting. All the copies or data in record vi# treated in
good faith and will not be abused in any way exaeptse of Force Majeure.
2.4 The customer must pay for the cost of filmeifdme request to keep the film by himself/herselépt there is prior agreement concerning the degpaf film
upon the confirmation of order. In any case, tti®tiraphic plate will only be kept by printer ordlenMing's Gallery.
3. Artwork and Film Production Service:
3.1 Scope of Service: The said services includthalpre-press steps except design in the produatian artwork and film for printing, e.g.. drawirtypesetting,
scanning, photo-taking, color separation, film otifproofing and dummy making.
3.2 Amendment: For all those amendments not doartéault must be fully paid up by the customerqgéest for amendment must be made in writing or dirgw
with clear and precise instruction(s) or marking(s)t. Oral instruction is not acceptable to auwnidtake(s) arising from ambiguity or misinterptieta of words.

SUPPLEMENTS TO THE TERMS AND CONDITIONS FOR DESIGN:
1. Definition of Design:
Creation of graphical artwork, decorating ornamantangement of any kind of objects and/or presentaf ideas concerning the aforesaid services in
an organized way such as plan, sketching, photbgeiide, sound track, videotape, film, computeptpic, etc..
2. Amendment:
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The customer may request for 2 minor amendmerttetprovisional design. Additional amendments anadt @rtwork are subject to studio charge at
current time rate.
3. Fee:

The customer must pay at least 50% of the totaégted charge for the design in any form as depositfully pay up the cost of film, plate, pressagir
and/or anything produced in the course of prodnaticen he/she declines to accept the design arehder all the film, plate, press proof or elsedithe
production process for any reason.

4. Copyright:

The customer who fully pay up all the service ckaxgl have the copyright to the finished artworkdesign as a whole except those individual
composing elements including visual content sudtlipsrts, images, photographs, etc., or verbalesd such as slang, quotations, old sayings freto. either
Uncle Ming's Gallery or thirty party. Uncle MingZallery reserve the right to keep reasonable sagithe artwork/design for the purpose of job rea
presentation of samples in self-promotion actisitie

SUPPLEMENTARY DISCLAIMER FOR INTERNET RELATED SERVI CES & ACTIVITIES

1. The content provided on this web is subjectigmge without prior notice.

2. The use of the content provided on this wel y®ar own risk. There is no warranties whetherresped or implied for any damages that might arise
from using the data. Uncle Ming's Gallery assuneegesponsibility for any loss of money, time orduwotivity, or damages in any way to any person(s)or
computer hardware or software as a result of braywsi downloading from our web.

3. The goods or services is provided as is.

4. All trademarks, registered trademarks or brandrsaare properties of their respective owners.

5. You may not store, modify, publish, transmispdiay, distribute, or resell the content of thidwescept as otherwise expressly permitted under
copyright law.

6. Uncle Ming's Gallery is not responsible for &wailability of the external sites or resourcekédith by URLs on our web, and does not endorse amat is

responsible or liable for any content, advertisproducts, or other materials on or available fsaroh sites or resources. Uncle Ming's Gallery atsmmes no
responsibility for any damage or loss caused egatl to be caused by or in connection with use @limance on any such Content, goods or servicaitadle on
or through any such site or resource.
7. All the products in those albums under the aategf commercial products or services are disgdafpr reference of specification only. Some ofrthe
may contain logos, trademarks or company namerofendors or customers. Except as otherwise expreasnitted under authorized reseller contraay thre
not offered for sale and the logos, trademark®ompany name belong to their respective owner . &ieption of them without authorization is stricibybidden.
The price, if there is any, only serves as a raf&rénformation of the production cost but doesimply that they are marketable to the public witho
authorization.
8 All the sample photographs in those albums utigecategory of commercial photography are disgldgedemonstration only. They are taken by us
for our customers. According to the terms and dand for photo-taking jobs of our gallery, our @rmers are given all the rights to the photographsake for
them. We only reserve the right to keep and shevptiotographs as samples for reference. You a@lonated to copy, store, resell, distribute or [sh#d any
photograph in those albums.

Some of the items are patented products. Imitatf them may infringe the interest of their patesider and subject to legal prosecution.

10. For the protection of our customers' interastrivacy, all the sample photographs are dowdsizgartly covered They must be put on the web at
least 6 months after the job completed or afteoffieial release date of the products to be phatphed.
11. All the fonts and symbols displayed in the fonsymbol navigation list are shown for refereanly. Anyone who want to subscribe the artwork

creation or production services from us may refét &nd select his/her favorable fonts or symbmiis artwork. The fonts and symbols will be enhdied in the
artwork either in text or line art format. The anigl source file(s) of the font(s) or symbol(s)ise will not be supplied with the artwork.

12. We keep releasing some selected photographmages from our own image bank for free downloaoki Yhay download the image files provided
under the category of free images download for aomercial use free of any charges on conditiontti@treator or publisher stamp is kept. You mayg &hk or
redistribute these image files with the creatgoulisher stamps of our gallery, together with tizisnse agreement to third parties if no commeh®aefit is to be
generated.

13 You are not allowed to create scandalous, obsmeimmoral works with the content, including btk text and images but not limited to, on our web
or relate them to identifiable individuals or elesitin a manner suggesting their association asrsrthent of any product or service. In such a gasemust liable
to all the legal responsibilities for your abuse.
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10.2.12 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.
¢) the unit has not been installed, maintainedperated in accordance with the instruction
furnished by the manufacturer.
d) any unauthorized repair or modification cadrout 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 sseranual.
b) fault voltage supply.
c) fire, flood, or any other will-of-god.
4. The limited warranty period for the product iménths since the date of purchase.
5. Please return faulty product in original packagilf 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 repaiduag to the termination of the production of thedelp
the faulty product will only be replaced by similaondel of equal value
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10.2.13 WAIVER AND ASSUMPTION OF RISK

WAIVER AND ASSUMPTION OF RISK

The undersigned, (Custpuoduntarily makes and grants this Waiver and
Assumption of Risk in favor of (Seller) as partial consideration (in addition to
monies paid to Seller) for the opportunity to use facilities, equipment, materials and/or otheetsof
Seller; and/or to receive assistance, trainingd@ute, tutelage and/or instruction from the persboh
Seller; and/or to engage in the activities, evesyierts, festivities and/or gatherings sponsore8diler; | do
hereby waive and release any and all claims whéthesntract or of personal injury, bodily injurgroperty
damage, damages, losses and/or death that mayrariseny aforementioned use or receipt, as | urtdads
and recognize that there are certain risks, daragaterils connected with such use and/or recetuth |
hereby acknowledge have been fully explained tamwhich | fully understand, and which | neveréssl|
accept, assume and undertake after inquiry andsfigagion of extent, duration and completeness lhol
satisfactory and acceptable to me.

| further agree to use my best judgment in undentathese activities, use and/or receipt and to
faithfully adhere to all safety instructions andaamendations, whether oral or written. | herebifgethat |
am a competent adult assuming these risks of myfimerwill, being under no compulsion or duressisTh

Waiver and Assumption of Risk is effective from , to , inclusive
and may not be revoked, altered, amended, rescimdenided without the express prior written cortsen
Seller.

(Customer)
Print Name Date

32

Customer's Signature Age
Address
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10.2.14 PRIVACY POLICY

1. Preamble

It is always our principle to value the privacyoofr customers. We pledge to take every measuedegusard and protect the private and personal
information of our customers.
2. Scope of the Policy
21 This policy covers how "Uncle Ming's Gallery&ats personal information that we collects andvesgincluding information related to your past us
of our products and services. Private or persariatmation is information about any legal entitgtis identifiable like name, address, email adgresphone
number, and that is not otherwise publicly avadabl
2.2 This policy does not apply to the practicesashpanies that Uncle Ming's Gallery does not oweamtrol, or to people that we does not employ or
manage.
3. Collection of Information
3.1 At our shops, web sites or FTP sites, you cdergroducts, downloading files or otherwise egpr@n opinion, subscribe to one of our services. Th
types of private or personally identifiable inforioa that may be collected include but not limitedname, address, e-mail address, telephone nufaker
number, credit card information, and informatiowathyour interests in and use of various prodymtsgrams, and services.
3.2 At our shop, web sites or FTP sites, you cdmitinformation about other people or organisatidfor example, you might submit a person's narde an
e-mail address to send an electronic greetingaaddif you order an item, whether at our premisamline, and want it sent directly to the reaipje/ou might
submit the recipient's name and address. The tfgeé/ate or personally identifiable informatidmat may be collected about other people or orgtoisa
include: recipient's name, address, e-mail addaesktelephone number, or password for the acoebke specified internet servers in the provisibweb-building
services.

3.3 Only persons who provide us with the requeseedonally identifiable information will be ablededer products, programs and services, or otserwi
participate in the activities and offerings we ariga.
3.4 Our CCTV or telephone surveillance system neagnd all the business activities that take pla@iapremises or on the phone. We also collect

certain non-personally identifiable information whgu visit many of our Web pages such as the ¢fjpeowser you are using, the type of operatingesys/ou
are using, and the domain name of your Internetcgeprovider.

3.5 We do not ask a child under age 13 for persaf@imation more than necessary as a conditigradicipation or purchasing,.
3.6 We will not contact children under age 13 alsmetcial offers or for marketing purposes withopagent's permission.
3.7 Our server may automatically receives and dscimformation on our server logs from your browsgeluding your IP address, Uncle Ming's Gallery

cookie information, and the page you request.
4. Use of Information

4.1 Uncle Ming's Gallery uses information you pd®/to customize the advertising and content yoptsdelfill your requests for products and sergice
improve our services, to contact you, to condusgtaiech, and to provide anonymous reporting forrialeand external clients.
4.2 We use the non-personally identifiable infoiiorathat we collect to improve our products and. &® may use this information in the aggregate to

analyze the market situation, as well as to offer gproducts or services.
5. Information Sharing and Disclosure

5.1 We do not rent, sell, or share personal inftionabout you with other people or non-affiliatenpanies except to provide products or servica¥go
requested, when we have your permission, or uheédotlowing circumstances:

5.2 We may disclose personally identifiable infotimain response to legal process, for examplegsponse to a court order or a subpoena.

5.3 We may disclose such information in responseléav enforcement agency's request or where vievbet is necessary to investigate, prevent, ke ta

action regarding illegal activities, suspected dragituations involving potential threats to thggibal safety of any person, violations of our tewhuse, or as
otherwise required by law.
5.4 We transfer information about you if we arewied by or merged with another company.
5.5 We provide the information to trusted partiene work on behalf of or with Uncle Ming's Gallamder confidentiality agreements. These companies
may use your personal information to help UncledwirGallery communicate with you about offers fridntle Ming's Gallery and our marketing partners.
However, these companies are required to protiscinflormation in a manner that is consistent wliils Privacy Policy
5.6 We must have a parent's permission to shaieftvenation if the user is a child under age 1&dnts have the option of allowing Uncle Ming'sl&gl
to collect and use their child's information witheonsenting to Uncle Ming's Gallery sharing oftimformation with people and companies who maythise
information for their own purposes.
5.7 Although we take appropriate measures to safégagainst unauthorized disclosures of informati@cannot assure you that personally identifiable
information that we collect will never be discloseca manner that is inconsistent with this PrivRojicy.
6. Cookies
6.1 Uncle Ming's Gallery may set and access Undfelsl Gallery cookies on your computer.
6.2 Uncle Ming's Gallery uses web beacons to addeste Ming's Gallery cookies inside and outsidemetwork of web sites and in connection with Uncle
Ming's Gallery products and services.
7 Confidentiality and Security
7.1 We limit access to personal information abaut o employees who we believe reasonably neeonte into contact with that information to provide
products or services to you or in order to do tjudis.
7.2 We have physical, electronic, and proceduffebsards that comply with relevant regulationsratert personal information about you.
8. Disclaimer
Uncle Ming's Gallery is not liable to the discloswf information due to Force Majeure For examplé¢he case of all natural disasters, theft, unlawf
break-in, hacking, or virus attack when all our gibgl, electronic, and procedural protective messtail to defend.
9 Information Update
9.1 If you need to update the information of yoarsenal profile with us, please send an email ppstt@um-gallery.com
9.2 To protect your privacy and security, we véke reasonable steps verify your identity befoesting access or making corrections.
10. Changes to this Privacy Policy
Uncle Ming's Gallery may update this policy.
11. Questions and Suggestions
If you have questions or suggestions about thigpyi policy, please contact us at: "umgllery@hkstan” or
Uncle Ming's Gallery
Customer Support - Privacy Policy Issues
Unit 97-97A, 1/F, Hunghom Square
37-39 Matauwai Road, Hunghom,
Kowloon, Hong Kong SAR
(Tel: 852-23659900)
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10.2.15 SUPPLEMENTARY DISCLAIMER FOR INTERNET RELAT ED SERVICES & ACTIVITIES
L e R T S

- Last Updated on Oct 18, 2005 -

1. The content provided on this web is subjechimge without prior notice.

2. The use of the content provided on this welb y®ar own risk. There is no warranties whetheresged or implied for any damages that might &se using
the data. Uncle Ming's Gallery assumes no respititysibr any loss of money, time or productivityy damages in any way to any person(s)or compareiware
or software as a result of browsing or downloadiingh our web.

3. The goods or services is provided as is.
4. All trademarks, registered trademarks or brandrsaare properties of their respective owners.
5. You may not store, modify, publish, transmispdiy, distribute, or resell the content of thidweecept as otherwise expressly permitted undemighy law.

6. Uncle Ming's Gallery is not responsible for #hailability of the external sites or resourcekéith by URLs on our web, and does not endorse amat is
responsible or liable for any content, advertisproducts, or other materials on or available fsaroh sites or resources. Uncle Ming's Gallery atsmmes no
responsibility for any damage or loss caused egatl to be caused by or in connection with use @limance on any such Content, goods or servicaitadle on
or through any such site or resource.

7. All the products in those albums under the aategf commercial products or services are disgdefpr reference of specification only. Some ofritraay
contain logos, trademarks or company name of ondars or customers. Except as otherwise expressiyifted under authorized reseller contract, theynat
offered for sale and the logos, trademarks or compame belong to their respective owner . Reprtintuof them without authorization is strictly fadden. The
price, if there is any, only serves as an infororatf the production cost but does not imply thaytare marketable to the public without authoidrat

8 All the sample photographs in those albums utidecategory of commercial photography are displdgedemonstration only. They are taken by usfar
customers. According to the terms and conditiongffimto-taking jobs of our gallery, our customersgiven all the rights to the photographs we fakéhem.
We only reserve the right to keep and show theqgiaphs as samples for reference. You are notedida/copy, store, resell, distribute or publishag
photograph in those albums.

9. Some of the items are patented products. lmitatf them may infringe the interest of their patevider and subject to legal prosecution.

10. For the protection of our customers' interastprivacy, all the sample photographs are dowdsizgartly covered They must be put on the wdbast 6
months after the job completed or after the offimdease date of the products to be photographed.

11. All the fonts and symbols displayed in the fansymbol navigation list are shown for refereanly. Anyone who want to subscribe the artwork toeeor
production services from us may refer to it andadhis/her favorable fonts or symbols for his arkw The fonts and symbols will be embedded iratth@ork
either in text or line art format. The original scei file(s) of the font(s) or symbol(s) in use witit be supplied with the artwork.

12. We keep releasing some selected photographmges from our own image bank for free downloaok Yhay download the image files provided under the
category of free images download for noncommetrdalfree of any charges on condition that the ereatpublisher stamp is kept. You may also link or
redistribute these image files with the creatgoulisher stamps of our gallery, together with tizisnse agreement to third parties if no commeh@aefit is to be
generated.

13 You are not allowed to create scandalous, obsmeimmoral works with the content, including bthk text and images but not limited to, on our wetelate
them to identifiable individuals or entities in @nmer suggesting their association or endorsenfamygroduct or service. In such a case, you ialse to all
the legal responsibilities for your abuse.

14. Refer to the

"Copyright Notice",

"Terms and Conditions",

"Important Notice to Customers",
"Supplementary Notes to Customers", and
"Customer Support”

for the details before placing your order with us.
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10.3 SAMPLE DOCUMENTS FOR PURCHASE AND SUB-CONTRACTION

10.3.1 APPOINTMENT OF DEALER/DISTRIBUTOR

Your Ref.: Our Ref.: Date:

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

(Co. Address)

SUBJECT: Authorization of Distributor/Dealer

Dear )

hereby names as les| 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 Teems ang
Conditions attached to the Price List of “Huape@jassware issued hy
The authorization to set forth in this letter shall remajin
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 inrémgion of Hong Kong SAR.

Sincerely yours,

Authorized Signature

For and on behalf of ,
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10.3.2 Appointment of Sub-contractor

CONTRACTOR AGREEMENT

THIS AGREEMENT made this day of , , by and between inhéiez called the

Contractor, and , hereinafter calle®Dthaer.
WITNESSETH, that the Contractor and the OwnerHterdonsiderations named agree as follows:

ARTICLE 1. SCOPE OF THE WORK

The Contractor shall furnish all of the materiaisl perform all of the work shown on the drawingd/andescribed in the specifications
entitled Exhibit A, as annexed hereto as it pest&nwork to be performed on property located at:

ARTICLE 2. TIME OF COMPLETION

The work to be performed under this Contract deltommenced on or before and shalllistantially completed on 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 Contractuhedf ($) , Subject tg
additions and deductions pursuant to authorizedgsharders.

ARTICLE 4. PROGRESS PAYMENTS
Payments of the Contract price shall be paid imtbaner following:
ARTICLE 5. GENERAL PROVISIONS

1. All work shall be completed in a workmanshlelmanner and in compliance with all building coded other applicable laws.

2. To the extent required by law all work shallgeeformed by individuals duly licensed and autrediby law to perform said work.

3. Contractor may at its discretion engage sulbaoturs to perform work hereunder, provided Condrashall fully pay said
subcontractor and in all instances remain resplenfsibthe proper completion of this Contract.

4. Contractor shall furnish Owner appropriateasés or waivers of lien for all work performed atetials provided at the time the nex|
periodic payment shall be due.

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

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

7. Contractor shall at its own expense obtaipedinits necessary for the work to be performed.

8. Contractor agrees to remove all debris anceléiae premises in broom clean condition.

9. In the event Owner shall fail to pay any pedat installment payment due hereunder, Contrantay cease work without breach
pending payment or resolution of any dispute.

10. All disputes hereunder shall be resolved bgibmarbitration in accordance with rules of theekiman Arbitration Association.

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

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

ARTICLE 6. OTHER TERMS

Signed this day of ,

Signed in the presence of:

By
Witness Contractor

By.
Witness Owner
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10.3.3 Purchase Order
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