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SALES ASSET, BUILDING
OR CONDO
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PAGE 4

PURPOSE

» To set the standard procedure in Sales & Marketing department for
control process “Sales Asset” of company is efficiency & effectiveness
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PROCEDURE pAGE 5

No.

Procedure

Sales department contacts the buyer or broker (Agent), leads the customer to visit the location then offers to sell the price according to the company
policy as

» In case customer interesting the price according to the company policy notice to Sale and Marketing Manager acknowledge.
+ In case customer negotiate the price is not into policy should be requirement approval from Sale and Marketing Manager before process continue sale

The sales department past the information agreed with the customer to accounting department to calculate the transfer fee, Specific business tax,
Corporate income tax and other expenses such as insurance, electricity, Money fund and net sales price The accounting department must send all the
information back to the sales department within 1 business day, then the sales department presents to the Sale and Marketing Manager for approval
within 1 day

Sales department coordinates with the buyer or broker (Agent) to make an appointment for customers to knowledge all information and conditions as follows

1. Total sale price
. The deposit has the following conditions.
2.1. Buyer deposit 10% and period transfer within 30 days.
2.2. Buyer deposit 5% and period within 15 days.
. Transfer fee and all taxes on the transfer date
. Other expenses such as electricity insurance, money fund, etc.
. Time of transfer at the land office

. Total remaining payment period
. Documents that the customer must prepare for the purchase and Sale agreement (full version) such as Passport or ID card. Or customers as on behalf of the company

N

~NoO oA~ W

Purchase and Sale agreement prepares by sales department fill in all information then send agreement to the Legal Department check & verified of
wording in contract within 2 days. Contract file must be sent via Email as a Word file for editing. And contract files must be mailed cc to the Corporate
Strategy Department and all relevant persons acknowledge. Is written in print (Should not have a handwritten amendment in the purchase and sale
agreement) when the purchase and sale agreement is completed, presented to Sale and marketing manager approved Together with the signing of the
witness and the company seal in the purchase and sale agreement to complete before delivery to the buyer to sign
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PROCEDURE PAGE &

No. Procedure

5. The purchase and sale agreement when the buyer signs and pay the deposit the sales department should be scan the purchase and sale agreement signed
by the buyer to all stakeholders via email (finance department, corporate strategy department, legal department and management department). The original
purchase agreement is sent to the accounting department to keep as evidence.

6. The sale department sent "Deposit" or pay-in of deposit to Finance Department to verify the receipt of deposit payment into the Company's account (Statement
Bank) and notify the relevant parties of the correct payment. Complete by Email to Sales and Marketing Department Corporate Strategy Department and the
Legal Department within 1 day

7. The sales department coordinates with the condominium juristic person. To request documents for debt release within 15 days after the date of signing the
purchase and sale contract Contact the condominium juristic person to issue an invoice to submit to the accounting department to make payment voucher.
And send it to the finance department to do a check Present to the authorized person to complete payment within 7 days

8. Sales department coordinating with the legal department in order to notify the Legal Department to make minutes of the property sale meeting To deliver
to the authorized person to sign according to the conditions in the company certificate At least 4 days after the signing of the contract to sell.

9. After the department has received the check and brought it to the legal entity and received a document of debt release document has been completed To
make an appointment for the buyer to transfer ownership of the condominium units at the land office according to the area of residence of that apartment

10. The sales department receives money from the sale of the condominium unit. All outstanding payments and take the check or cashier check or pay-in slip
to the Finance Department to take into account the company. Or check the money into the account correctly and completely? Then notify the sales
department within 1 day from the date of receipt. And notify related persons of the sale is completed, receive the money correctly and completely via email
to the accounting department, corporate strategy department, legal department and management for information
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ADDITIONAL EXPLANATION

PAGE 7

Sales and marketing department, there is a price policy, various conditions and the procedure for dealing in the purchase of a
condominium as follows:

Price policy for condominium sales Considering the selling price not lower than 20% of the original condominium price that the Company Has
approved the selling price If in the event that the sales department offers a price lower than 20% of that approval price Consider the following

Buyers must purchase 2 or more apartments, considering the price is not less than 5% of the selling price, 20% discount and the buyer must
deposit 10%. The transfer period is within 30 days only by consideration at the discretion. For each buyer (Case by case)
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AUTHORIZATION TABLE

Scope and Approval

Operation process Executive & Head of Department

ca  O%"er  pm cFo
Rep.
Approval of Sales

Approval of Rate Structure and Price Policy DIR = Department Direct

Approval of Quotations based on Rate Structure and Price Policy

Approval of Quotations with special rates or discounts out of the Rate Structure and
Price Policy

Approval of Quotations with sales items not listed in Rate Structure and Price Policy

Approval of sales contracts based on Rate Structure and Price Policy

Approval of sales contracts out of Rate structure and Price Policy

Approval of revisions of conditions in the sales contracts

Approval of Other Sales Contracts
PR & Marketing Operation

Approval of artworks for advertising, signages, PR & media

Approval of creative brief sheet
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SALE ASSET WORKFLOW

Customer / Agent

Customer signs sale and
purchase contract

-

Pay a deposit according to the
company regulation

Inform the customer to prepare
the document for transferring of
the ownership at the
Department of Lands

1. Customer signs sale and purchase contract
o

. Salesperson contracts with the customer to inform the‘

1. Salesperson fills the standard sale and purchase
contract form revised by the legal department.

Customer or agency contract with salesperson or
sales department directly engages with the
customer without contacting the agency.

. Bargain sale

The selling price must comply with the company

Account / Legal

%Y

Salesperson coordinate with the
i to calculate

regulation

If the selling price doesn't comply with the company
regulation, the approval of the sale and marketing
manager is needed.

. Inform the settled selling price to the sale and

marketing manager

.0

the total payment, fees, and transfer
fees within 1 day.

e

Approver

Submit payment table to the sales
and marketing manager for approval

price, transfer fees, and other payment

l
. Inform terms and conditions of deposit payment, which

must be in accordance with the company regulatior

n
. Inform terms, conditions, and period of transferring of the

ownership

. Inform the additional payment that must be made on the

day of transfer

. Request the document that needed for engaging in the

sale and purchase contract

. Customer signs the document for acknowledging the

terms and conditions.

e

ES

The legal department revises the sale
and purchase contract and certifies
by signing, then submit it to the sales
and marketing manager.

v

The sales and marketing manager
approves the sale and purchase
contract.

2. Pay adeposit according to the company <

Finance / Account

Oee

Finance department
Check the deposit balance which paid into the
company account

Issue a receipt/tax invoice for a deposit

regulation

3. Inform the customer to prepare the
document for transferring of the ownership
at the Department of Lands

8y

. Meet the customer at the Department
of Lands
. Salesperson prepares the required

e

. Contract with the legal entity to request
debt-free certificate and invoice

. Contract with the legal department to
request a meeting minute

. Forward the invoice to the accounting
department for preparing the payment

The legal department provides a selling
property meeting minute and submits to the
approver for use as the Department of
Lands appendix document.

payment to customers

B e

Accounting department
1.Issue the payment voucher according to the invoice received
from the legal entity and submits to the responsible person for

voucher

. Salesperson pays the remaining payment
by cheque. Then, the legal entity issues the

an approval

Finance department

1.Issue a cheque payable to the legal entity and submit to the
responsible person for an approval to pay

debt-free certification and payment receipt.
. Forward the payment receipt to the finance

documents (Debt release letter, 4
Meeting minutes, Company
document, and Power of attorney)

. Collect the remaining contract price

. Pay transfer fees and other payment

. Salesperson forwards the document to the
accounting department to prepare a cheque
for a transfer fee

©Z o=

Accounting department

1.Issue the transfer fees and advance payment voucher
and submit to the responsible person for an approval

Finance department
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SALE ASSET PROCESS PAGE D

CUStorgelr/Agent/ * Agency or salesperson engage with the customer and negotiate price and condition which must comply with the company price regulation
ale
*  Forward the document submitted by the agent to the legal department. The legal department prepares a sales and purchase contract and submits to the customer for an approval

Sales department * Forward the document submitted by the agent to the accounting department for calculating transfer fees, specific business tax, and company income tax from the total price.

Legal and - Prepare a sale and purchase draft which must comply with the condition and price settled by the salesperson.
Accounting

department *  The accounting department calculates transfer fees, specific business tax, company income tax, and other payment (Insurance of electric meter, Fund).

+  Salesperson informs about the transaction and submits the sale and purchase contract to K.y« for acknowledgment and approval

Approver

+  Salesperson submits calculation of transfer fees, specific business tax, company income tax, and others payment to K.nsws for approval

| > Salesperson and »  Salesperson makes an appointment with the agent and the customer to sign the sales and purchase contract, collects 10% deposit, and informs the company’s terms and conditions about
Agent paying the remaining paying and transfer fees which must be paid on the transfer day. Then, informs the meeting detail including date, time, place which is at the Department of Lands.

| . . Finance staff makes a copy of a cheque, cash the cheque and deposit the money in the company’s bank account. Then, issue the receipt/tax invoice to the customer (hand out the
Finance receipt/tax invoice to the salesperson, so the salesperson can give it to the customer on the transfer day).

|_>

Accounting and *  The accounting department issues the maintenance fee voucher according to the invoice received from salesperson and submits to the responsible person for approval.

Contract the agent and inform the customer about the date and time of transferring at the Department of Lands and paying the remaining amount

Contract the legal entity for requesting an expense summary calculated from present to the transfer day and invoice. Then hand over to the accounting department
for issuing a payment voucher and to the finance department for issuing a cheque.

Finance *  The finance department issues the cheque according to the voucher and submits to the responsible person for approval to pay.

| > Sal Pay the maintenance fee to the legal entity by cheque and request the dept free certificate. Salesperson give the dept free certificate to the customer
alesperson which used for purchasing property or taking a loan

*  Provides selling property meeting minute and submits to the responsible person for approval (K.3des K.auaam)
Legal department .

Provides withdrawal request document for paying transfer fees, specific business tax, company income tax, and other payment
(such as revenue stamp, lawyer fee)

> Final payment +  Accounting and Finance prepare PV and Final cheque
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RELATE FORM pAGE

Record Title Responsible By Disposition record approval by
1 Table calculator transfer fees and expenses Account Department Financial Controller
2 Purchase and Sale agreement Sale & Legal Department Sale and Marketing Manager
3 Minutes of the property sale Legal Department Authorized person to sign the company certificate
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1. Table calculator transfer fees and expenses PAGE 1
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2. Purchase and Sale Agreement PACE I3

Agreement to Sell and to Purchase Condominium Unit
Date

This Agreement is made between

(1. ., whose registered office is at 2068 ,
Sukhumvit Road, South Pra Khanong , Pra Khanong, Bangkok 10260, Thailand ( the
“Seller”) and

, holding identification card \ passport

., address at Republic of Switzerland ( the “Purchaser”)

NOW, THEREFORE, both parties do hereby agree to make this Agreement as follows:

1. DEFINITION

Unless otherwise defined in this Agreement, the terms “Condominium”, “Unit”,
“Common Property”, ‘“Personal Property”, Co-ownership” and “Juristic
Condominium™ have the meanings ascribed hereto in the Condominium Act B.E. 2522
(1979) and any amendment thereof (the “Condominium Act”).

PURCHASED UNIT

The Purchaser agrees to purchase and the Seller agrees to sell, for residential purpose
only, the Condominium Unit No. ;  floor, having an approximately total
area of Square meter (including room area and terr: (the “Purchase Unit™)
together with two personal parking lots having and approximately total area o -
and built — in furniture, electrical appliances like refrigerator, air — condition, gas stove,
water heater . The Purchaser and the Seller agree that the total price of the Unit shall
be Baht ~( ) (the “Purchase Price”) in which the cost of
the Purchase Unit and Parkmg Lots shall be Baht

ol ) along with all mentioned component part of

things and accessories shall be Baht.. ( )
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3. Minutes of The Property Sale PAGE I
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PAGE [

SALE OF RENTAL SPACE
& RETAIL SHOP SPACE
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PAGE I&

PURPOSE

» To set the standard procedure in Sales & Marketing department for
control process “Sales Rental area and Retail” of company is efficiency
& effectiveness
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PROCEDURE PAGE

No.

Procedure

Sales department or broker (Agent) contact customers to leads the customer to visit location at rental space sales or broker (Agent) will offer a price
table or brochures according to the company's approved price policy

In case the customer is interested in the price specified by the company Notify Sales and Marketing Manager

In case the customer requests to negotiate the price the price is not in the price set by the company. Must request approval from the sales and marketing manager first

After price agreement and successfully selected the rental area Sales department make a report to present to sales and marketing manager to approve
the agreed sales price with customers

The sales department requests customer documents to fill in the Reservation Booking form that the Legal Department has verified. And prepared as the
standard of the company With the legal department signed as a witness And present the Sales and Marketing Manager for approval.

Sales department contact to coordinate with customers or agents (Agent) to make an appointment, customers come to sign the rental reservation book
on the day the customer comes to sign the rental reservation book, the customer has to pay a deposit of 1 month of the rental price for the whole month.
And inform the customer, this area reservation book is valid for 30 days from the day the customer signed If the customer does not come to enter into the
rental contract within 30 days from the date of signing the space reservation book, the company will seize this 1 month deposit immediately.

Sales department brings a 1-month deposit or Pay-in slip that customers transfer money to. Bring the document to the Finance Department to verify the
payment in order to issue a receipt / tax invoice to the customer. Finance department returns to sales department within 1 day.

Sales department fill out information And make two contracts for the lease (full set), then send to the legal department to check the lease agreement

again. With the Legal Department signed as a witness in the agreement And present the sales and marketing manager for approval With the company
seal
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PROCEDURE

PAGE I8

No.

Procedure

The sales department makes an appointment with the customer to sign 2 contracts and billed the contract for an additional 3 months according to the area
lease agreement. (2 months rental insurance and 1 month in advance) and inform the details of various conditions. To rent the area as follows:

. The period for entering the area to decorate is 30 days.
. Introduce the decoration agency to the customer (JLL)
. The conditions for billing the rental when when

. The conditions for damage to the area of the company.
. The decoration conditions, can and can not to do

. The conditions for entering the area Load into the area

©Co~NOOARrWN-=

. The conditions for covering the light wall when decorating and the dress code of the contractor
. The terms of insurance during the decoration and after finishing it, turn it on
. The building conditions and use of common area and entering and exiting the parking lot

Sales department brings a 3-month deposit or pay in slip to the finance department for receiving and check the receipt of money into the company's
account successfully and issue a receipt / tax invoice to the customer. Send back to sales department within 1 day

Sales department takes care and help coordinate with customers in case customer has a problem then contact JLL or not get help from the building

department (JLL)

JLL supervises and liaises directly with customers in decorating or installing rental spaces. JLL will take care of the customer starting from the sales
department when the contract is complete and JLL will inspect the area before the decoration begins. Until finishing Deliver the area to the customer with

cells to witness every step
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AUTHORIZATION TABLE PAGE I

Scope and Approval

A Executive & Head of Department
Operation process

cia  Owrer oy CFO DIR
Rep.

Approval of Rental

Approval of Rate Structure and Price Policy

Approval of Quotations based on Rate Structure and Price Policy

Approval of Quotations with special rates or discounts out of the Rate Structure and Price Policy
Approval of Quotations with sales items not listed in Rate Structure and Price Policy

Approval of sales contracts based on Rate Structure and Price Policy

The Legal Department examines the purchase and

Rental Contracts of Office Rental sale agreement to be legal and concise.

Rental Contracts of Retail shop

Other Rental Contracts

Approval of changes of conditions in the contract templates
Approval for Fuel expense of Sales staff

Approval of commission payments

Approval of Complementary services and Entertainment
Approval for City ledger or Agency

PR & Marketing Operation

Approval of artworks for advertising, signages, PR & media
Approval of creative brief sheet

Remark: A = Approved, Pl = Pre-approved, P2 = Pre-approved (specification of FF&E), W = Witness
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RENTAL WORKFLOW

Customer / Agent

Customer

Salesperson makes an appointment with the
customer for signing booking document

Customer pays a 1-month deposit

Inform about terms and conditions of booking,
expired date of booking document, and forfeiture of
deposit

&

Customer signs a rental contract.

Customer pays an extra 3-months. 47
deposit.

Salesperson Informs about terms and

conditions of rental.

Customer

Account / Legal

Customer or agency contract with salesperson or the sales
department directly engages with the customer without
contacting the agency.

Salesperson gives a property tour.

Salesperson offers a price which complies with the company <
regulation (Brochure, Approved property price index).

Provide a summary of the property sales report

5. Salesperson requests a document from the customer for
issuing booking document

(such as a copy of ID card, a copy of passport)

In the case o the selling price isn't comply with the company.
regulation, salesperson must ask for approval.

v

w2

Approver Finance / Account

Salesperson presents the summary to the sales and
marketing manager for approval of the selling price.
Approve the selling price that doesn't comply with the
company regulation.

Salesperson fills the booking form (which is revised by
the legal department) and fills all of the purchasing

Finance department
Check the 1-month deposit balance paid into

conditions.

o
= N
The legal department issues 2 copies of
Slespersanforardsthe cocument an oter rlted B G e O
information fo the vfe‘f e"al ment for issuing 2 copies  ————————  Gigningand submits to the responsible
the rental contract. person for an approval

Salesperson makes an appointment with the
customer for signing an approved rental contract,
Inform about an extra payment including 2-months

the company account
Issue a receiptitax invoice for the deposit
payment to customers

The sales and marketing manager
approves the sales and purchase contract
by signing.

insurance premiums and 1-month advance payment
Inform about entry to rental property, decoration,
rental property insurance, and building manager.

o=

Finance department

Salesperson supervises and coordinates with the
customer and building manager.

Salesperson informs the building manager that
customer has entered into a rental contract
Building manager coordinates with customer to

inform about decoration and entry to the rental
property during the period of decoration.

Mi Group
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Check the balance or collect the 3-month
deposit

Issue a receipt/tax invoice for the deposit
payment to customers.
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RELATE FORM

PAGE 21

Record Title

Responsible By

Disposition record approval by

1 Reservation Booking Sale & Legal Department Sale and Marketing Manager
2 Calculate the damage deposit Account Accounting Manager or Financial Controller
3 Rental Agreement Sale & Legal Department Sale and Marketing Manager
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1. Reservation Booking

PAGE 22
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2. Calculate the damage deposit NE 22
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3. Rental Agreement

PAGE 23

daynuavft (-1

- PIRNET qPs Ry
AYYWFMUVVUNMIUN " . NPANHUNNAT

3 oy od

133 Bule Anaeuun $1in Asegt 2008 By mned 31 9 ouugyAN U Tnld

wansz Tn ngamnamuag 1020 Tay Ailsnnenssimaimuiimg Geieily
5
i

dyonitezBond ¥ ez

ax e w Eod o a3 RS
13 (-] $1in Avegil [+] Tao [+] didnnenssrhmunuuiiing @weludygniivzGoni

A

5 < s ¢ 4.0t . 4 ¢
;ﬁmmuﬂuﬁwm Th3am3 “Bu N1003 (M Towen)” Han 10Y o DINNT 1BUN1AI0T (M Tower)

P
ouugyuin e hltiezBend “Tasams»)
yoow P jdd 24 R v o
Faniaguszasd lumamituivid i lasmsiiife Tnsamrneadauduet s

gjﬁmqﬂﬁmnxﬂwﬁq'l#mnmﬁuﬁwia'lﬂﬁ:

aomiign
. () Fy K A o wod o a
Aidnnaslidin mieaaudl [ 9u [ iufldszana Bl aswas @e'ldilazfond
4. . Ao A . ARSI
“amuiin”) Taofisweaseunsewaz 1 fanmiisiiiedaqussaeruredaie) lunlsznen
a A i ) 19 4 - £y
gsis [ AfiquamnisldFemenisdh [ nindu varlilsens19uSe dnquszasdoula

3z & =, o & = o D
adtu Tnoerniig 1Wrsined s damuiodyam il enmsmaofymn 1.

W4 an aayd d . v = . dd w e da
Janiian Wiufd mnmues 185 uEnsdmnardifedoaiyTasims Taoiianuaznsy
- 1o % a1 dd o X 4, a ] . a4
HANUYDIPTY Y I aesrheluduiiferdutiuiidiunan Ilﬂ:Uin11ﬂ'}Hﬂﬂ1~ﬂMlﬂ u‘l]]?n!n'l
. o, 2 o o o d & i3 . . e . e
fmuaHludygmEms il (] fuasivi [ a8 Tuszriag bl duden @eluile:

a v a a iy o R I |
Bunh “dyguime) Taelifehdyynidmsdudnmilwosdygusmiviide

) S W T r T O BONIoN
filodieg Tudygshnduiieaih il iudyy i msdae vl duudes 1 mualy
dhueeneduiudyamiims

w1 29

2023

Mi Group

9th Floor, M Tower, 2098 Sukhumvit Rd., Prakanong, South Prakanong,

Bangkok, 10260 Thailand T +66 2 782 6168 | F +66 2 782 6155, Website: www.migroupinfo.com

STANDARD OPERATING PROCEDURE



PAGE 24

RENEWAL OF THE
LEASE
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PURPOSE

» To set the standard procedure in Sales & Marketing department for
control process “Renew contract” of company is efficiency &
effectiveness
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PROCEDURE

PAGE 26

No.

Procedure

Accounting department updates information for each customer who is about to expire the agreement notice to sales department know at least 2 months
in advance for the sales department to contact and notify the customer to renew the contract

Sales department informs the customer about the expiration of the lease within 3 days after receiving the information from the accounting department.

Sales department informs the customer of the conditions for responding to the company within 30 days after the customer receives the contract expiration
information from the sales department. Whether to renew the contract or not

When the customer to renew the contract sales department will renew the rental agreement by having the legal department review the contract and
signed as a witness according to the conditions of the main contract Then send the sales and marketing manager to sign a resolution. However, in the

event that the renewal area lease contract has been adjusted and the customer has negotiated the request, it must be presented to the sales and
marketing manager for approval before making the renewal lease agreement.

Sales department entered into 2 contracts, coordinated for the legal department to examine and sign as a witness. Then submit it to the sales and
marketing manager for approval. With the company seal

Sales department makes an appointment with the customer to bring the renewed lease to the customer to sign. And tell the conditions of the renewal If
there is a change in the conditions from the previous years

Sales department gives the original rental contract 1 copy to the customer to keep as evidence. And scanned into files Send e-mails to relevant
departments (accounting, finance and management), then the original contract is sent to the accounting department to keep as evidence.

Accounting department updates the lease schedule that changes every 3 months. Emails are sent to relevant parties such as sales, finance, accounts
receivable and management
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RENEWAL WORKFLOW

Customer

Account / Legal

. Salesperson informs the customer about an

expiring contract within 7 days from the day that
salesperson receives information from the

. Inquires the customer about the contract

Approver

extension and prepares the document which
approved by the customer

. If there is a change in rental fee, salesperson In case of there is a bargaining

must inform the customer in advance.

. Ifthe customer bargains the selling price,

salesperson must ask the sales and marketing
manager for approval.

The legal department revises the
sales and purchase contract and
signs as a witness before presenting
to the sales and marketing manager

i

with the

v

The sales and marketing manager
approves sales and purchase contract

v

The sales and marketing manager
approves sales and purchase contract

Customer

customer for signing 2 copies of an extension of &

. Ifthere is a change in rental fee, salesperson

<

rental contract. Salesperson gives a copy of the
contract to the customer.

informs the terms and conditions to the customer.

. Scans a copy of the signed contract and reports

the sales and marketing manager

. Forward the original contract to the accounting

department

Mi Group
9th Floor, M Tower, 2098 Sukhumvit Rd., Prakanong, South Prakanong,
Bangkok, 10260 Thailand T +66 2 782 6168 | F +66 2 782 6155, Website: www.migroupinfo.com

Finance / Account

B

. The accounting department updates

customer rental information of each
customer and informs about the expiring
contract to salesperson 2-months in
advance.

If there s a term of rental adjustment, the
accounting department must update the
annual rental adjustment of each customer.

. The accounting department keeps the
original contract in rental contract flies.

. Update customer rental information of
each customer and sent a file to a related
person to inform him/her (Finance, Sales
department, legal department, executive)

. Prepare invoice

. Update new contract

STANDARD OPERATING PROCEDURE




RELATE FORM PAGE 78

No. Record Title Responsible By Disposition record approval by
1 Monthly lease update Account Department Financial Controller
2 Lease Agreement (Renew) Sale & Legal Department Sale and Marketing Manager
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1. Monthly lease update
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2. Lease Agreement (Renew)
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TERMINATION OF
THE LEASE
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PURPOSE

» To set the standard procedure in Sales & Marketing department for
control process “Renew contract” of company is efficiency &
effectiveness
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PROCEDURE

PAGE 33

No.

Procedure

Customer contact to sales department Notification of the intention to cancel the agreement, there are 2 cases

1.
2.

Cancel the rental contract according to the contract period.
Cancel the contract before the expiration of the contract.

Cancellation notification Customers must notify at least 1 month in advance

In case of cancelling the contract according to the period specified in the contract. The sales department must notify the relevant departments of
contract termination information as follows:

1.
2.
3.

Accounting Department to check the balance of all outstanding expenses that the customer has not paid. Including calculating the total advance deposit
Building Department to make an appointment with the customer to clear the rental area. Inspect the lease area after demolition
Management informed to know and the reason why the customer does not renew the contract

In case of cancelling the contract before the period specified in the contract. The client must notify the reason for early termination of the contract to sales

department know in advance for report to Sales and Marketing Manager to approve advance deposit refunds. Sales department must provide the
information of early termination of the contract to the relevant departments as follows:

1.

Accounting Department to check the balance of all outstanding expenses that the customer has not paid. Including calculating the total advance deposit and
meet the conditions that must be returned or not refund the advance deposit? Due to early termination of the contract by allowing the Legal Department to
help carry out the investigation

Informs the Building Department for make an appointment with customers to clear the rental area Inspect the lease area after demolition

Management informed to know and the reason why the customer does not renew the contract
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PROCEDURE pAGE 4

No.

Procedure

Sales department when receiving information on outstanding expenses and insurance refunds Make an appointment for the customer to clarify
According to the conditions approved by the management

In case of refund advance deposit

1. Let the sales department make a record of requesting insurance refunds to customers. Present to the sales and marketing manager for approval.
2. Wholesale of insurance refund documents to the accounting plan to make the voucher to the authorized person. And send to the finance to make
crook, offer MD, sign, approve, pay

In case of refuse advance deposit

1. Sales department make a memo record of not refund of insurance money to customers. Present for sales and marketing manager approval

2. Sales department send a memo document recording not refund of the advance deposit to the accounting department in order to record the
reversal of the outstanding deposit.

3. Accounting department send a document for the adjustment of the insurance amount together with the document recording of no refund of
the deposit to the financial department to issue a receipt / tax invoice. Recognize that insurance deposit as income of the company

Accounting department updates the lease schedule that changes every 3 months. Emails are sent to relevant parties such as sales, finance,
accounts receivable and management.
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TERMINATION WORKFLOW

Customer Account / Legal Approver Finance / Account

o

Salesperson informs the accounting
department that customer does not renew the
contract. The accounting department checks
= the outstanding balance and calculates net
A refund of insurance premium then, informs.
Termination of an expired contract salesperson within 7 days.
Customer notifies the termination of
the contract to salesperson as follow;

. 1.If the contract has expired, the sales and
marketing manager acknowledges and
approves an expired contract.

. The ongoing contract is terminated, an

Customer approver approves a refund of the insurance

premium.

é,;

informs the
that the customer wanted to terminate the
ongoing contract. The accounting department
checks the outstanding balance and calculates —
net refund of insurance premium in accordance

with the company regulation in refunding of

ongoing contract termination then, informs
salesperson within 7 days.

1. Salesperson informs customer as follow;
Termination of an expired contract
The remaining payment that customer must
made

Termination of an ongoing contract

Arefund of an insurance premium
Termination of an ongoing contract
+  The remaining payment that customer must
Customer be made
Arefund of insurance premium in accordance
with the company regulation in refunding of
ongoing contract termination

Finance department
Issues invoice to customer (If there is an
outstanding balance.)
Accounting department
Collect the payment according to the invoice
paid by customer then, issue a receipt/tax

r&
(. invoice to the customer.

. Sales department gives the receipt to the customer.
. Sales department informs the building department for
coordinating with the customer in case of
demolishing or terminating an ongoing contract.
. Building department JLL supervises before and after g
demolition and accepts handover of the property. )
. Inform salesperson when demolishing is done.
. Salesperson informs executives.
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