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I. OBJECTIVE

Circuitronix (Shenzhen) Technology Co. Ltd, encourages employees to enhance knowledge and skills. Circuitronix (Shenzhen) Technology Co. Ltd, recognizes that for development purposes, employees may need to attend training seminars or workshops conducted off-site or join professional associations that will enable them to remain abreast of best practices in their respective fields. Thus, the purpose of this policy is to outline company parameters for attending external training functions and joining/renewing memberships in professional associations. Please note that this policy is subject to annual company budgets established for external training and memberships.
I.目的

Circuitronix(深圳)科技有限公司,鼓励员工提高知识和技能。Circuitronix(深圳)科技有限公司,认识到出于职业发展的考虑,员工可能需要参加培训研讨会、外训工作坊或加入专业协会,使他们能够了解在各自领域的最佳实践。因此,这一政策的目的是，概述公司为了提供给员工外部培训、鼓励员工加入/续费专业协会所需的标准与流程。请注意,这个政策受支配于公司外部培训年度预算。
II. POLICY

In support of this program, we offer a training benefit to full-time employees who have been employed by the company for 12 months. The benefit can be used for costs associated with:
II.策政：
为支持这项计划，我们为在公司服务期限已满12个月的全职员工提供培训福利。该福利可用于支付相关培训费用：
Training guidelines will be as follows:

· The Company will cover the cost up to five percent (5%) of base salary per year towards training, seminars, courses, workshops, professional exams (e.g., PMP, SHRM-CP/SCP, Six Sigma, CPA) and exam preparation courses, certificate programs and credentials, courses offered by an accredited institution, including e-learning and professional associates/memberships of choice.
· Company will pay for time off up to one (1) day per service year to attend training of choice.

· Employee will receive a bonus of five percent (5%) of base salary if employee applies to work what has been learned and demonstrates improvement in the process.

培训政策如下：

•公司每年将为员工支付其年基本工资百分之五（5%）的费用，用于培训、讲座、课程、研讨会、专业考试（例如，项目管理专业人员PMP，人力资源管理协会SHRM-CP / SCP，六西格玛，注册会计师CPA）以及相关备考课程、证书课程及证书等由认证机构提供的课程，包括网上学习和专业的课程协会会员资格。

•每满一年服务年限，员工将得到一天的带薪假期，专门用来参加培训。

•员工将自己所学应用于日常工作并有效提高了工作效率优化了工作流程，将获得年基本工资百分之五（5%）的激励奖金。
Employees may be permitted to attend off-site seminar, conference or workshop. For work scheduling purposes, the employee’s request for attendance must be received at least one month in advance of the event, and the employee’s department manager must approve the request.

The association/membership selected must have a direct relationship to the job the employee performs or related to the Company industry. The employee must provide a membership-request supporting document that outlines the benefits to be gained by the company as a result of such membership, and the association application and supporting document must be presented to the employee’s department manager for approval. 

Circuitronix (Shenzhen) Technology Co. Ltd, reserves the right to determine which training functions and association memberships are in the best interests of the company, its future planning and direction. The company’s CEO and Global Operations Manager will review all requests for external training and memberships, determine priorities and approve or disapprove requests based on the company’s annual budget established for these programs. 

员工可参加非现场研讨会、大型会议或工厂研讨会。为了提前安排工作计划，员工外出参加培训要求至少提前一个月通知，并且必须得到员工所在部门的部门经理批准。

所选择的课程/机构必须与员工的工作或与公司相关的行业有直接的关系。员工必须提供一份成员资格要求的支持文件，该文件需概述由于员工参加了这个培训公司将获得的利益，机构申请和支持的文件必须提交给员工所在部门的部门经理批准。

circuitronix（深圳）科技有限公司，有权决定哪些培训项目和机构会员能提供给公司最大的利益，能满足其对未来的规划和发展方向。公司的首席执行官和全球运营经理将根据公司年度培训预算，审查所有提交的外部培训或会员资格的需求，确定优先事项，批准或不批准员工对于培训的要求。
III. PROCEDURE
To participate in this program, the employee must submit a request by completing a professional development request form and forwarding it to his or her supervisor. If approved, the supervisor will send the form to human resources (HR). HR will forward the request to the CEO and Global Operations Manager and obtain a final decision. HR will then notify the employee and supervisor when the request is approved or denied.

The employee may incur expenses only after receiving approval from the CEO and Global Operations Manager. The employee must then submit the following documents to the finance department:

1. Expense report form
2. Receipt
3. Copy of the approved professional development request form
After concluding training, the employee must submit a certificate of completion or similar document and a professional development report (when applicable) to HR to be filed in the employee’s personnel file.
III. 流程
申请参加培训项目，员工必须提交填写一份专业发展申请表，并交给主管。主管审批之后，将表格发送给人力资源部（HR）。HR将向CEO和全球运营经理递交此申请，并获取最终的审批。HR将通知员工和主管此项申请是否已批准。

员工只有在获得首席执行官和全球运营经理的批准后才可报销费用。员工必须提交以下文件给财务部：

1、报销费用表

2。收据

3、获批准的专业发展申请表复印件

培训结束后，员工必须向人力资源部提交完成证书或类似文件和专业发展报告（适用时）以完善员工的人事档案。
Clause
It is Circuitronix’s sole discretion to withdraw this benefit at any time.
条款

在任何时间 ，Circuitronix都有权自行决定此培训政策是否还适用。
Application for Professional Development 

Scheme of Assistance
专业发展申请表

帮助方案
To be completed by the Employee:
员工填写
Name（姓名）：
----------------------------------------------------------------------------

Department（部门）:
----------------------------------------------------------------------------

1. Course/training/etc. which the employee wishes to enroll:
1员工计划参加的课程/培训：
	Course Title and Venue
课程名称及地点
	Days and Times of Attendance参加天数及次数
	Fees and other costs
学费及相关杂费

	
	
	


2. Circuitronix (Shenzhen) Technology Co. Ltd, expects you to continue in employment for a maximum of one year after the completion of the course.  Should you not do so, the following repayment terms will come into effect:

a. 100% of the cost will be repayable if you leave within 0-6 months of the completion of the course

b. 50% of the cost will be repayable if you leave within 6-12 months of the completion of the course.

2. Circuitronix（深圳）科技有限公司，希望你在课程结束后的至少一年内能继续为公司工作。如果不能，下列还款条件将生效：

A. 如果你在课程结束后的0-6个月离职，你需偿还100%公司所支付的费用。
B. 如果你在课程结束后的6-12个月离职，你需偿还50%公司所支付的费用。
Payment parameters for course of Study

a. 100% for a Passing grade, (A, B, C, passing and successful completion) 

b.   50% for Failing grade, (below a C)
课程费用的付款比例

A. 100%支付当成绩达到及格等级（A，B，C，及格并成功完成）
B. 50%支付当成绩不合格（低于C）
Non-Completion

You will be expected to repay the full cost of the course to Circuitronix (Shenzhen) Technology Co. Ltd, by deduction from you salary on terms to be agreed, in the following circumstances:

a. If you leave the Company’s employment during the course

b. If you do not complete the course

c. If you fail to meet the attendance requirement of the course

课程未完成

在下列情况下，你要偿还circuitronix（深圳）科技有限公司所支付的全部费用，此费用将从你的工资里扣除：

a.如果你在培训的过程中离职；
b.如果你没有完成此课程；
c.如果你不能达到课程的出勤要求

Declaration

I confirm that I wish to accept the Company’s support to attend the course under the above conditions and agree that the Company has the right to deduct any outstanding amounts under this agreement from any salary or other payments due to me on termination of my employment (as detailed above), or on non-completion of the course (as detailed above).
宣言

我确认，基于上述条款，我愿意在公司的支持下参加课程培训；若因我个人原因终止雇佣关系（如上详述）或课程未完成（详见上文）的情况下，公司有权以扣除工资或其它未结款项的方式来抵扣未还清的培训费用。
Employee Signature员工签字………………………………………… Date 日期……………………………….

CEO/Global Operations Mgr. Signature CEO/全球运营经理签字……………………Date日期……………….

PROFESSIONAL AND DEVELOPMENT PLAN

专业发展计划
Department部门:
-----------------------------------

	Name of employee
员工姓名
	Training/Development to be provided
需要提供的培训/发展计划
	Date
日期
	Cost
费用
	Outcome/Result Achieved
成果/取得的成绩
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