B R

Rules for Accounting
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Chapter 1 General Rules
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(Purpose)

Article 1 These regulations stipulate the basics of
accounting processing to be followed by the
Foreign Correspondents' Club of Japan (hereafter,
the “Club”), to ensure accurate handling of all
financial and accounting situations. The purpose
is to control and efficiently manage the business
activities of the Club.

(32 P #iiBH)
W% ZOBRIT. ZOEADORIESL TN
TlZwEHT 5,

(Scope of application)
Article 2 These regulations apply to all accounting
operations of the Club.
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(Accounting principle)

Article 3 Club accounting shall be handled in
accordance with the accounting standards for
public interest corporations, as well as the
applicable provisions of laws and regulations, the
Articles of Club, Club bylaws and these
regulations.
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(Fiscal Year)

Article 4 The fiscal year of the Club shall be from
April 1% each year to March 31st of the following
year, as stipulated in the Articles of Club.
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(Accounting classification)

Article 5 The accounting classifications of the
Club are divided into charitable purpose business
accounting, for profit business accounting and
corporate accounting.
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(Accounting manager)

Article 6 The Accounting Manager shall be the
Club Treasurer. The General Manager shall assist
and support the Treasurer to ensure compliance
with accounting and financial procedures to meet
the requirements of relevant laws and standards.
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(Preservation and disposal of books and
documents)

Article 7

1. The retention period of books, slips and

documents related to accounting shall be as
follows.

(1) Financial statements - 10 years

(2) Accounting books and slips - 10 years

(3) Voucher documents - 10 years

(4) Income and expenditure budget - 5 years
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179, final tax return for the relevant business year.
The instruction or advance approval of the
Accounting Manager is required before
disposing of any books or records.
GRERI R OSER) (Detailed rules and operation)
8% Article 8
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Accounting Manager.
HRBR D% EE) (Revision and abolition of regulations)

Article 9 Amendments to or rescission of these
regulations shall be made by a resolution of the
Board of Directors.
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Chapter 2 Accounts and Book Organization
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(Account settings)

Article 10 In the accounting of this Club, the
necessary accounts will be set up in order to
accurately grasp the financial and accounting
situations. The name of each account is based on
the account table separately specified.
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(Principle of accounting)

Article 11 In conducting accounting treatment,

the following principles must be paid particular

attention.

(1) Financial statements must clearly indicate the
status of assets, liabilities, and net assets, as
well as changes in net assets.

(2) Financial statements must be prepared on the
basis of properly maintained accounting
books in accordance with the principles of
regular bookkeeping.

(3) The principles and procedures of accounting
and the method of presenting financial
statements shall be consistently applied every

72720, fiscal year and shall not be altered
unnecessarily.
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Article 12 The accounting books shall be as
follows.
(1) Main book
@ Journal
2 General ledger
(2) Auxiliary book
(D Cash account book
) Deposit account book
(3 Fixed asset ledger
@ Basic property ledger
®) Specified asset ledger
(® Membership fee ledger
(@ Designated net property ledger
Other necessary account sub-books

(2FHEE)

#135%

1. —UIORSNICRET HFoRERIX, SFHMs
HIZEDITH,

2. DEHMeZL, BB I EIZRERICE SV T
RRERH M MER L. SR N DK %
ZT5HbDET DL, DEHMREIZIE, BT
BE. BSIHEA R, &, &%, TS
ERGINE Z ORI EEE# LT
X2 B 720,

(Accounting slips)

Article 13

1. Bookkeeping for all transactions shall be done
using accounting slips.

2. Accounting slips shall be prepared by the
accounting staff based on the slip for each
transaction and approved by the general
manager. Each accounting slip must simply
and clearly describe the account, transaction
date, quantity, amount, counterparty, etc.
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(Vouchers)
Article 14 Voucher means a document that
proves the validity of an accounting slip, and
means the following.

(1) Invoices

(2) Receipts
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(3) Delivery notes and invoices
(4) Payment applications

(5) Contracts, memoranda
certificates

(6) Other reference documents to support the
transaction

and other

(F2ME) (Bookkeeping)
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(RO H) (Update of books)
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Article 16 In principle, books are updated every
fiscal year.
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Chapter 3 Income and Expenditure Budget
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(Purpose of income and expenditure budget)
Article 17 The purpose of the income and
expenditure budget is to establish the contents of
the business plan for each business year and to
ensure the smooth operation of the business by
comparing the income and expenditure budget
with the actual results.
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(Preparation of income and expenditure budget)

Article 18

1. The income and expenditure budget, business
plan, financing and capital investment plans
must be prepared by the Treasurer and
approved by the Board of Directors and the
General Membership Meeting before the
start of each financial year.

2. The documents set forth in the preceding

paragraph shall be kept in the main office
until the end of the current business year and
shall be available for general inspection.
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(Diversion of spending budget)

Article 19 In executing the budget, no area of
spending may be diverted to another area.
Provided, this shall not apply when the President
finds it necessary to do so in order to properly
execute the budget.
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(Supplementary budget)

Article 20 If the Treasurer needs to revise the
income and expenditure budget for unavoidable
reasons, he/she must prepare a supplementary
budget, which must be approved by the Board of
Directors and the General Membership Meeting.
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(Temporary budget)

Article 21 If budgeting is delayed due to
unavoidable circumstances, a provisional budget
for a specified period of time will be executed
within the range of the previous year’s budget
based on a resolution of the Board of Directors. In
this case, the provisional budget shall be
promptly incorporated a proper budget for the
year.

BAE &6k Chapter 4 Money
(&0 #H) (Handling of cash and deposits)
H225% Article 22
. ZOHBIZBW T4l X, B4, 84 | 1. In these regulations, money means cash and
U9, deposits.
2. A LT B NI B ARG EE IR 2. Cash refers to currency, checks, postal
exchange certificates, transfer deposit
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certificates, and payment notices from public
offices.

3. Bills and other securities shall be handled in
the same manner as money.
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(Club Accountant)

Article 23

1. A Club Accountant shall be appointed to
handle the receipt and payment and handling

of money.
2. The Club Accountant shall be appointed by
the Accounting Manager. The Club

Accountant may delegate responsibility for
handling accounting work and the storage of

money.
(&8 D HW) (Cash accounts)
S Article 24.
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1. Payment and receipt of money must be made
based on accounting slips with the approval
stamp of the general manager.

2. A resolution of the General Membership
Meeting must be obtained for special
expenditures not included in the budget that
total more than 5 million yen.
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(Storage of money)

Article 25 When money is deposited, the
accounting staff will issue a receipt to the
supplier. However, if the money is collected by
bank transfer and there is no invoice from the
supplier, the receipt may be omitted. The Club
collects food and drink payments from Members
on behalf of the subcontractor.
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2. When

(Payment of money)

Article 26.

1. All payments of money shall be made by the
Accounting Department upon the prior
approval of the Accounting Manager.

paying money, the Accounting

Department must receive an appropriate

receipt from the other party. However, when

money is paid by bank transfer, the receipt
issued by the financial institution can be
regarded as a receipt.
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(Payment date)

Article 27 As a general rule, payments of money
shall be made on the last day of the month or on
the 25th or last day of the following month.
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(Payment method)

Article 28 In principle, all payments of money
shall be by transfer at a financial institution
(including Internet banking). The financial
institution's transfer request forms or checks are
stored, created and stamped by the cashier in
accordance  with the seal management
regulations. If the payment is fixed monthly by
contract, the total annual amount of expenditure
can be approved and paid monthly.
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(Cash management)

Article 29

1. The Club Accountant may keep cash on hand
for daily cash payments.

2. The amount of cash on hand shall be kept to
the minimum necessary amount in
consideration of the amounts usually
required. Petty cash must be settled on the
last day of each month or in the event of a
shortfall.
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(Balance collation and reporting)

Article 30

1. The Club Accountant must collate and
confirm the balance of money as follows.

(1) For cash, the balance is checked against
the cash account balance every day.

(2) For deposits and savings, the balance of
deposits and savings will be collated with
documents that can prove the balance on the
last day of each month.

2. The Club Accountant must report the
situation on the last day of each month in the
preceding paragraph to the Accounting
Manager.
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(Excess or deficiency of money)

Article 31 When there is an excess or deficiency
of money, the Club Accountant must report to the
Accounting Manager without delay and receive
instructions from the Accounting Manager
regarding suitable measures.
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(Advance payment of funds by temporary
payment)

Article 32 If it is unavoidable to make a cash
payment in advance for a specific business, the
cashier may pay a temporary payment. The
temporary payment must be settled within one
week after use. The maximum amount of
temporary payment per case shall be 50,000 yen.
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Chapter 5 Finance
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(Financing plan)

Article 33 The accounting staff shall promptly
prepare annual and monthly financial plans based
on the annual business plan and submit them to
the accounting manager.
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(Funding)

Article 34 The funds required for the business
operation of this Club shall be procured from
membership fees, admission fees, donations,
business income and other income.
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(Borrowing of funds)

Article 35

If the income specified in the preceding article is
still insufficient or there is a risk of insufficient
funds, it can be procured by borrowing from a
financial institution, etc., provided that in this
case, the borrowing must be approved by both
the Board of Directors and the General




Membership Meeting.
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(Asset management)

Article 36 The accounting staff, acting in
accordance with the instructions of the
Accounting Manager, is responsible for all money
which is necessary for the business, except for
cash on hand. At the same time, acquisition, sale,
or disposal of fixed assets and the setting of
collateral will be done only with the approval of
the Board of Directors.
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(Transactions with financial institutions)
Article 37
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75 2. Transactions with financial institutions are
° conducted in the name of the President.
F6E BEEE Chapter 6 Fixed Assets
(BE&EDHH) (Scope of fixed assets)
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1. In these regulations, fixed assets refer to the
following items and are classified into basic
assets, specified assets and other fixed
assets.

(1) Basic property

Property that the board has resolved is basic
property

(2) Specified assets

Assets whose use is restricted to a specific
purpose

Specified deposits (provided those regarded
as basic property are excluded)

Retirement benefit reserves

Other assets deemed necessary by the
President

(3) Other fixed assets

2. Assets other than basic assets and specified
assets that have a useful life of one year or
more and an acquisition price of 100,000 yen
or more.
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(Acquisition price of fixed assets)

Article 39 The acquisition price of fixed assets

shall be in accordance with the following items.

(1) The acquisition price of an asset acquired by
purchase is the purchase price based on fair
transactions plus incidental costs.
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(2) The acquisition price of the asset acquired by
exchange is the book value of the asset
provided for the exchange.

(3) The acquisition price of the asset acquired by
gift is the fair evaluation value at the time of
acquisition of the asset.
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(Purchase of fixed assets)

Article 40 Purchase of fixed assets and goods
shall be carried out through the prescribed
procedures based on the expenditure budget.
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(Construction in progress)

Article 41. The amount of money spent for
construction, remodeling, etc. of fixed assets until
the construction is completed will be recorded in
tangible fixed assets as a construction in progress.
The construction in progress account must be
transferred to the main account of the building,
structure, etc. to which it belongs when the
construction is completed.
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(Improvement and repair of property, plant and
equipment)

Article 42 The amount required to improve the
performance of property, plant and equipment or
extend its useful life shall be added to the value
of the asset. The amount required to restore the
original state of property, plant and equipment
shall be repair costs.
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(Management of fixed assets)

Article 43

1. The accounting staff must set up a fixed asset
ledger, record the required items such as
type, name, location, quantity, acquisition
price, depreciation amount, book value, etc.,
and clarify the maintenance status and
changes.

2. If the property, plant and equipment is
transferred, damaged or lost, the accounting
staff must notify the Accounting Manager and
maintain the books. The accounting staff
must collate the fixed asset ledger at the end
of each fiscal year with the actual item, and if
there is a difference, maintain the book
through the prescribed procedure. The
person in charge of managing fixed assets is
appointed by the person in charge of
accounting.

(BEREDTH. HEERDOERH)
44

(Sale of fixed assets, provision of collateral)
Article 44
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1. When selling fixed assets, it shall be carried
out through the prescribed procedures.

2. When using fixed assets as collateral for
borrowings, etc.,, the provisions of the
preceding paragraph shall apply.
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(Depreciation)

Article 45

1. Depreciation of fixed assets shall be carried
out by the straight-line method at the time of
monthly settlement of accounts.

2. The useful life of depreciable assets shall be
as specified in the "Ministerial Ordinance on
the useful life of depreciable assets".
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Chapter 7 Financial Results
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(Purpose of settlement)
Article 46 The purpose of the settlement of
accounts is to organize the accounting records for

T A EREEMET A, one accounting period and clarify all the financial
and accounting conditions.
(ARRHE) (Monthly settlement)
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Article 47 The accounting staff organizes
accounting records at the end of each month,
prepares related documents, and submits them
to the accounting staff.
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(Financial statements)

Article 48 In the fiscal year settlement, the
following matters shall be maintained.

(1) Recording depreciation expenses

(2) Recording of receivables, accounts payable,

advance payments, deposits, advance
payments, temporary payments, and advance
payments

(3) Recording profit or loss by valuing the market
value of liquid securities

(4) Recording of various provisions

(5) Confirmation of the existence of current
assets and fixed assets, and adequacy of
evaluation

(6) Confirmation of the existence of debt and the
absence of off-balance-sheet debt

(7) Preparation of breakdown table that needs to
be submitted to the administrative agency
under the Public Interest Certification Law

(8) Confirmation of other required items
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WY L35,

(Important accounting policies)
Article 49 The important accounting policies of
this Club are as follows.
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(1) Evaluation criteria and evaluation method for
securities
ltems with market value: The market value
method (the selling cost is calculated by the
moving average method) based on the
market price at the end of the period.

(2) Evaluation criteria and evaluation method for
inventories
Products: The cost method (method of
devaluing book value due to reduced
profitability) based on the individual method.

(3) Depreciation method for fixed assets
Tangible fixed assets
Equipment attached to the building: The
straight-line method is used.

Furniture and fixtures: The straight-line
method is used.

Intangible fixed assets
straight-line method is used.

(4) standards for recording reserves

Allowance for doubtful accounts: In order to
prepare for losses due to bad debts, the
recoverability is individually examined and
the estimated uncollectible amount s
recorded.
Reserve for retirement benefits: In order to
prepare for the retirement benefits of
employees, the amount deemed to have
occurred in the current fiscal year is recorded
based on the retirement benefit obligation
(the amount of corporate convenience
required at the end of the current fiscal year)
at the end of the current fiscal year.

(5) Accounting for consumption tax, etc.
Accounting for consumption tax and local
consumption tax is based on the tax-excluded
method.

(software): The

(FERERVRE)
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(Business reports and settlement of accounts)

Article 50

1. Regarding business reports and settlement of
accounts of the Club, after the end of each
business year, the Treasurer shall prepare the
following documents, arrange for them to be
audited by the auditor, and submit them to
the General Membership Meeting after
approval by the Board of Directors.
(1) Business report
(2) Supplementary schedule of business
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report

(3) Balance sheet
(4) Net property
statement

(5) Annexed statement of balance sheet and
net property increase / decrease statement
(6) Property inventory

increase / decrease

2. In addition to the documents in Paragraph 1,

the following documents shall be kept in the
main office for five years for general
inspection, and the Club’s Articles of
Association and membership list shall be kept
in the main office for general inspection.

(1) Audit report

(2) List of directors and auditors

(3) Documents stating the criteria for

b OEEEE LB payment of remuneration for directors and
auditors
(4) Documents that outline the status of the
operating organization and business activities
and the important figures related to these
(A BB EREOEE) (Calculation of remaining amount of property
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acquired for charitable purposes)

Article 51 The Treasurer shall determine the
remaining amount of property acquired for
charitable purposes on the last day of each
business year based on the provisions of Article
48 of the Law Enforcement Regulations
Concerning Certification of Public Interest
Incorporated Corporations and Public Interest
Incorporated Foundations. It shall be stated in the
document provided for in the previous article,
Paragraph 2, item 4.

Gl

Supplementary Provisions
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These rules shall be effective from March 4, 2021.
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These rules are adopted in both the English and
Japanese. In case of any disagreement between
the two, the English language version shall
prevail.




