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Chapter 1 General Provisions
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Avrticle 1 Purpose
These rules set forth basic matters related to the employment of regular employees at ABC Company
(the “Company™) for the purpose of clarifying working conditions and maintaining an orderly

workplace.
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Awrticle 2 Scope
These rules shall apply to all regular employees (“employees™). When separate rules are established
for those other than regular employees, including periodic, part-time, contract or temporary workers

(“part-time workers”), those rules shall apply to those workers.
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Article 3 Changes in Working Conditions, Reporting Procedures
When necessary for business reasons due to changes in the business environment, the working
conditions and rules described in these rules may be revised upon consultation with a representative
of a majority of employees.
2. Except in special circumstances, employees shall themselves make their own reports specified
in these rules, and those who violate or neglect those procedures may not receive the benefits

described in these rules.
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Avrticle 4 Definition of Regular Employee
For the purpose of these rules, regular employees shall be defined as those hired as specified in

Articles 5 (Hiring) and 6 (Selection Process) and employed by the Company as regular employees.
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Chapter 2 Hiring and Transfers
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Avrticle 5 Hiring
The Company shall select employees from among candidates age 18 and over who have completed
the required procedures.
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Article 6 Selection
The Company shall select successful candidates by conducting a review of the following documents,

which candidates for employees shall submit by mail, and interviews. Some of the documents may



not be required at the Company’s discretion. When sending items 1 through 5 below (except for
those deemed unnecessary by the Company), candidates shall include a cover letter hand-written and
sealed by the candidate.

(1) Resume (with a photo of the candidate taken within the last 3 months)

(2) Career record

(3) Health certificate (from within the last 3 months)

(4) Diploma or certificate of expected graduation

(5) Others required by the Company
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Article 7 Revocation of Offer
In the event of any of the following, the offer of employment shall be revoked.

(1) The candidate’s failure to accomplish a condition of employment (graduation,
acquisition of qualifications, etc.);

(2) The candidate’s health deteriorates prior to the start of employment and the Company
deems the candidate unable to handle the work;

(3) Falsification of information in the resume or other documents submitted;

(4) The candidate engages in a crime, scandal or other disgraceful behavior after the offer
is made and prior to the start of employment, or is discovered to have concealed such
past behavior during the selection process;

(5) Unforeseen deterioration of the Company’s business environment and revision of the
business;

(6) Other similar unavoidable circumstances.
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