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1. Fiscal Year and Accounting Method

The fiscal year of the Japan Business Association of Houston (“JBAH”) begins on
October 1st and ends on September 30th.

JBAH adopts the Accrual Basis, under US GAAP for accounting method.

These policies shall apply equally to Japan Business Association Foundation Inc.’s
books and records.

2. Organizational Roles, Authorities & Internal Controls

Financial transactions shall be prepared by staff and reviewed and approved by the
Director of the Executive Office (“Executive Director”) or Treasurer.

The Secretary (or any member of Executive committee designated by the President
or the Executive committee) shall be authorized to review and approve transactions
only upon the approval of the President or the Executive committee. The treasurer

(and secretary or any member of Executive committee designated by the

President or the Executive committee) are both approved check signers on all
Chase bank accounts (and any other accounts if added.)

Executive Directors have authority to prepare ACH transactions. Any transaction
above $1 requires routing to the Treasurer (or equivalent) for approval.

Business credit cards are issued to the Executive Director and Treasurer. All
business credit card transactions are to be reviewed and reconciled monthly.

Responsibilities for authorization, recordkeeping, and asset custody are purposely
segregated to maintain effective internal controls.

3. Cash Management

JBAH and its Library operation maintain petty cash at no more than $300. Petty cash
transactions must be documented, stored securely, and reconciled monthly against
account #10100 Cash on Hand.

All deposits, withdrawals, credit card payments, checks, ACH, and wire transfers for
JBAH are made from Chase Business Checking account (ending in 8606). The
balance must be reconciled monthly to #10200 Regular Checking Account.

Monthly reconciliations for all cash accounts are required and must be
documented, signed, and retained. It may be completed within QuickBooks.

4. Banking and Investments



¢ To maximize returns from excess cash balances, JBAH may purchase risk-free

Certificates of Deposit (CDs) and short-term investments and record such balance
in #10201 CD.

e Speculative and high-risk investments are strictly prohibited.

¢ Renewal and purchase of new investments require Treasurer review and approval.

Interest earned may be reinvested or recorded at maturity in #41400 Interest
Income.

5. Accounts Receivable

e Any fiscal-year receivables, such as those from the Japanese Education Institute of
Houston (JEIH) or other entities, may be tracked as Accounts Receivable and
reconciled at year end in QuickBooks (#11000).

e Accounts Receivable must be collected within 30 days of invoice date. Membership

(regular members and associate members) receivables are to be separately tracked
in QuickBooks.

6. Other Current & Non-Current Assets

¢ Advance payments for event venues and deposits made ahead of event dates must

be recorded as prepaid expense (#12040 Event/Meeting Deposit) and expensed at
the date of the event.

¢ Prepayments for monthly expenses (such as rent, phone, utilities) are recorded in
#12030 Prepaid Expense.

e JBAH maintains a security deposit of $11,907.08 with the building management
company, recorded in #13000 Security Deposit. This balance should remain unless
specifically adjusted.

7. Fixed Assets

+ JBAH owns and maintains furniture, equipment, and leasehold improvements for
operational use—some shared with JEIH.

e Any single purchase exceeding $5,000 shall be capitalized and amortized over the
MACRS tax useful life from the month placed into service. Depreciation expenses
are recorded quarterly.

e Fully depreciated assets may remain in service and on the books until disposal, at
which point all related costs and accumulated depreciation will be removed from
records and the fixed assets register.



e Purchases and disposals of capitalizable assets must be reviewed and approved in
advance by the Treasurer or Executive Director.

o Assetcodes:
o Equipment: #15100
o Furniture: #16000
o Leasehold Improvements: #16500
o Accumulated Depreciation: #17100, #18000, #19000
8. Accounts Payable & Other Liabilities

¢ Anytemporary payables for vendors or inter-entity transactions must be tracked and
reconciled at year end as #20000 Accounts Payable, and paid within 30 days of
invoice date.

¢ Advance payments for membership and event fees are recorded in #21250
Unearned Membership Fees or #21300 Unearned Event Fees until the appropriate
fiscal period or event date, when revenue is recognized.

e Credit card transactions close on the 28th monthly; transactions are imported to
QuickBooks timely, categorized, and the balances paid automatically before the
due date (reconciled to #21500 or #20010 CC 5112 Account).

e« Simple IRA contributions for exempt staff are recorded each pay period (matching in
#22500 Simple IRA Payable/#77700 Simple IRA Expense). Payment transfers from
Chase checking reduce the corresponding liability. Detailed plan benefits are
maintained separately.

9. Payable to Foundation

¢ Membership dues and donation requests to JBA Foundation are communicated
twice annually (October and April) in a single invoice. When members pay their total
dues to JBAH, the revenue for JBAH and donation to JBA Foundation must be clearly
split and reconciled.

e Example of posting:
o AtJBAH:
= Dr. 10200 - Cash $1,020

= Cr. 40010 - Membership Due — Regular Members $1,000



= Cr. 21000 - Payable to Foundation $20
o AtJBAF:
= Dr. Receivable from JBAH $20
= Cr. Donation from Regular Member $20
¢ Records are updated monthly; cash transfers to JBAF can be made bi-annually.
10. Equity
e« Opening Balance Equity and Retained Earnings accounts should not be adjusted.
11. Membership Dues & Library Operation

e Membership dues for regular and associate members are set per the current chart
and reviewed as needed.

o Regular dues: #40010
o Associate dues: #40020
o New member initiation fee (non-refundable): $100, recorded in #40030

e Library membership revenue is recorded at #40100, penalties for overdue books at
#41200. Book purchases, supplies, and IT for the library are tracked in #60109,
#60110, and #60111.

e Cash or zelle payments received for library membership and books overdue should
be reconciled bi-monthly and approved by Executive Director.

12. Event, Committee & Activity Accounting
Special Events:
e Revenue and expenses for Major Events are tracked with unique accounts:
o Texas-Kai Golf: #41805 income, #74001 expense
o JBAH Softball: #42000 income, #74002 expense
o Picnic: #43150 income, #74003 expense
o 6 City Conference: #43800 income, #74004 expense

e Supplies, meals, milage, and related event expenses must use dedicated accounts
above, not general expense accounts.



Committees:

e Revenue:
o Life-Style & Info: #43160
o Showing Japan: #43155

e Expenses:
o Life-Style & Information: #60199
o Showing Japan: #61000
o Gulf Stream: #61500

e Mileage, parking, supplies, and meals specifically for committee events must be
recorded within committee accounts, not in general JBAH expense accounts.

Other Activities:

e Meetings, and seminars tracked at #60151 (Annual/BOD), #60152 (Executive
Meeting), #60153 (Seminars), #60155 (Other Committee Subsidies).

o Donations for Japanese Garden via Yotsuba Circle at #60112.

e Student softball games (every other year) at #73002.

13. Procurement and competitive bidding

To ensure transparency, fairness, and responsible stewardship of JBAH funds, the following
procurement guidelines apply:

e For expenditures exceeding $3,000 per month or $20,000 annually are subject to
competitive bidding requirements (minimum of two proposals), in addition to
applicable approval requirements.

e However, recurring expenses, including rent, payroll, and similar ongoing
obligations, once initially approved, are exempt from subsequent approval
requirements unless materially modified.

e Selection of vendors shall be based on price, quality, and suitability for JBAH needs,
not solely on cost

e [Insituations where obtaining multiple bids is not feasible (e.g., sole-source vendor,
urgency, specialized services), the reason shall be documented and approved in
advance



All applicable approval thresholds under the Delegation of Authority (DOA) policy
must still be followed

These procedures are intended to promote fairness, cost-effectiveness, and accountability

in vendor selection.

14. Payroll & Employee Expense Reimbursements

Payroll is processed with ADP or equivalent and paid bi-monthly; account for payroll
service expenses at #77300. Salaries and hourly rates are as per employment
agreements.

Other benefits, including medical insurance and retirement, are agreed on a per-
employee basis.

Recruiter fees and related costs must be posted to #77000. Payroll must be posted
to #77010, #77015, and #77500 (do not use #89300 Overhead for payroll).

Employee expense reimbursement requests must follow separate procedures;
forms must be submitted and reviewed before payment.

15. General & Administrative Expenses

For JBAH’s office operations, expenses should be recorded in proper categories:

62400 Meal: Meals and Snacks. Do not include meals and snacks from committees,
gulf stream, and events with designated budget.

62500 Professional Fee: Law firms, accountants and other professionals.
66500 Telephone Expense: Land line, internet and cell phone usage.

66600 Internet Expense: Computer, IT environment related expenses.

67000 Postage and Delivery Expense: Postage, UPS, FedEx and other delivery
charges.

67550 Liability Insurance Expense: General liability, umbrella insurance etc.
69000 Office Supply Expense: General office supplies from Amazon and other
vendors.

69100 Office Materials & Machines: Office tools, subscriptions and IT related
expenses.

69150 Papers & Printing: Banner, copiers and papers.

69200 Other Office Expense: Other expenses that are not recorded in account
69000 and 69100.

70200 Rent: Rent and overtime HVAC and other building related expenses

8



70500 Donation Expense: Generally, all donations will be paid from JBA Foundation.
Donation made specifically by JABH should be recorded here.

80000 Property Tax expenses: Annual property tax from Harris County, TX.

89000 Miscellaneous Expense: Other misc. expenses

89155 Mileage & Parking: Milage and Parking for JBAH employees. Do notinclude
milage and parking from committees and events with designated budget.

89200 Bank Charge: Bank charges and fees. Returned check fees. Credit card fees.

16. Tax Compliance

JBAH must file annual Harris Country Personal Property Tax Rendition statements by
the end of January for all tangible property used for business. Tax assessment bill is
sent from the country, during the year, based on the rendition.

Tax returns (Form 990 or e-filing) for JBAH are prepared by an external provider
(Weaver or equivalent) soon after the fiscal year ends.

17. Japanese Education Inst. Of Houston Transactions

Shared costs with the Japanese Education Institute of Houston (JEIH) must be
settled quarterly. The allocation statement is prepared by the Executive Director,
reviewed/approved by the Treasurer, and the designated representative at JEIH.

JBAH’s subsidy to JEIH is confirmed annually, prior to JEIH’s fiscal year-end in
March. Unless otherwise notified, as of October 2025, subsidies are not required
until further notice. JEIH will notify JBAH reasonably in advance (preferably in 6
months) if additional funding is needed; such expenses are recorded in #2000 JEIH
Subsidy.

18. Audit, Documentation, Ethics & Change Management

All financial documents are to be retained for 7 years (tax returns and board minutes
permanently).

Destruction after retention must be secure (shredding for paper; digital must be
securely deleted).

Physical documents are to be kept in locked filing cabinets; digital in secure,
regularly backed up cloud storage.

Policies align with all applicable state and federal standards for nonprofit
accounting.



Each committee member, executive director, staff must disclose, sign an annual
conflict of interest statement and uphold the JBAH code of ethics. All related-party
transactions require board review and approval.

Routine updates to this manual are required. Major changes are approved by the
Board and promptly communicated to all stakeholders.

19. Risk Management, Disaster Recovery & Cybersecurity

JBAH will maintain adequate insurance coverage, including general liability and
umbrella insurance (#67550); renewal and documentation reviewed annually.

Suspicions of fraud must be reported immediately; whistleblower protections are in
place.

Access to QuickBooks and other financial records is restricted. Passwords are
changed periodically; cybersecurity reviews and data backups are performed
annually.

Disaster recovery plans are documented and reviewed yearly; financial continuity
procedures ensure operational resilience in case of emergenc

10



19. Appendix: Chart of Accounts Reference

Account List

Japan Business Association of Houston

Account Full name Type Detail type Description

1010#(#) Cash on Hand Bank Cash on hand Cash on Hand - Petty Cash

10200 Regular Checking Account Bank Checking Checking and Disbursement account

10201 CD Bank Money Market Certificate of Deposits and other short-term investments
11000 Accounts Receivable Accounts receivable (A/R)  Accounts Receivable (A/R) Unpaid or unapplied customer invoices and credits
12001 Undeposited Funds Other Current Assets Undeposited Funds Funds received, but not yet deposited to a bank account
12030 Prepaid Expense Other Current Assets Prepaid Expenses Prepaid expense if paid in advance

12040 Event/Meeting Deposit Other Current Assets Prepaid Expenses Prepaid deposits and for venues

13000 Security Deposit Other Assets Security Deposits Security Deposit

15100 Equipment Fixed Assets Machinery & Equipment Capitalized Equipment - Cost

16000 Furniture Fixed Assets Furniture & Fixtures F&F - Cost

16500 Leasehold Improvements Fixed Assets Leasehold Improvements Leasehold Improvements - Cost

17100 Accum. Depreciation - Equipmen Fixed Assets Accumulated Depreciation Accumulated Depreciation - Equipment

18000 Accum. Depreciation - Furniture Fixed Assets Accumulated Depreciation Accum. Depreciation - Furniture

19000 Accum. Depr - Leasehold Improve Fixed Assets Accumulated Depreciation Accum. Depr - Leasehold Improve

20000 Accounts Payable Accounts payable (A/P) Accounts Payable (A/P) Accounts Payable - bills and charges payable

20001 Cash Basis Accounts Payable* Accounts payable (A/P) Accounts Payable (A/P) Generated account for vendor per cash basis - do not use
20010 Futami Current CC 5112 Credit Card Credit Card Business Credit Card payable - Main Card

21000 Payable to Foundation Other Current Liabilities Other Current Liabilities Payable to JAB Foundation

21250 Unearned Membership Fees Other Current Liabilities Other Current Liabilities Amount paid in advance, by members

21300 Unearned Event Fees Other Current Liabilities Other Current Liabilities Deposit received in advance for events

21500 Credit Card Payable Credit Card Credit Card Other business credit card payable

22000 Payable to JEIH Other Current Liabilities Other Current Liabilities Payable to JEIH

22500 Simple IRA Payable Other Current Liabilities Other Current Liabilities Employer Contribution payable

30000 Opening Bal Equity Equity Opening Balance Equity Opening Balance Equity - Do not change

30001 Retained Earnings Equity Retained Earnings Retained Earnings - Do not change

40010 Regular Members Income Service/Fee Income Regular Members Dues

11



40020
40030
40100
41200
41400
41805
42000
43150
43152
43155
43160
60109
60110
60111
60112
60151
60152
60153
60155
60199
61000
61500
62000
62400
62500
66500
66600
66900
67000
67550
69000
69100

Associate Members
Initiation Fee

Library membership

Over Due Penalty

Interest Income

Texas-Kai Golf Tournment
JBAH Softball Revenue
JBAH Picnic Revenue
Texas 6-City Conference Revenue
Showing Japan Revenue
Life-Style & Info Revenue
Library Supply

Library Books & Videos
Library System Expenses
Japanese Garden

Annual meeting

Officers meeting

Business Seminar

Other Committee Subsidies
Life-Style & Information
Showing Japan Expenses
Gulf Stream Expense

JEIH Subsidy

Meal

Professional Fee
Telephone Expense
Internet Expense
Reconciliation Discrepancies
Postage and Delivery Expense
Liability Insurance Expense
Office Supply Expense

Office Materials & Machines

Income
Income
Income
Income
Other Income
Income
Income
Income
Income
Income
Income
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses

Expenses

Service/Fee Income
Service/Fee Income
Service/Fee Income
Other Primary Income
Interest Earned

Other Primary Income
Other Primary Income
Other Primary Income
Other Primary Income
Other Primary Income
Other Primary Income
Other Business Expenses
Other Business Expenses
Other Business Expenses
Charitable Contributions
Other Business Expenses
Other Business Expenses
Other Business Expenses
Other Business Expenses
Other Business Expenses
Other Business Expenses
Other Business Expenses
Charitable Contributions
Entertainment Meals
Legal & Professional Fees
Communication
Communication

Other Miscellaneous Service Cost
Shipping, Freight & Delivery
Insurance

Supplies & Materials
Supplies & Materials
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Associate Members Dues

New Regular Member Initiation Fees

Library membership dues

Library - overdue penalty

Interest Income

Texas-Kai Golf Revenue

Softball games revenue

Picnic revenue

TX 6-City conference fee revenue, when held in Houston
Showing Japan revenue

Life-Style & Info and used book sales

Supplies for the Library operation

Purchase of books, periodicals, and other media for the library
WES library system and other Library IT expenses

Support Japanese Garden/Herman Park via Yotsuba Circle
Annual and quarterly BOD meeting related expense
Executive and officers meeting and gathering

Business seminar and other events

Other committee related expenses

Life-Style & Information related expense

Showing Japan expenses

Gulf Stream related expenses

Subsidy for JEIH - charitable contribution - do not use until notified
Meals for JBAH - not for other committees

Legal, accounting and other professional fees

Telephone and cell phone expenses

IT and Internal technology related expenses

Discrepancies between bank statements and company records
Postage and delivery expenses

General insurance expense for JABH

Office Supply expenses

Office tools, IT subscriptions and equipment



69150
69200
70200
70500
73002
74001
74002
74003
74004
77000
77010
77015
77300
77500
77700
80000
89000
89155
89200
89300
90000
90001
90002

Papers & Printing

Other Office Expense
Rent

Donation Expense
Houston-Dallas Softball
Texas-Kai Golf Expense
JBAH Softball Expense
Picnic Expense

Texas 6-city Conference Expense
Employment Cost
Salary Expense

Medical Insurance Expense
Payroll Service Expense
Payroll Tax Expense
Simple IRA Expense
Property Tax expenses
Miscellaneous Expense
Mileage & Parking

Bank Charge

Overhead Expense
Depreciation Expense
Federal Tax Expenses

State Tax Expenses

Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses
Expenses

Expenses

Office/General Administrative Expenses
Office/General Administrative Expenses
Rent or Lease of Buildings

Charitable Contributions

Other Business Expenses

Other Business Expenses

Other Business Expenses

Other Business Expenses

Other Business Expenses

Payroll Expenses

Payroll Expenses

Payroll Expenses

Payroll Expenses

Payroll Tax Expenses

Payroll Expenses

Taxes Paid

Office/General Administrative Expenses
Travel

Bank Charges

Office/General Administrative Expenses
Office/General Administrative Expenses
Taxes Paid

Taxes Paid
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Paper, Copiers and Printing

Other office G&A expenses

Rent and HVAC and other operating cost
Donation made to charitable orgs by JABH
Houston-Dallas student softball support - every other year
Texas-Kai golf expenses

JBAH Softball expenses - games in April
Picnic expenses

TX 6 City Conference expenses - every 6 years
Finding and Recruiting Fees

Payroll Expenses

Employee related medical insurance expense
ADP Payroll Service

Payroll Tax Expenses

Employer Contribution Expense

Property tax to Harris County

Other Misc G&A cost

Miles and Parking and other travel cost

Bank changes and fees

Other Misc G&A cost - do not use
Depreciation expenses

Federal tax expenses paid

State tax paid - unemployment tax goes to payroll tax 775--
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¥ L. HIZK(Z QuickBooks (#11000) ICHWTHBAT R N TE S,
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7. EEEE
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16



BEVEADEE

WRENDETHERABLIOIREICES ZEATED
BLURARMEN 2 RES L VCBREEERRD SRET D
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EOREELOUDIE. FRIICESTRFE I I EFRROL L2 —FL VAR EZ TR ITNIEA S
/AN
(LUT. BE#Fo -8B ITHEITE£9)

8. Bl LU DMEE

Ry ZA—F7-1IEELYEERIG RS —FREE L. #20000 BEtE & LTEE - HiKE
K% 30 HURICZHbNEZHDET D

=4

2BBELNMRY NBOFIZEIL.

BYIA A E 72134 X b H X T, #21250 RINESE £ 7= 13 #21300
KRARY NEELTEFEEINS

9. MEICX T 2 ARILE

e REBIUFMIIF 2 BEBEREMN,

JBAH & Foundation 2 % BRHE (C
GEIEESSEDD

2 CERE - B

889 %,
10. L& EE
o HBEESABENE P L OHEEAIZER? HAEINDZNETEAGWL
M. 2EBLUHEEE (Membership Dues & Library Operation)
. SREBLUVEREOREL, RITOME—BICEDEREIN, HBIGLCTCREINSbDET
%,
o ERBRE :#40010
o BEZRBRE #40020
o FREEBHK (RERA) :

©100 NJL (#40030 |25t L)
NESEUNZSIL #40100 (12, BEHOEEICFZR D SE1L#41200 1IC5HET 5, MEOBA. ERPLCITE
HZEF L #60109, #60110, #60111 [CCEEIN D,
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ZWRIE. BATRAEIN, EBRRICL2AREZX

12. ARV b, ZESBLIWEEROEEHE (Event, Committee & Activity Accounting)
#5514 Xk (Special Events)

o IBANVHMNIRAINGEBLVERIR. TNENERBECEEINDILDET D

o Texas-Kai Golf : X%k #41805. & #74001

o JBAH Softball : X% #42000, EF #74002

o

Picnic : UNZS #43150. 2 #74003

o

6 City Conference : IXz% #43800, ZH #74004

o fEm. BRE. ZWBEZ Ot N> FEEER I

—mREAREB IR LEERBEEZFER LR ITN
EeANDY AN
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o &t :
o Life-Style & Info : #43160
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o EBH:
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o ShowingJapan : #61000
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ZDMESE) (Other Activities)

o REBLUVEIF—FUTTEETS
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O

o #60152 (Executive Meeting)

#60153 (Seminars)

@)

o #60155 (Other Committee Subsidies)
MoOES%Z @ L -HARER~DS{T1E #60112 (C5H LT 5,

FhEY 7 FR—)L (PRERME) 1L #73002 15T ET 5,

EB L UFFE AL (Procurement and competitive bidding)

JBAH ET DR, N FUSIOBEEERZERT 76, UTORERHZERT 5 !

B %E 3,000 KL F7- 13448 20,000 FILBOZTHICOWTIE, BEINZAREHICNZ., BEEE
ODEEBZEH (RE2HULDIRE) NMERINHDET B,

7=72L. RE, 5. BLUTELUOMENAZHICOWTIE, HPWEARLLINTWLWBRHE, DK
EARICEZELRZENLWVRY . BINOAREFOBERANRINE T 5,

Ry Z—DRFEL, MEOARST, MEBLVIBAH DZ—I~OBEEHICESWTITHONEH D
E9 5,

BHORBIEHAER LR#RSE (F) @ EMpHeEs. B8 FPMY-EX%H) KX, Z0EH
HNER L. BRIICARZERITNIE R SR L,

Delegation of Authority (DOA) KU > —ICE DK I RTOAREE L, I EHmEETFINARITNILA
DR,

INDDFfIE, N EX—EEICEF2R2FE, BERNDIRSLORBEEZIREST 2 L 2BNET S,

14. 5655 L UOREEREBE (Payroll & Employee Expense Reimbursements)

BEIZADP - IEAFDH —EXICLVNEBIN, B2RZHONEZHDET S, HEEEY—EX
ZFHIT #77300 125t L35, S5 L VOBREBIIRERZNICESDCLDET 5,

EERRIRS L RBEEZ 202 DMENEELIE, REEZLIEREINILDET D,

HAICET2ERE L U0ZOMEEERIL #77000 1251 £ %, #5515 #77010. #77015, #77500 (Z5
L (#89300 Overhead OfERIEARA]), NETZEHLDET B,
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IZHE LN
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Form 990 DML (L, NEBEE (WeaverF) (LN EHFEERTERECHIIERIND,

17.JEIH (HA&AZ#) HY5| (Japanese Education Inst. of Houston Transactions)

AAGEHEER (EH) COHXBERIIUFHAIEICEEINDI D DET S, BBERIZI EEBRBENER
L. 2 BEBLVIEHEBEERFXEDL B2 — - ARZ XI5,

JEH NI, BE 3 BOSHFEERFICERIND DD ET S, 2025 F 10 BRFFR TIEEBIR
BETHDHH. BELERDIGEILIEH PESENER (FTeRY 6 AR BT HHDET D, X
= ZFH I3 #62000 23T F a3,

18. 58, XEZEEE., MELLUVZEEE (Audit, Documentation, Ethics & Change Management)

ITRTCOMBEEXET 7 FRERELATNETES AL (BMBREES LVEFEREFHRITKAR
T?)O

REMAEBORZILBEYICERINAGTNEESHE L (RIZ 2L vy &—, BFIILLDER),
MIBYZ IR E. BF T —XIFLE2HR 757 FICREREL, EEENICAAY I Ty TIN5,
AFHIIFEEFNFEICERBINZINES L VEREICBEETIHDET S,

&~ X > /N—_ Executive Director, 3L UVR X v 7li, BEMZEKOBEEICEL L., HEHRE
LAk sin, BESEENG IFEEEDOL L1 —BLVEREET S,

AT ZaTIVEEBNICERINSbDE L, BERELEBEIEZERARO D ABREFICANINDS,

19. YR VE®E, KEEIRB ISP A /—+F 1) T+ (RiskManagement, Disaster Recovery &

Cybersecurity)

JBAH X B AR (—ETRBRB LT IL I REEED) #EL. EXCEH - REL AT

Do
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Japan Business Association of Houston

1. Accounting Policy
This accounting policy and procedures establish controls over financial reporting
and safeguard of assets.

2. Delegation of Authority

Activity Exec Director | Treasurer Board Notes

Expenses < $1,000 | Approve - - Exec Dir approval

Expenses $1,001- | Process Approve - Treasurer

$3,000 required

Expenses > $3,000 | Process Review Approve | Board pre-

(non-catering) approval required

Catering > $3,000 | Process Approve - No board pre-
approval

Expenditures exceeding $3,000 per month or $20,000 annually are subject to
competitive bidding requirements (minimum of two proposals), in addition to
applicable approval requirements. However, recurring expenses, including rent,
payroll, and similar ongoing obligations, once initially approved, are exempt from
subsequent approval requirements unless materially modified.
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Relo Redac, Inc. 1980 Post Oak BLVD SUITE 200, Tel. 713.282.7118

www.reloredac.com

Houston, TX 77056
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JAPAN BUSINESS ASSOCIATION OF HOUSTON
MEMBERSHIP APPLICATION

DATE: #/27/2026

Dear Mr. President:

| hereby apply for membership in your Association. If | am accepted as a member, | promise to comply with and

observe the By-laws, Rules and Regulations of the Association.
9401/ Watzanabe

(Applicant signature / E4)

INFORMATION TO BE SUPPLIED BY APPLICANT]|

B Class of Membership/ 2B %47 : [X]REGULAR /E£E (Co. & Individual) [ ]ASSOCIATE /| #£E

HMFull Name of Applicant /| H 5 4*

(in English, print or type) Jun Watanabe

(in Japanese) e

Full Name of Applicant's Spouse / E.f8# 4 (optional)
(in English, print or type) N/A

(in Japanese) N/A

**Spouse’s email address N/A

* In case of REGULAR membership, the applicant mustbe the representative of Houston office who will serve as a director of the JBAH Board upon
approval of membership by Executive Committee.

** If your spouse wishes to receive information on JBAH events & activities, newsletters, etc., please provide his/her email address.

ECompany Name /| £#k4: Relo Redac, Inc.

Company Affiliation /| H AN At:: _ &yl iL—7

Address / fEfF: 1980 Post Oak BLVD, SUITE200, Houston, TX 77056

Phone Number/ &3® % . _ /13 . 282 718

Email Address: jwatanabe@redacinc.com

Web Site: http://www.reloredac.com




EType of Industry / 7% : (Choose one)
[ ] Steel (#kfi)

[ ] General Merchandise & Chemical Products (#%& - {L524h)
[ 1 Machinery - Electronics (f#% - & 1)
[ ] Energy (=x/L¥%—)
[ )] Transportation - Services * Finance + Trade (i + $r—t 2 « &l - )
[ 1 Other (Zofth)
Please specify : (Z D51, EFEAZPFLL T W) .

B Description of Business /| ¥ H .

PRTY—E A2 2 HREAHE - Yy — 3 Y PR—F

B Reason for Applying: (Check al that apply) /A =¥ H (Check all that apply) :

[ X1 Networking (> k7 —3%>2)

[ X ] Japanese Business Information (&1 %142

[ X ] Attend JBAH Business Seminars & Events (& 3 F-—%1 > h ~D )
[ X ] Upgrade from Associate to Regular member (#4875 E4 B ~Z5 )

Please explain the reason in yourown words. /| CHHDEE CTCALHEHBAZ TEHI LSV,

La—ARYOHRBELY L— gy y TREER/RET 5128

ETwo Sponsors appear below (For Associate members only. / #2E OHFADOLHEEE 2T AL T ZE) o *

1. Sponsor’'s Name (print)

Sponsor’s Company Name

2. Sponsor’'s Name (print)

Sponsor’s Company Name

*Sponsors must be JBAH regular members. Please attach the recommendation letters when you submit this form.

6 202
B Membership beginning (ASFHZEA) , 026
(Month) (Year)

The applicant is requested to return this completed form to the Executive Director of the Association, who will in tum

2



present it to the President, Executive Committee or Board of Directors for consideration and action.

The address of the Association is:

Ashford Crossing 1I,
1880 S. Dairy Ashford Road, Suite 170,
Houston, TX 77077

Phone: 281-493-1512
Email: info@jbahouston.org [revised: 4/24/26]
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1. $BAHLETRE—TS5 ADREMIT

JFERE 233084 2l 2. KRIUSHE 2 AR HERE T 5 72, HPC (Hermann Park Conservancy) &4 14D
FTHA T —DLED FITOWTHRHZBBLE Lz, FIREEIZCE0A Doreen StollerF:)>HCara Lambrigh
tRAEBIT L2 & TR T2 L L. B AERIZHermann Park®dMaster PlanlZ1IERUTNLERHT
NFELEZ, ZOHEFR. MVWA (Michael Van Valkenburgh Associates) M~ A X —7 5 L OiREFHHET &
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o HPCITZ20244F | ZF B 2T A T — & U THRIEL £ L7, 20264E I TI3H/i 7727 A F— DR
ZITWERATLT,

o HIFEEFIITFEHEKFREZERE, TV A T —RIEDIRY F T, HERFFEEICMZZEMIZT
A CHEOKEE LS TN TV E L,

3. AKX EDiIHEE ZHIk
20254 IR AR T 12 B LW 272 W2 B HPCISH G & O 0 pIREMEIZ DWW CREIZ ZHHV - L
32 L/fx_o
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Japanese Garden Advisory Committee ChairDIEFECAS, 2026412 A ICARFEDOHIEL RiX2 B2 BIEx
THRERDE LT,
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Restoring the Japanese Garden

Original Site Plan
‘ By Ken Nakajima o Hermann Park’s Japanese Garden was envisioned as part of the original 1930 Hare & Hare
: plan for the Park and was ultimately realized in 1992, when the idea look rool in Houston's
Japanesc community to build the Garden as a gift to the Cily of Houslon. The Garden is one of
five Japanese gardens thal the renowned landscape architeet Ken Nakajima designed

internalionally.

After more than 30 years of daily use, the Japancse Garden’s infrastructure and systems are
beginning to show their age. Rooted in the Garden’s original framework, this restoration
effort 1 restraint, bal and local materiality. following Nakajima's guiding
philosophy: “We must work with nature. lo create a new space and a sense of beauty.”

All restoration elements and newly developed concepls are led by Michacl Van Valkenburgh
E - o (MVVA) under the guidance of Hiroyuki Tsujii, Nakajima’s prolége with a focus on long-term
| o = BEr inability and authentici

N

Waler is a defining element of Japanese garden design, symbolizing halance, harmony. Restoration will also address repairs to hidden systems that will ensure stabilily beneath the
renewal, and cl ing while shaping views. and experience. Garden’s beauty:
Currenlly, ponds are leaking, circulation is compromised, and water quality has declined. « Address long-standing drainage issucs throughout the sile
« Reslore deteriorating pathways with long term solutions

This critical restoration will include: * Repair all structures in the Garden, including footbridges, Lthe Wisteria Lrellis, and any

¢ Comprehensive repair of the entire water system deferred maintenance issues affecting Lthe pavilions

* Improvements to fi i ity. clarity, circulation, and reliability » Relocate and improve the maintenance yard

 Preservation of the original visual character and design intent of ponds and streams « Correct misplaced features Lo properly portray the meaning and significance

way Concint”




Completing the Garden Vision

Before

Path of Wildflowers
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1. B85

AHEEELTRITLTVWSE1—ZA M BAE T ERE HILIAN —LAIOWT, {EROMRE DA D58
ZEEEIBIDIC, 2025 F 7 H 16 HOEEZER(CUHEE SN SHESHZANOIREZE (DL
TT AWz, 20, 2025 F 9 ALDMEBEEL A 7I ML BiREE - RITEZERMU TER.

—75 T, # 1 FEOERZEL T, RETLIRCHIIMFEEEROEHFEE _LORENESHEROI,
F5IC, IREAVFRE I ADBH BRI OZEEICHV LAT7IMEREZIBH I INT T 7 AORIBENN
FREALTED TS,

ZOfth. REREEE ZERCHEFEITLU TUKER RS, IREEBODRVMEESHEANREL 17 M
R CEERFEUIL,

2. BRDRE

H DA P ISZERL. BARB IRZTOESRRIGIEE AIE | TEERAIN TV HMtE S 28
AUfz,

UNUBHS, MEESHREET(L, REEDPREFZIROBRCTHES 1 IPERE(CL SIRBIFEN MR LI DIRE,
LA7I MREICHIIBIERTIZNMENN T 23REN BT,

e, /T EBRAERFIOZE(CHV [HILIAN)-LIORESLVFEREREZRONISESSEHRE
H—BFECARTEE RO TS, ZDT2s. LTI MBS T4 7 EDFREEAERMRFAICRELN EU S5 E
BHD. MI2TATAQEIBBEIIN RSN TS,

3. ER

LEREDIRRZEER. RELIEZARIL TSI SANEEL A7 MRV,

TNUCED., LAT7IMREICHRBEEEIBZEERLU. R TATHELVOEHRRAOEEEFZINZAN
5. ket A HEEELU TR EM (CHEFEAT TEB AT ZHERFLIZU\

DWTIE THILIAN) =L OEE LA 7Y MeiRERECHE T AEMREN TEERFHAIFZEUSXT
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ﬁ*il‘ 5 A MITSUBISHI

HEAVY INDUSTRIES

202667 Zy I RIRE (BE)

«  H#04/12(8)ICEHEFET SO, EXDLH4A/19(H)ICIFELT.
. ;_l/ :5_9(EI)(2|:\ RIRICADIFOED 0. E DRI EERC BBECXBXCRD, iFETES
coko

«  EHAEEBIIATOTEN, IFENZELEDD HHDOZSNEIIFI650ATHD. EFD2/37207.
- BEHNREUERIZTSVU-PBYIL—-ZAIAY MCRBZEDHF 2HEEn, EUATWEETTE
BEATWVS. BB YYIL-ADEEARV—-ATR. =HWEENEBEINE.

SYINTR BRENSZSHOERERBVELE, 1002 LOFICEMZHELTER,
RELUEEFHES B TVEEZEVD T, LBUSMVERL LTS,

ZNEEETOESEE

20265 | FPEER | dFE | EFEEE | WEE
EHAEA 899%| 960%|  A61%| 1,065% Al66%| 8

HmEE $8,300 $9,000f A$700] $8,800] A $500|

WINFEE®E | $6,650 $8,300] A$1,650 $8,260) A $1,610[ &

VINE G 12155 - - 1455 A245
A>T —

2 % 3 i o=

\ 5

| A )
&

2026 Mitsubishi Heavy Industries America, Inc. All Rights Reserved.



202667 Zy I RIRE (INR)

¢ MITSUBISHI

AN HEAVY INDUSTRIES

« URA :$33,065, Fry M. SvIILSE ERUBBEEEVWING, 2025FRENVTFEZ FEbk.

R, 2024FDYXA ($33,535) LEIEE.
- R : $51,841, 2025 LEE T RE. MXICKLBFEEERICHSTr—FU>JEME ($11,850)
NRELRCEICED, $6,57418h, 212U, FPEHOEEEA,
- ¥ : $18,776DIFHU. BT ESIE(IE2ARDI5%DIDH. I SaiBzE(d$17,756,

RNROT—HU>JIBNIER DS, 20258 LEEBULTS$11,734DIFMICN, FEOEEA.

YR A DEB
e iy = 202583 FTEHE =& XF254F e
ShnEaea KA@$25. FH@$15. 2T ER $21,165 $19,700 $18,115 -$3,050 -$1,585
Sw JILSE E 5#1tzwv ~ @$10 $8,260 $8,300 $6,650 -$1,610 -$1,650
#EEE $8,800 $9,000 §8‘300 —$§00 -$700
IRA&SETH $38,225 $37,000 I $33,065 -$5,160 -$3,935
< HDEB
SIS | iy = 202585 4E FTEHZE =3 I 254 =
=I5E $41.95/ AN (FHik) 1o $44,409 $44,933 $39,175 -$5,235 -$5,759
EEEH SEH¥EMm - EmES $858 $1,067 $816 -$41 -$250
=Zih&SEt $45,267 $46,000 $39,991 -$5,276 -$6,009
IBHISZH : MXE(C K DREREHADIS &S
FA{EEMEHAER |7—9'J = OBINFESE $0 $20,194 11,850 $11,850 -$8,344
=mast $45,267 $66,194 $51,841| $6,574| -$14,353
U=z
ESI=| ity = 20258E4& FTEZ=E EHE *1254F T
mIafaE 94.57% (254FEE=H&(396.3%) $6,781 $8,640 $6,550 —$232 -$2,090
EEVC =t 5.43% (254 = =M(E3.7%) $261 $360 $376 $116 $16
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