Notice on Regulating the Duty Works of the Company
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All Departments:

AT

Required by the company leadership, to realize the company’s
management system of duty work and regulate the
management of duty work of all levels during operation period,
now you are hereby formally informed the related matters as
below:
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1. The Management System of Company’s Duty Work involves
total four categories of duty works: Company’s General duty
work taken charge of by CEO Office; Technical duty work
executed by each functional management department; The
duty work of operation departments performed by each
production executing department; managers duty work
replacement shall be implemented by each department at the
right time based on actual situation. All departments please
start to arrange respective related works immediately.

KA EREEEFE P RWRE: P AFLEHEEE
ZHRFT, TLTHEGLREETELTART, BAHEEHL
A FHATE T RS, S T 34 98 b 430 TR 3B L IR 1R LA

-1 -



Tt R. EAMIILNEFZHAR I THX THE.

2. Each department shall establish and regulate the duty work
management in accordance with the system requirements,
relevant personnel shall comply with the regulation. The
person or persons on duty should sign in on time, become
aware of the production and work status timely, coordinate
and resolve all related problems, and record the duty as it is.
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3. Unified duty log shall be adopted for duty works of all
categories of all levels. All departments are requested to the
CEO Office for collection before April 26. The person in charge
of duty work management in CEQO Office: Ms. Zhang Chunli,
Phone: 8197738.
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4. In principle, duty rosters shall be issued on a monthly base.
The responsible department shall release duty roster of the next
month before Day 28 of each month; If issued on a weekly base,
the duty roster of the next week shall be released before 12:00
noon on Friday by the responsible department. The duty roster

shall contain duty date, duty personnel list and contact etc.
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necessary information ( Template please refer to the
attachment) , and shall be uploaded to the department page on
company website. In the case of two persons on duty, one is
principal on duty and another is deputy on duty; In the case of
only one person on duty, please adjust and reduce the no. of
columns in the template.
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5. Currently, in consideration of some duty offices unavailable
due to central air conditioning system and incomplete beddings,
relevant personnel shall perform duty at the camp dormitory
or department duty office temporally; Once the duty offices put
into use, checking into new duty office shall start immediately.
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6. The CEO Office shall be responsible for the supervision,

examination and evaluation of all the duty works.
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7. The duty works of all categories of all levels shall be formally
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executed from 26 April, 2019.
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8. Given the complexity of current work and incompletion of
some related work, all departments please contact company
General-On-Duty or General Dispatcher at the time of
coordination required by duty related work. The phone no. for
General-On-Duty: 8388158, for General Dispatcher: 8170766.
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Please be kindly informed.
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Attachment: Template for Duty Roster
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Attachment Fft44:
Template for Duty Roster {EIIFRAEHR

Hengyi Industries Sdn Bhd JEi;&320k (3C3E) BRAH
(l *** (Dept.) Duty Schedule (May 2019)
* (EBI)) {E¥IZR (2019.05)
HENGYI | pocord No. HYBN-T6-##-0011-00*-2019
gﬁ;‘%‘% +B7 - 'S;‘;;ﬁdElD%te 2019.04.26
Date / I} First Contact Mobile No. | Second Contact | Mobile No.
Person F{HIE AN g Person BI{EHE AN HE3E

1May | Wed. 2#=

2 May Thu. & #PY

3 May Fri. 2 1

4 May Sat. 27~

5 May Sun. 2 #H

6 May Mon. & #{—

7 May Tue. & —

8May | Wed 2=

9 May Thu. & #PY

10 May Fri. 2 1

11 May | Sat.EHN

12May | Sun.Z#H

13 May | Mon.2}#i—

14 May | Tue E#—

15May | Wed. 2#=

16 May | Thu. Z#Y

17 May Fri. 2 81

18 May | Sat.EHiN

19 May | Sun.Z#H

20 May | Mon. 2#i—

21 May | Tue. 22—

22 May | Wed. 1=

23 May | Thu.ZHilY

24 May Fri. 2 1

25May | Sat. 2N

26 May | Sun.2#H

27 May | Mon. 2#i—

28 May | Tue. 22—

29 May | Wed. 1=

30 May | Thu.ZHilY

31 May Fri. 2 81

Remarks: in case of annual leave or business trip, please arrange someone else to take
overin advance. #&iE: AR [l AR EG HH 22 SRR R IR AN R ABLPE, VB HERT PR N 2 B BT .
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