Notice on the Application and Reapplication of
Staff ID Cards

RF—FEAHEAH I BIE R

All Departments / £3#3 |7 :

Currently the canteen management team under CEQ’s Office is
in charge of printing and distributing staff ID Cards for the staff.
To standardize management, the following notice is hereby
released for your reference.
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1. New arrivals should bring with them the Notice for Applying
Staff ID Card (Attachment 1) to Logistics Office (Room 110 of
Office Building) in order to apply for the card.
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2. The staff ID Card is the only valid ID card for staff within the
company, equipped with multiple integrated functions as work
pass, attendance card, meal card and access card.
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3. In cases of loss, damage or invalidity of the staff ID Card,
reapplication requires a card expense of BND 20 dollars.
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4. Reapplication procedures are listed here: first applicant should
fill in the Reapplication Form of Staff ID Card (Attachment 2), then
the form has to be reviewed by HOD and then by HR department,
after which applicant should make payment at Finance
Department, and finally can go to Logistics Office for
reapplication with the payment receipt.
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5. HSE Department is in charge of authorizing door access
functions to staff ID Cards in accordance with HSE regulations
and procedures.
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6. In case of application of temporary staff ID Cards for service
suppliers, applicant must fill in the Application Form of Temporary
Staff ID Card (Attachment 3) for the application. Temporary cards
are subject to the above regulations and must be returned after
permitted use period.
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The above is hereby notified.
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Attachment Ff 14 :

1. Notice for Applying Staff ID Card —-F & A B ¥
2. Reapplication Form of Staff ID Card —-< 38 # #r B 35 2
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3. Application Form of Temporary Staff ID Card ——F3& 5 it F
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Attachment Ff 4 1:

Notice for Applying Staff ID Card
—FEAER B

CEO’s Office R Z2# /AN E:
Please assist in the application of staff ID Card for new colleague

as below. X U THARR T A2 —F B

Name Department

Post Card No.

Signature of HR HOD /A ¥ R FEH M F B4

_ (BD)_(MM)_ (YY)

(Page 1 to be reserved by HR Department / # —8t: A D EBEHEH)

Notice for Applying Staff ID Card
—FREAEBmE

CEOQO’s Office R Z2# AN % :
Please assist in the application of staff ID Card for new colleague

as below. &4 U THARR T Ar3 —FFIEH

Name Department

Post Card No.

Signature of HR HOD /A R IEB R F X4 :

_(@BD)__(MM)_ (YY)

(Page 2 to be reserved by CEO’s Office / % —Bt: R 2B A NFEEH)
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Attachment ff 4 2:

Reapplication Form of Staff ID Card
—FEANAHIFH

Applicant Application
B A Date ¥ 3% H #

Reasons of
Reapplication

HFRE

Review by HOD
WITHRATH

Review by HR
Department

AT F TR B

Payment Receipt
B EAE
(Paste) (REJh)

Status of
Application

B F R




Attachment Ff 4 3:
Application Form of Temporary Staff ID Card

—FE R R R

Application
Department

B T

Applicant
HEA

Quantity of
Application

HiEKE

Application Date
HiE B

Reasons of
Application

&L

Department of
Users

R A AL

Permitted
Use Period

R A IR

Payment

%R X A

Paid by Hengyi:
AN B XA

] Paid by User:
O FERAEE:

[
[

Review by HOD
of Application
Department

E
fFRAFH

Review Record
and Status of
Application
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