Notice on Reiteration of Logistics Work
Requirements

RTEH LIS B TAEER @ A

All departments /&3 |7 :

To further improve logistics management, and to provide logistic
supports in a timely fashion, you are hereby notified of relevant

matters and requirements as follows:

AHR—FREFHEEKT, REMFLETENEHRE, IHK
AAREFRERB T

I Contact Information of Logistic Staff /[FEIAREKRZRF R

The logistic office is in Room 110 of the main office building,

responsibilities are divided among staff members as follows:

EEAAZETHAKI1I0 EFE, ARRBFRALHT:

Work Type Post Name Personal MP No. Hotline
%A K H4 AN B R % &
Supervisor .
Vehicle . Ben Siah 8830001
e Vehicle Service
Management Disoatch = 4
ispatc z
e H : Malik 7106730 ™
R 8331122/ 8331133
Supervisor
Canteen . Joanne 8676726
M ¢ EX Meal Delivery
anagemen
Assistant EENL
# Boon Ha 8796807
BITHE Bym w Halal/3 X :
Apart ¢ Supervisor Eddi 8651212 8331188
partmen FH ¢ Non-Halal/3E 3% XK :
Management
Assistant . 8331199
NEREE . Jimmy 8830207




Should employees have any questions or suggestions regarding
logistic work, please contact relevant management personnel
during office hours, and please try the helplines first. In times of a
special situation or emergency, you can dial their personal contact
numbers. It is not suggested to get in contact with Bruneian
employees on their personal phone numbers during off hours or

on public holidays.

BRI EE THEAREREWN, BETFERERAMEMEEA
R, HFRARTHREEE. HHRKESEAT, TRITHBARE;
R E R AR H AR WKIT XK R TAARIE,

II Vehicle Use Application / FAZEEiE

For any vehicle use demand due to work, please apply at least half
a day in advance during work days via the HYBN-0118 work
process in the OA system. Fill in in detail the necessary
information of boarding location, destination, departure time,
number of passengers etc., and please confirm via helpline or face

to face with vehicle management.

AIHFERNAEN, ETHEERNEIRWELRER OA R4
Y HYBN-0118 B H#AT ¥ &, F4ET L F 3. B AH K.
KEWRE. REARELERER, FEFERIRE. HIESHF
B EAR AR

Vehicle use demands on weekends or public holidays shall be

applied in advance during work days.

BARRAN#MBEAE, NEWETLEE HF.

III  Airport Coach Service / ¥IAEEXRSS



We provide airport coach services for personnel who is going to
take the charter plane to go back to China every Tuesday morning.
The buses depart from the PMB parking lot, the Aranta apartment,
the Armada apartment, the Onecity apartment and the Riverplace

apartment at a universal time of 6:00 am.

BE_RERIFLEHNEEARRERENKS, KEREN
6:00am, %)\ PMB % E X4E%3. Aranta /AF. Armada />
& . Onecity 2. Riverplace AE X %.

We provide coach service for personnel arriving in Brunei by the
charter plane every Tuesday evening, as well as meeting service
with a sign at the airport by designated personnel according to the
plane ticket booking information. Those who have finished going
through all the arrival formalities please go to the meeting point to
register and take designated buses. Those who decide to go back to
their apartments by themselves shall actively notify the meeting
service crew of their plans, the company do not provide any

transfer services at any other undesignated stops.

TR B B R BEAHA SR A R RBEEARSE, FREA
FURRE R o T AN EREN, 1§ 2 ZAR LB R EL
ARFELZHRLEREL;, BETEEHARFTESERENAR,
AFFRPFRBEE RS

For those who need airport transfer services out of the timeframe
of the charter plane coach service schedule, please apply through
the HYBN-0118 work process in the QA system, fill in in detail
necessary information of boarding location, destination, departure

time, number of passengers, and flight number etc., and actively
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keep in contact with the vehicle management.

FAGHIN o B T EERNWAR, HEN OA ZAHF
HYBN-0118 B3 ATWiF, HHHET EEME. BME. KE
HE. REAH. MIHATELEER, HFEFEEMEEAR S
.

Those who come to the PMB for the first time shall have their work
permits arranged beforehand; Contractors shall have their

relevant documents arranged beforehand or have other personnel

to conduct the access procedures to the island.
BRES R TRREWATFTHE; REFTARBERAAEAXIE
BREZHARAE LG F4.

IV Shopping Bus Service / W42 RS

The company provides conditional shopping bus services to
employees living in different neighborhoods. Those who wish to
take a shopping bus shall sign up in advance inside the south
entrance of the main office building, employee number shall be put

down accurately.

BRHE, AANBSREARRERTREMIFERS, LFEFARM
RUWEEAMERE RATEL, FoLEETE. F—PRRE
A ST 10 A0, FZHMmE.

V Retrieval of lost items / 1B SasaEL

Employees shall check their seats before getting off the bus, and
make sure they don’t leave any personnel belongings like

cellphone, glasses, umbrella and backpack in the bus. Should an



employee find any personal item lost by others, please inform and

turn it in to the driver.
RITHFWRFESERM, BREFI. BE. ¢ FEEN
AN BAEREEFE, WRAMABIN AR, FEE —H
] &5 5 R 4 F A

The bus drivers will actively check the buses each time they finish
their job. Any lost items found by them will be collected and

handed in to the vehicle management. Anything hasn’t been

claimed within two weeks will be disposed as ownerless items.
ANBERREESE, EHRBEFH, wRARIIE, 2KAH
REH LR EZEMEEARSAE, W2 AREART, KR
oy B AT AL

Should an employee lose something during commuting, the
employee shall refrain from calling the vehicle management
during the night, and shall go to the Room 110 office to inquire and

retrieve during normal working time.

RIERFHWANRER REBAEBRHABTEFHREEAR,
WAELEY TEREE 110 AAZHTENR. FHK.

VI Vehicle Maintenance / ZEHR%E(E

Please apply through OA procedure HYBN-0121 for all regular
maintenance of the vehicles allocated by the company to
departments or individuals. For any damage or collision of the
vehicle incurred due to inappropriate usage, or any collision or
scratch in the vehicle but unable to provide the information of the

responsible person, the department or the user/ custodian which



the vehicle belongs to shall bear full responsibility and all repair
costs; the department shall bear 50% of the losses caused by

inappropriate maintenance.
ANEARELEBMTRMNERARRFNEF EBRTE, RE
Ji HYBN-0121 347 ¥ 3% . i EWEH B MPFR. At HR
. NEELERBEREAGEEN, BFEHFETITREA MR
CARERERGEFA, ERIFEF KBNS K EH T
A4 50%3R k.

VII Bicycle Requisition / B{TZEHiE

All bicycle requisition application shall be handled by the general
administrator in the department with paper and electronic
application materials signed and approved by the department
leader provided.

EATEHFNLERBNZEEER A —HE, FRELTE
THEENR, FEHTAFFHER.

Bicycle owners shall take full responsibility for their bicycles. The
company will not provide repair services, but there is a small
quantity of spare parts and components for which each

department can apply according to their own conditions.

BT EEAANETFAEZTLRERE, AATRECERS.
AR ERDOBEAFFEA, MAFEMITHHR. A

VIII Canteen Mealtime and Opening Hour / & TRt B8] FIE
T <16 18]

Please refer to Notice on Standardizing Staff Mealtime; and



mealtime on public holidays is the same as weekends.
#AXTHAEREREWESY BT, ARBEEAN. RE®
AR .

Note: Please ensure the door is closed after entering or exiting the
canteen to keep flies out. Staff are allowed to enter the canteen in
advance unless otherwise specified, and no one should stay inside
during non-dining hours. It’s strictly prohibited to damage public

goods and take tableware out without permission.

FRAGEEE: HMBTRMEF X, BELRHIN. RRARN,
AREAHANET, FREREARELTEE. FRAFLAHE
Mk, FPEBELRLETHAET.

IX Site Meal Delivery & Overtime Meal Requisition /EQ17iX &
MR R

All departments shall take meals delivered to the plant site in time
and place as specified. Please contact meal delivery hotline in time
if the meal is delivered to the wrong place due to poor

communication or if other department delayed in taking meal.

AWM E . MR ERIG AR, WE R R
BALS Ko FREERERN, FEXHBKRRERE.

Please refer to Notice on Launching the Meal Delivery Service to the
Plant Site for all requirements related to meals delivered to the

plant site.

AGRBRTIHERSR (X TEREH A RBHE D) HAT.

Please refer to Notice on the Adjustment of Delivery Time of



Midnight Snacks for details related to midnight snacks delivery

time.
B R B ESE (X FRERXY XA ENERY T,

Note: Any opinions or suggestions related to midnight snacks
delivery shall be collected by the general administrator in the
department and submitted to the canteen manager or the staff can
go to Room 110, Main Office Building directly for a face-to-face
communication to ensure the reasonable opinions of the staff are
heard and handled in time.

FraliREE: ARIER TEERNLGAF AR LE, SR
AHEANBIBRENNERBIZEEER, A—RBEELATHE
BEAR, REE3 10 AAEHTUEHE.

X Overtime Meal Reservation/ Take-out / JIIFE B HITE

Staff working overtime or delayed mealtime due to work shall
inform the canteen supervisor to arrange meal reservation before
11:00 am or 4:30 pm on the day. Generally, meal reservation

service shall be no later than 1:20 pm or 7:00 pm.

AWMIMEARBE IR ERFERTHEAE, HTYUH
11:00am 2 4:30pm I WBRETEEZHEE, GRHHEN
Rt 1:20pm = 7:00pm.

Please fill in the Overtime Meal Application Form for any meal
take-out service. In case of emergency, staff can also call the
canteen supervisor in advance to arrange for food take-out, or
designated staff can register in the canteen with their work ID and

fill in the form afterwards. Canteen will not provide take-out



service to the staff who has not informed the canteen supervisor in
advance.

WEWAR, HEE (ERTEE), FREATIRWEERR
ATEERENEL, BERAREIHEEERTRRIFERIE,
WABRBETEE, BATEBRTHTEL—BATHE.

XI Application and reapplication of multi-purpose cards/—Fif
IHERER DI

Please refer to Notice on the Application and Reapplication of Multi-
purpose Cards.

BB (AT—FRAEMISHNBL) BAT.
XII Maintenance of apartment facilities / 2B m4EE

Hengyi only provides the following free items once, such as
kitchenware, toiletries, trash disposal facilities and kettles, all staff
shall keep and cherish them properly, and there will be no more

repair service provided in case of their any damage.

AT GBERBEW R, wFEL. AARBRDR. HRLETLR,
FhmE, H—RERE, AINZEREFEXRENE, EAH
KRHFFRBE LGRS

In case that the immovable furniture or household appliances etc.
provided by the owner are damaged due to the occupants’ reason,
the occupants shall compensate for it according to the actual cost.
In case of the damage of lights, door locks or faucets, or drain
blocking, the occupants shall bear part or all of costs based on the
owner’s requirements. If requiring door unlocking service during

non-working hours, the occupant shall pay relevant service fee

9



according to the owner’s service standard.
AENELERBEHFTHHIREL. KALESF, FAABKF,
EANEARBONREE. TR TR ELRIF. TAEEER
MEVEFER, BEANEARBATRERSRLHWHA. F TER
&R IRS 0, b EREFERE.

For normal repairs, please contact directly the maintenance staff

through the WeChat group of the respective apartment.

EERBFAIENDERERH, BE@EBAR.
XIIT Network service / P4&BRSS

Free internet service provided by Hengyi for its staff is only based
on the current standard. In case of insufficient network flow, the

occupants have to purchase by themselves.

AR R ITRENEFERNERSARTARE, 2REFEE
NEAR BATHX.

In case of network connection failure, please consult your
department or colleagues first to check that it is beyond normal

fluctuations or improper operation before requesting the

maintenance personnel for repair.
W EEERERE, WEEAARTRARRE, EHKRER
BABRBREFLHERT, BRESARKE.

Kind reminder: don’t change the router username or password at

will.

FrRREE: T RERERBHEN P4 ED.

XIV Special tips for apartment maintenance /2 B4 (€45 71 1% AR
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The appliances or network maintenance service requested in the
evening or on weekends may be delayed because of the local

working habits in Brunei.
FRXFAHTEXR, EHhEXEARRENAERERE. W
BEY, TRIAMER.

We hereby notify the above information.

Vig b

CEO’s Office /| B 2B A NZE
November 16, 2019
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