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Preface il &

This rule is written based on “HYBN-T3-06-0003-2018-1 Production scheduling
management system”.

ARYANERAE (HYBN-T3-06-0003-2018-1 A= = BE A5 R ) H1)5E

This rule is effective as of May 13, 2020.

A A 2020 4F 5 J 13 H 2 S

This rule is first published as of May 13, 2020 and revised on June 23, 2020, at the same
time abolished "5. Emergency Response Procedures" section.
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1. Purpose HE#

To implement the relevant requirements of the Contact and Report management in the
company’s process management system and to ensure the effective transmission of
production information. The detailed rules are made according to the actual situation of
the department.

NVE SRy ) T2 P B PR RV P SRR, IR AL BRI Rtk id, Sia A
[ISEBR, Al g A4 .

2. Contact and Report Procedure BX &L IRIZFF
2.1 Diagram of Contact and Report Procedure Hx & /LR 27 K]
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3. Contact and Report Content BXRCIRAR

3.1 Contact and Report within the department

3.1 FRITAERIB R I

3.1.1 When field operation, within the shift period, discovers any type of production
abnormalities, they should immediately report to the panel operation and the monitor will
organize a treatment procedure and report to the unit executive and on-duty dispatcher.
3.1.1 YL SMRE B RIS KA R I, BALZNCAR N AP, BT AL
H e B AN A PR B AT IR

Hengyi Industries Sdn Bhd  {Ej&32)0k (3C3€) AFRAF Page 1 of 7



No.2 Refinery Dept. Contact And Report Management Rules HYBN-T9-11-0028-2020-2

3.1.2 When panel operation, within the shift period, discovers any type of production
abnormalities, they should immediately report to the monitor and the monitor will organize
a treatment procedure and report to the unit executive and on-duty dispatcher.

3.1.2 HPLWIIA) N AL AR SR BLE KA RN, B 2RI, YA B I )
B E 1B N GUNVE YDA FEREAT I

3.1.3 When the on-duty shift class is doing start-up, shutdown, production abnormality
treatment handling or main operating adjustments, the on-duty monitor should report to
the unit executive and the on-duty dispatcher on time.

3.1.3 HPEPEABATIF 45 THRAE 25757 W AL B 32 B A B, DA I S I [ 2
BN SUNE B B AT IR .

3.1.4 When the shift class is doing process changes, the on-duty monitor should report to
the unit executive and the on-duty dispatcher on time.

3.1.4 PIHBAT RIS, HPEHER N R 1] % B 3248 N SUNME BIE R R HEAT VA o

3.1.5 Before the on-duty shift class does operational changes such as increasing or
decreasing feed capacity and feed ratio, the monitor should be reported to first. The
monitor should report to the unit executive and the on-duty dispatcher on time.

3.1.5 YL N 1REAT JFURMR . R R AT JEURHAC bE BE SR AE AT, BRI, mERK A E
TN GURVE PR FEREAT IR

3.1.6 When the on-duty shift class receives information of feed cut-off, they should
immediately report to the monitor and inform the field operation. Timely send the
information to the department work group to publicize. When necessary, use @(executive)
text form.

3.1.6 HPLHIAI P FNCR FRHIRES By, BETZNCIRPER, S aohg, S AERT] AR
BT R Mt 2, LEN@EE N RIERAE A,

3.1.7 Before the shift class carries out any type of operational changes such as process
indicator changes and interlock changes, they should report to the monitor first and then
inform field operation. Timely send the information to the department work group to
publicize. When necessary, use @(executive) text form.

3.1.7 HPIAPAT F R L IR RSN RN BB RSN RIEAT, ZE IR, & Ao
e, NIRRT TARRESEAT B B A M 2, BEN@TE N RIERUE B .

Hengyi Industries Sdn Bhd  {Ej&32)0k (3C3€) AFRAF Page 2 of 7



No.2 Refinery Dept. Contact And Report Management Rules HYBN-T9-11-0028-2020-2

3.1.8 When there are abnormalities in the product quality of the on-duty shift class, report
to the monitor first and then timely send the information to the department work group to
publicize. When necessary, use @(executive) text form.

3.1.8 PLIIa] ™ S T E I R N, EE RIS, s, SRR AR AT
FREA S L, BEN@EE N RS S,

3.1.10 Before and after any type of high-risk operations at the site of the unit, the
department’s supervisor should report to the on-duty monitor, and the monitor should
report to the unit executive and close the loop.

3.1.10 HEIMIH LK m MKARITIRFT . G505, AT AT A L PP, YL
erm) 3% 8 AN BT AR IF I3

3.1.11 In case of accidents such as fires, personal injuries and sudden illnesses, or major
environmental pollution in the unit, the first person who discovered the accident should
immediately report to the monitor in charge, who will report to the unit executive and the
department leader and on-duty dispatcher.

3411 REWMPUMEE . &k NARZRIARAGIN . BRI G Gy, AR5 —
RINPLE EICHRCHPEEC, BEC m) 2 B 8 N OB 05 S B P B2 ATV 4
3.1.12 When a class member is involved in an accident that violates the company’s
management system or violates the national law of Brunei, it is necessary to report to the
monitor and the monitor will report to the department leader.

3.1.12 RN G #8 Joadi S 24 w4 B B AN AU SOR B SOE R B S A I, 75 26— I RV L
K, HPEKAER TS HEATIC AR .

3.1.13 When a class member needs to take leave, they should first ask the monitor for
instructions. After the monitor agrees, report to the department leader.

3.1.13 PR RHIEMERNS, BgRPEKER, @YEKFARE, PRI,

3.1.14 After specialist executives receives any type of information regarding abnormalities
from the shift class, they should immediately report to the department leader to ensure
that the information is symmetrical, and transmission is effective

3.1.14 Bl FE N AW BB SRR EE R, B FET8 S R~IEHRk, RIEE R
PR A RE I

3.2 Contact and Report with other units 5 At 2% & 2 [8] (B R IR
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3.2.1 When the department unit is involved in other department operations such as feed
collection, pipeline purging, line inspection and displacement, report to the on-duty
dispatcher in advance and communicate with the relevant departments. Obtain consent
and record the implemented operation.

3.2.1 AEFIIBEAMATYRMUS . BLWAT . Tk, BHEW AT IEALRy, S5k
ICARAEBE AL, JE ST TR RIGIE, 1EA5 R R IR AT 035 LMt .

3.2.2 When the flow direction of any product line changes or any large changes occurs in
parameters, timely carry out horizontal and vertical communication, report on on-duty
scheduling and communicate with relevant department.

3.2.2 B F L it 1) A A O B RIS VI AE S U A ARG, N R R REAT R 1
WAV, VCAREPERE, IR S5 ARSI ARV E

3.2.3 When there are abnormalities and operation condition fluctuations, report to on-duty
dispatcher first, and timely notify upstream (downstream) units.

3.2.3 AR LA W A ERAE Ot DL sy, NESRVCARAE IR R, JF A b fn b ()
W E .

3.2.4 When there is no horizontal communication or an abnormality occurs, report to
on-duty dispatcher and the executive leader on time.

3.2.4 BB R A IR TN, SR I AR A P AN A A

3.3 Contact and Report with functional departments

3.3 HHRREA ] 2 6] (IR R TR

3.3.1 When extra sample analysis is required, timely contact quality inspection
department and explain the reasons for extra sample.

3.3.1 YA ARG INRE it o> BTy, SR I 5 ke B kAT BBk AR T U R A

3.3.2 When there is a delay in the release of the sample analysis results during the shift
period or the analysis results need to be released in advance, contact the quality
inspection department in time and explain the reason.

3.3.2 UL A it 0 b 45 SRR AT I B R L > M A RN, BRI R A AT I AR
It W T A

3.3.3 When there are equipment abnormalities, contact equipment maintenance

department on time and explain the situation.
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3.3.3 YLIA I BLBEA R I,  BL N S B R B B HEAT IR AR T BB R L

3.3.4 Before the key equipment is put into use, switched or stopped, contact equipment
maintenance department on time.

3.3.4 HYLMIE] H AR DI RIHT, N S IR R B A AT R

3.3.5 When there are instrument, control valve and system abnormalities, contact
instrument control department on time and explain the reasons.

3.3.5 YL BLAGR . IEHI ARG W, N S AR AT B R I U B L.
3.3.6 Before electrical equipment are put in use, switched and stopped, contact electrical
operation department on time and report to the electrical dispatcher.

3.3.6 YL A B BOM L DI A= RTHT, N5 IS AT TR R, JRCIRE R .
3.3.7 When there are electrical equipment abnormalities, contact electrical operation
department on time and explain the situation.

3.3.7 LHLWIE I B % I, NI 5 e AT AT I R IR U B IO

3.3.8 When accidents such as leakage or fire occurs, contact the fire-fighting station and
gas defense station and explain the situation.

3.3.8 YPLIHIE H MR B K EFEFRN, NI R Bk ARk I B

3.3.9 When widespread environmental pollution accident occurs, contact HSE department
immediately and explain the situation.

3.3.9 LIIA] B E RIA IS JeFbunS, N S IER 2R HSE i U B 1% 00

3.3.10 In case of any injury or sudden illness, immediately contact the HSE department
and the general management department and explain the situation.

3.3.10 HPLIE] B A 2 A SR AR IR, B IR 2R HSE &6 278 BELER I Ui W 15 0
3.3.11 When horizontal communication is blocked or abnormalities occur, report to the
on-duty dispatcher and department executive leader on time for coordination.

3.3.11 R A I AR AN B L B I, A I VI i B R P AN S ) A A AT PR A B
4. Contact and Report Requirements Bt & SCHRER

4.1 Contact and report should be done on time to ensure the timeliness of information.

4.1 BRARICARE S, PRAEAE B I &4t

4.2 When contacting and reporting with other units and functional departments, the

departments, units, posts and contact contents should be actively notified so as to achieve
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mutual respect, civility and courtesy, act in accordance with the rules and actively
cooperate. The contact content should be clear, accurate and concise, and a record
should be made.

4.2 S5HABEE . BB THEATHR RICHRIS, N EZER AT B KAMBRRAZ,
FIMHERE, AL, %EE, TIRG. BRNARIEW . M. JE, HrEiEid
o

4.3 When there is no communication channel with other units or functional departments or
the other party does not accept the operation content or there is a dispute, etc, the
department leader and the on-duty dispatcher should be reported to.

4.3 5HAhZ B BRI H IR R EIE AN X 7 A S AL A A BOR A G R DU
T ) AN 38 400 R PR PV AR

5. Supervision and Assessment M8 X E#

5.1 Report and Contact management details will be managed by the process specialist
5.1 BRARILAREHAN, T2 HnEe,

5.2 The department leader is responsible for supervision checking.

5.2 FRI4 S T B A A

5.3 The assessment is based on the “Rules for Rewards and Penalties of Employees in
Refinery Dept No. 2”.

5.3 FEizfkds (i IR LEECEZ4IN) .

6. Supplementary Rules Hfl

6.1 The rules are managed by the No.2 Refinery Dept. For the unfinished matters, please

refer to the company's professional management systems.
AR R —ERH R, R RS H S IR R &L B A AT .

6.2 The preparation and approval of the version of these rules are shown in Table 1.
A U) IR A G i R0 o LA 0 LR 1
Table 1 Document version preparation and approval

KA SCHRRA G A HEE

5 106/2020 Yang Shi Hai Miao Jian | Hai Cheng Zhao Ting Yun | Sun Jian Huai
LR M R VPR
Version | Issued Date Compiler Reviewer Approval
JAs At H 3 CILIDN HRZA HEAEN
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