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Preface 7l =

These rules are formulated in accordance with <<HYBN-T3-06-0005-2018-1 Process
Technology Management System".
AAMAKYE (HYBN-T3-06-0005-2018-1 T.ZFHAREHFHEY HlE .

These rules are effective as of September 30, 2018.

AYHM I 2018 5 9 H 30 H iS5 jii

These rules are first issued on September 30, 2018 and revised on August 14, 2020.
AYENT- 2018 429 H 30 HE kA, T 2020 4 8 H 14 HKAELT.
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1 Purpose HH)

In order to further standardize the operation and management of each unit in the No.2
Refinery Department, the process discipline management is clearly stipulated to ensure the
orderly development of various tasks and the smooth operation of each unit.

D RNE R S BT R, 0 LA T SR, FRETUTAER
FPOT I, #3E T RIsT,

2 Scope of Application EMHEE

2.1 These rules stipulate the scope, responsibilities, management content and requirements of
the process discipline management of the No.2 Refinery Department.
2.0 ARIANHE T — M T2 E e i, BN SER.

2.2 These rules apply to the process discipline management of the No.2 Refinery Department.
2.2 AHNE Tl LA R

3 Responsibilities B3

The process professional is responsible for the revision, supervision and inspection of
these rules, and the team is responsible for the implementation of these rules.
H L Z A TR N BT B A, PR 5 D A ) AT 78 5

4 Management Content and Requirements &3 {2 K E R

4.1 Process index management

4.1 TZHabriE s

For specific content and requirements, see <<HYBN-T9-11-0033-2020-1_No.2 Refinery
Department Process Indicators and Optimization Management Rules >>.

HARP R AER L (HYBN-T9-11-0033-2020-1_#:l — i T 2 Habn S A AL B ERZH U )

4.2 Process optimization management
42 TZAEH

For specific content and requirements, see << HYBN-T9-11-0033-2020-1_ No.2 Refinery
Department Process Indicators and Optimization Management Rules >>.
HARPNEFER W, (HYBN-T9-11-0033-2020-1_ #4355 L. 2 48 bx M ALALE ERAH )
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4.3 Process interlocking and alarm management
4.3 T 2B &

For specific content and requirements, see << HYBN-T9-11-0010-2020-2_ No.2 Refinery
Department Detailed Rules for Interlocking and Alarm Management >>.
HAR A RIER L (HYBN-T9-11-0010-2020-2_ ki — B A AR 22 2R 40 0 ) o

4.4 Shift management
4.4 THRYVEH

For specific content and requirements, see <<HYBN-T9-11-0017-2019-2_ No.2 Refinery
Department Rules for the Handover Management >>.
AARNZAEFER I (HYBN-T9-11-0017-2019-2_ il B A H PR FRA0 ) ).

4.5 Tour inspection management
4.5 W[a[ KA B

For specific content and requirements, see << HYBN-T9-11-0018-2018-1_ No.2 Refinery
Department Implementation Rules for Tour Inspection of Coal and Diesel Hydrogenation
Units >>.

BAR B FIESR W (HYBN-T9-11-0018-2018-1 _ ki — F A5 S e i & 2 B 36K [ o 225 5t 440 1) )
A1 {HYBN-T9-11-0019-2018-1_ il — I 2440 S 40 2% B A (RS 25 St 4 ) ) o

4.6 Process instruction and operation work permit management
4.6 T2 MR EE R

4.6.1 Before the implementation of new process requirements, process indicators, interlock
(alarm) changes, and special process changes, process technicians need to fill in the
corresponding process instructions. The team must strictly perform operations in accordance
with the content of the process instructions, and be confirmed by the deputy shift team leader
and higher position. Process technicians need to regularly check the execution of the team and
sign the closed loop.

4.6.1 ZEPIH T ZER, TZIRMEBT RE) 2z SRR s S5 SL i fT, TZHARAN
RFTIHGAHP L2984 PRATFIL L ZRL WA PATERIE, JFhREIPEK R Ll BRI 72
FHih. LZHARN G E M AEHAPATIEI, FFRAT I REAT 257 .

4.6.2 Before the equipment starts and stops, special process changes and new processes are
put into use, the process technicians need to formulate the corresponding process operation
work permit and issue to the team. The shift team must strictly implement the contents of the
process operation work permit and sign each item for confirmation. If the work is not finished
during the shift, it is necessary to complete the handover of the operation work permit, and file it
after all.

4.6.2 FEIHF L. FPPRME B SO B m AR s FH AT, L ZBOR N 53 75 i) 8 AH B ) T 2 48R 52 0F
PRI, HYPEHTIE TR SN E AT, BIETHIN, PR TR,
U B SR AT B A, BB R e AT A .

4.7 Daily/weekly/monthly inspection management
4.7 HIEIA kg
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4.7.1 Process technicians are responsible for the preparation, revision and implementation of
daily/weekly/monthly inspection tables for process majors.
4710 LZEARNRGATT T HIEI AR S BT AT .

4.7.2 On Mondays, Tuesdays, Wednesdays and Fridays of each week, daily inspections shall
be carried out in accordance with the contents of the daily inspection table of the process
profession, and weekly inspections shall be carried out according to the contents of the weekly
inspection table of the process profession on Thursdays. On Thursdays and Fridays of the last
week of each month, monthly inspections shall be carried out in accordance with the contents
of the process professional monthly inspection form, and the inspection results shall be
recorded. The record table shall be released in the work group in time.

472 BRAMEA—. =, ZMAFRB L HR RSN A AT H R TAE, & E R
BB T 2T AR RSN AT R TR, SARRE—MEOHN. LR T 28k
RS AR HEAT AR TR, IS Ik B g R Tid S, R T LI TAERFh R A

4.7.3 All kinds of problems found in the inspection process should be attached with photos of
the problem, clarify with the responsible team, the person in charge and the time limit for
rectification, and implement the corresponding assessment in accordance with the << No.2
Refinery Department Performance Evaluation Rules >>.

4.7.3 kA R b A IR % 25 1) R BB e @ R, WIRA DTARBEA . DUAE N SRRSO PR, IR AR
T = SUERZ AN V& AN FE A .

4.7.4 The team needs to check the daily/weekly/monthly inspection form released in the work
group in time, and the responsibility problem items need to be rectified as required, and
feedback closed loop in the work group.

4.7.4 JLHF LN EF TR ARATR B KR, DTAE i) U 4% 2R 5 R B, HRAE TARRE
oS A

4.8 Process technology regular meeting management
4.8 LEHARGI&EH

4.8.1 The No.2 Refinery Department organizes monthly process technical meetings, process
technicians need to attend the meeting on time, and the equipment process chief engineer
organizes the report.

4.8.1 M R HALATF TEHAG S, TEHEHARANRTILN S5, HEE T2 3T TR
HLNCIRS TN -

4.8.2 The report of the regular process technology meeting shall include the following main
contents:

4.8.2 TEHAM LIS EIE LT EH P

4.8.2.1 The implementation of various tasks in the minutes of the previous meeting.
4.8.2.1 IR E AT LRSI

4.8.2.2 Daily/weekly/monthly inspection statistical analysis, effect evaluation and next work
arrangement of the month.

4.8.2.2 HH ARG, BRI BT — 28 T2k,
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4.8.2.3 The content report of the monthly process technology report:
4823 TZHEARAMANRICIK:

(1) Analysis of the completion of main technical and economic indicators.

(1) FEERZFR R 7€ BUE OL T o

(2) Analysis of the quality and changes of raw materials, intermediate products and finished
products.

2) JEURE Al i Bt A 5T A L LA S AR A L H

3) Analysis of the use of "three agents".

3) “=HERE LT

4) Analysis of smooth operation rate.

4) BAETRER DT

)

5) Analysis of major technological adjustments, abnormal conditions and long-term operation

~ o~ o~ o~ o~ o~

of the unit.

(5) EARTZHBEH I RGO HT Jd B A Wz 47 04

(6) Analysis of the completion of technological research and technological transformation
projects.

(6) BRI R ABGETH 56 Bt ot i o

(7) The completion of energy saving and emission reduction work.

(7) T REMRHE TAE 5 R- I -

4.8.2.4 The main existing problems and the next work arrangements.
4.8.2.4 HHlFZAFAE B T — TAEZHE

4.9 Unit operation record management
4.9 REIBTICREH

4.9.1 Unit operation records include post operation records, electronic inspection records, and
shift logs.
4.9.1 FEITICR AR RELR. B8 aidx. TEIEHE.

4.9.2 The equipment operation records are collected, sorted and preserved by the process
technicians. The regular post operation records are kept for three years; the original operation
records of the original opening and shutdown positions are permanently stored; the original
operation, shutdown, accident status and other important records are in the process technology
account it is reflected and saved in the monthly production technology report.

492 FEIETICEH L EEARNAATEE . BEAGRA, AL SRR AT =4 J5G
TF. 13 T RAREIC TR AT FIETF. 121, HHUIRES E U RAE LSRG A A 77 5
AR H i PRI IR AT o

4.9.3 On-duty team needs to fill in and handover unit operation records as required. The filling
requirements are as follows:

4.9.3 JYIPAFTHLERIAE | R BB, HEZORWT:
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4.9.3.1 Record writing should use a black signature pen, requiring clear handwriting, clear

sentences, and concise; data records should be filled in with Arabic numerals; time should be
filled in a 24-hour system.

4931 iICEBEREH RO FE, EORFIER . B fEE: B e TR R
TG WIS 24 N

4.9.3.2 The record should be signed and filled in the date and time in time before or after the
shift.
4.9.3.2 ZHYLHTEEIE il sk BN A RS 44 L S H I TE] .

4.9.3.3 The post operation record should be filled in by the personnel of the post, and the
production operation record should be filled in on time on the shift, within £20 minutes of the
recording time.

4.9.3.3 KALEAFICFN A AN RBHTIHE, MRS AR C S, il [a]£20
pan e

4.9.3.4 It is strictly forbidden to scribble, modify, and scratch in all operation records, and record
errors shall be modified as required.

4.9.3.4 Fipries I AR, ALk SR, DR ZERHEEORAL .

4.9.3.5 Each item in the record shall be recorded in the corresponding position, and each
position shall be recorded truthfully, and fraud is strictly prohibited.
4.9.3.5 idEFELUH PGSR B E b, & RO amsidsg, AR RIER.

4.9.3.6 Record the production situation and operation adjustment of the shift in detail.
Operation and adjustment of key parts must record the adjustment time, adjustment range, and
adjustment result. If the shift is not adjusted properly, the status at the time of shift should be
recorded.

4.9.3.6 VEANICKASTER) A= P 5 UM ER AR R o SRR #R A R B I S TR R I ), T R 2
TSR YL R RN, NACSRACTER RS

4.9.3.7 Abnormal operation fluctuations must be recorded in detail. The record should include
the time of abnormal operation fluctuations, cause analysis, measures taken by the team, and
the effect after the measures are taken. If the shift is not stable, the current status should be
clearly explained.

4.9.3.7 HAERE RS LAVEAICT, O KRG ERAE R AR, R AT, BEALR B
TEE, REGH IS IRCR, PR, BTS2 H AR .

4.9.3.8 When an accident occurs, the time of occurrence, the measures taken and the results
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of the treatment shall be recorded. If the shift is completed, the time when the operating unit

returns to normal should be recorded.
4.9.3.8 KRN, RidgKAERE, FrREEREAEE SR, SRR, 75id5xkHE
V2 B R IE 5 R TE]

4.9.3.9 When changing the tank of raw materials or products, record the time and position (tank
position number) before and after the change.

4.9.3.9 JFURIE S, Fc s AR RT . R B (EALS ).

4.9.3.10 If there is any change in control valve status, alarm value or PID parameter during the
shift, it must be recorded clearly.
4.9.3.10 HBLIE A GRS . RE(EE PID 8085, DAULFRIGE.

4.9.3.11 Routine work such as raw material and product quality information, dispatching
instructions, equipment external contact, light-off inspection, external pipeline inspection,
high-point inspection, etc. should be truthfully recorded in the post operation record or shift log,
and the problem should be explained as necessary And handover.

49311 JFRAmEE R RIS REXIMNKR. BT E, SMRE L. m Rl
S AR TR AE R AR AR I R B B H B b insad 5t JRx i kAT 0 EE B 5 8

4.9.3.12 It is strictly forbidden to modify the operation history of the unit without permission.

4.9.3.12 AR BN E BT il

4.9.3.13 When records such as network or electronic account cannot be filled in or transmitted
due to network or computer problems, it is necessary to contact and deal with it in time, and fill
in relevant records manually.

4.9.3.13 M2 T 6 K AF 10 3% H T W 2% B SEAL IR UG IR S s iy, S ER R AL RE, JF
FILHGMRILR.

5 Supervision and Assessment B 5%#%

5.1 The process discipline management rules are managed by the process profession.
5.1 LZLRE RN b T2 A R,

5.2 The head of department is responsible for supervision and inspection.
5.2 FITMS 7T I E A .

5.3 The assessment is based on the << No.2 Refinery Department Detailed Rules for
Performance Assessment >>.

5.3 FEzikYE il —HSRCE 400D .

Hengyi Industries Sdn Bhd fHi gl (3c3€) ARAF Page 6 of 7



Process Discipline Management Rules HYBN-T9-11-0009-2020-2
6 Supplementary [l

6.1 These rules are under No.2 Refinery Department the centralized management, and the
unmentioned matters shall be implemented with reference to the company's professional

management systems.
6.1 G0Nt i A DR, R E S A F) & Lol B AT

6.2 The compilation and approval status of the version of these rules are shown in Table 1.

6.2 A2 U P A 2 R R A IR L LR 1

Table 1 Revision, preparation and approval of document

A SCARRRA G i A e U L

) 108/2020 Yang Shi Hai Miao Jian | Hai Cheng Zhao Ting Yun | Sun Jian Huai
ttig  wifE W BiEs PN PR
Version | Issued Date Compiler Reviewer Approval
FRAS A H 3 G fil] N HRZA HAEN
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