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Calculation of annual leave: No.1 Refinery Dept., No.2 Refinery Dept.,
Utilities Dept., Port and Storage Dept.,Power Dept.,Electrical Operation
Dept all have detailed calculation ledgers, including calculations for entry,
job adjustment, and increase in employment years. Among them, Electrical
Operation Dept Compared with the internal calculations and requirements,
there is still room for refinement; regarding the number of consecutive days
of annual leave in the system, Brunei employees in the above departments
have not yet implemented it, and have been required to implement it
according to the regulation;
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Overtime management: No.1 Refinery Dept., No.2 Refinery Dept., Utilities
Dept., Port and Storage Dept.,Power Dept.,Electrical Operation Dept all
have overtime ledger. The overtime work of No.1 Refinery Dept. has not
been submitted to OA for approval;
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Adjustment and digestion: At present, the Power Dept.,Electrical Operation
Dept have been controlling and actively digesting overtime. There is still a
lot of remaining overtime over the years, of which Power Dept. will take
two years to digest, and Electrical Operation Dept will be digested by the
end of this year;
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Holiday approval: No.1 Refinery Dept., No.2 Refinery Dept., Utilities Dept.,
Port and Storage Dept.,Power Dept.,Electrical Operation Dept all have
approval procedures for holidays, and sick leave certificates also meet the
requirements. Among them, the Electrical Operation Dept has more
extended unpaid leave when returning home for vacation;
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Return vacation management: No.1 Refinery Dept., No.2 Refinery Dept.,
Utilities Dept., Port and Storage Dept.,Power Dept.,Electrical Operation
Dept have return vacation records. Extensions and sick leave are reported
every month and pre-absences are reported. unpaid leave exceeding one
5 month is individually approved.
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