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Preface i &

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

AN KHE (HYBN-T3-06-0003-2018-1 A 7= 8 & F R ) HlE .

This rule is effective as of May 13, 2020.

AZHM M 2020 £ 5 H 13 0k,

This rule is first published as of May 13, 2020 and revised on June 23, 2020, atthe same
time abolished "5. Emergency Response Procedures” section.

AT 2020 4 5 H 13 HE X EAG, + 2020 4 6 H 23 HEARZIT, MERIE
2 D10 L R oW A ) VT 15

Il The fourth edition will be released on Jan 1st, 2025, and the third edition will
be discontinued immediately.

FUURRRATRE N 2025 4F 1 H 1 H, F=/REVHARIE.
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1. Purpose B#

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.

NV SN E) TS R R R SRR B OGER, MR E B RUEE, a4
[ISEPR, e A .

2. Contact and Report Procedure BEZ&SCIRIEF
2.1 Diagram of Contact and Report Procedure Bt &I FEF K
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3. Contact and Report Content BXRCRAR

3.1 Contact and Report within the department

3.1 ERITAERIERRICHR

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 MY SMEAEBIS Z DA R A RN, BELZNCAR A BRI, IS
e B AN SURMEPER BTV R
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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 HPEWIIA N EAE B S RKINE R i, EALZNCARIEC, P S B IF 1)
BE 1B N SUNME YDA AT IR

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 BYEHTALIATIF . A5 THEAR AR5 S5 0 AR BN 3 B A R B, BRI B K I i 2
B FE N ROE Y 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 PEAMATIRAE BN, BEBLARCN K I [ 2 B 32 N SR LR AT

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 HYLYIIAI N EREEAT ERHE . B ARG B R AT, BUCIRITR, hITKARE
F BN RAVEYE A AT

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 MBI YA B R FURHDIRES B, BENLZNCRBES, SRshR, SRR TAE
BT BT S 2, BEN@TE N RIEHIE B .

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 engineer. Timely send the information to the department work group to publicize.
3.1.7 LPEPEHIAT &R T ZIRIFALSNERAE . BRI AR SRAERT, EEeilaRkIE, YT
R A AR SIS FE BB T TARREREAT (5 B AT T 2

3.1.8 When there are abnormalities in the product quality of the on-duty shift class, report
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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 PLYIal ™ i E IR N, EEGICIRYE, AR, KRR TARREEAT
BRKA S Z, BEN@EE N B RAE B M.

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 send the information to the department work group.
3.1.10 R EIMI &K m NIRRT GG, AT AT W SPEPEICR, Mk
K B N AT IR AR AE B AARAE AR T AR

3.1.11 Accidents or events such as emergency shutdown (including partial shutdown),
catalyst overheating, overpressure, leakage, fire, personal injury or sudden illness, major
environmental pollution, etc. the first person who discovered the accident should
immediately report to the monitor in charge, the monitor or who arranged by the monitor to
make telephone to the installation engineer in charge,and the deputy head of department
in charge,the head of department,the duty officer of department and dispatcher at the first
time It is necessary to accurately describe the accident profile to facilitate timely and
effective handling.

3.1.11 R E MBI RE IS T (FREHF 10D« R BE s, B A%
DI BRI HRIAEGT S JeF Ay, ARETEE — AN B EICHRCHEERE, h
YA BRBEAC 22 HE N G 7E 55— IV 8] [R] IS 1 2 B 248 AR, 0 ARG AR T B BE A fE
YRR BEHEAT HACAR, R HER U S OO, DUME T R RO E.

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 PR N G Ko fe 24 w48 PR FE AN A0 SOR B ORI B SIS 75 26— I TR R
K, BB AR B AT I R

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 FEH AN G FAHENS, NIEMIIKE R, @PRFESEE, MHEEr sk,

3.1.14 After specialist executives receives any type of information regarding abnormalities
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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 B EE N RAEWRRIPIA R R RFE LG, BN AT ERICHR, REEE
XIPRS AR AR

3.2 Contact and Report with other units 5 Hth 25 & 2 [8] i1 B: Rk

3.2.1 When the department unit is involved in other department operations or system of
factory 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 AHRI IR EAEBATYRMAT . BT T, B I E TR aS 25
BHHRA RN, RIFSEICIRAEITA L, JE5MCER TR R, 145 RS I F#ATE 35 Lt
7 (2

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 3L E KL i ) A AR AR B B S ) A S U ARG, BRI AT R )
HR ARV, VAR, IS5 AH SR TR R VA 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 A EAR LA IR E L0 I Eh I, NSRICARAE B, JF A b n b ()
N

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 AR R A B BRI, N A IR SR B EE AT AT

3.3 Contact and Report with functional departments

3.3 SHRAEHI T ] AyIk 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 MBI FHGINEE S BTy, W R ik 5 e B3R AT Ik 2R 0 U B R AL

3.3.2 When there is a delay in the release of the sample analysis results during the shift
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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 YL AL Sl 7 b S R A AT i I B SR AT L BT G RN, B R B AR AT I R
U R

3.3.3 When there are equipment abnormalities, contact equipment maintenance
department on time and explain the situation.

3.3.3 UL LB & S I, RIS B A A S AT B R I IS L

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

3.3.4 HYLMIA E WA B . UIRAHERIAT, BN 5 RS R BRI T 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 MILHIAI M IAGE . IEHIIRM ARG R T, NN SO RBEATER R I B E .
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 HILWIA BB VI A=A, N5 B AUsAT BT IR R, JRCR AR .
3.3.7 When there are electrical equipment abnormalities, contact electrical operation
department on time and explain the situation.

3.3.7 BILHIAI M B BB RN, BN RIS AT BT B R I U L

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

3.3.8 ML IR . & KSR, N INIEC ER T BT BRI U B AR 1O

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

3.3.9 HHLIIA] B I B 5 YL F b, NI BR &R HSE #F U I L

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 PRI A Z e TR RIS, RSN FR HSE &5 25758 B I F Ui W 15 4t o
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.
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3.3.11 MR IR R AE I IS I, N R IR R AR PR BT A S AT PR AL R

4. Contact and Report Requirements BRZ&CIRER

4.1 Contact and report should be done on time to ensure the timeliness of information.
4.1 Bk RICARE S, ORAEAE S R

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
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 H5HABREE . AR THHTEC RICARIN, M ESEARER T, BE . MOMRKRNE,
FIMHERE, SCHALS, EASE, FANE . BRRNERIEW . AEF. P, g
Ko

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 5HAhSE B R H I R EE A 0 AR A A BUR AR S G L
7 ] AR 8 800 R P R P AR

5. Supervision and Assessment 8B RE#

5.1 Report and Contact management details will be managed by the process specialist
5.1 BRAIIREHLN, thLZE g,

5.2 The department leader is responsible for supervision checking.

5.2 M4 S DT E A A

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

5.3 FEixikyE il —EHER LR Z40N) .

6. Supplementary Rules BRI

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.

A o AR AR, R R SR A ) S B B A AT

6.2 The preparation and approval of the version of these rules are shown in Table 1.
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Table 1 Document version preparation and approval

R 1 SUHRRRA G A B AR

Jiang Xiangming Sun o ) )
) Yang Fan Yang Shihai Sun Jian Huai
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Fe ] P g
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