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1 Purpose

=Y

This System is formulated to improve the management level of outsourcing project services,
strengthen the standardization of outsourcing project process management, and ensure
the authenticity and accuracy of settlement content.
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2 Scope of Application
i& e

2.1 Company Labor
N )L

2.1.1 Implement two shifts of labor, and the normal working hours are from 8:00 am to
20:00 pm, and from 20:00 pm to 8:00 am the next day. The normal working hours are 12
hours per day.

SEAT W EEEI ) T mINLIE R TAER A4 — 4y B/F 8: 00 £ F 20: 00. B f 20: 00 £
KH B 8: 00, 1R TAER AR 12 /M.

2.1.2 The normal working hours for other day shift workers and drivers are from 08:00
am to 12:00 am and from 13:30 pm to 17:30 pm. The normal working hours are 8 hours
per day. It is clear that overtime can be temporarily arranged when work requires overtime;
Lunch for day shift personnel, Lunch break time are not allowed to be included in

attendance.
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2.1.3 Labor workers and drivers shall implement a system of signing and confirming after
work on the same day. All personnel of the labor contractor are required to bring their own
attendance cards (monthly, one person, one card) to and from work. It is strictly prohibited
to replace others with attendance cards (signatures). After the completion of work on the
same day, relevant personnel from the operating department shall sign and confirm their
attendance cards (fill in the name and signature of the operating department). The
signature requirements are as follows: 1) Two shift personnel and day shift personnel at
fixed work points shall be signed by relevant professional management personnel or shift
leaders, and sporadic cooperation personnel from each operation department shall be
signed by equipment management personnel; 2) The signature font must be neat and clear;
3) Confirm the corresponding personnel card and eliminate false reporting of working hours;
4) When working overtime temporarily, fill in "Overtime" in the "Remarks" column, and fill
in the actual working hours.

DT AR ST R B IERE T AR . ) TOREE T N R AH 2R AW R (%
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2.1.4 The outsourcing management personnel of the Equipment Management Department
inspect and sign the signature confirmation of labor worker attendance cards once a week
(usually on Thursday or Friday).

PLEhER ML BN Gy B — ok U0 b FA DU B 0 % ) T2 B R i G Lt AT ke 2
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2.1.5 Labor Contractor shall submit each person's Timesheet to the Equipment
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Management Department at the same time when submitting the monthly attendance
summary every month. The outsourcing management personnel of the Equipment
Management Department shall check the Timesheet and the summary table, and then
submit it to the responsible person of the relevant Operation Department and the leader of
the Equipment Management Department for workload settlement after signing the
summary table.

DI TR RERE A B4R B SR E RN AR A5 N B R iLsh 8, hblahifsb s
N GG B SIS R BT AL, B TE 1R 5 B AR SR AT & 51 5T N A S LBl 40 A2 T
SR AT R AT TAR RS

2.1.6 Conduct professional assessments or fines on the Operations Department and
labor contractor in accordance with relevant company regulations for violations of the
above regulations.

Annex 1: Outsourcing Personnel Timesheet

X T s IR BB T AZ 2w A S E X a8 AT B A ) LA B EAT T B AR BT 5
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2.2 Corrosion prevention and insulation scaffolding services

B I DR A T 28R 55

2.2.1 The general project operation department can directly entrust contractors to carry out
construction. After the construction is completed, the operation department should
promptly confirm the quantity of work and fill out the "Anti corrosion and Insulation Scaffold
Handover Acceptance Form". The handover acceptance form must be jointly signed and
confirmed by the operation department engineer and the equipment director.

Attachment 2: Handover Acceptance Form for Anticorrosion and Insulation Scaffolding

— I H 1247 HB 0] DA E AR AR I T, T e s AT IR A A TR R IFIEE (B
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2.2.2 For anti-corrosion and insulation scaffolding with a single estimated cost exceeding
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20000 RMB (or BND4000), the operation department should first submit the "Construction
Task Entrustment Application Form" for step-by-step approval. After the construction is
completed, acceptance should be carried out and the "Construction Completion
Acceptance Form" (with on-site completion photos attached) should be filled out. The cost
estimation and definition of the project are the responsibility of the Cost Control Department
of the Mobility Department. The specific process and requirements are shown in the
following figure:

S F RIS 5% AT 2 75 e AR (87,4000 SCiD) LA BB i SR 22 5 FR 12 1T 35 2
EAR ARSI B HEATE AL, L5 B EHHAT IR OHES O 58 el
R) (NBZZE TR ). BUH PSS Foe ipLsh i S 050, AR ER T A

1E R SC3EA B B B ARE I F 28 TR RE RS A EEHTE
Process management and visa management specifications for the anti—corrosion and
insulation scaffolding project of Hengyi Brunei Company

HEEETEA]K
S E
JF% | Process HHERNE Partici an;s %fftkﬁle approval
No. Management Data | Main content of the data p PP
Name process
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A M i ) Approval by Engineer of Operations

. Reasons for commission, . .
Construction Task . Dept, HOD of Operations Equipment
1 matters, locations,

Entrustment . L. Dept, Cost Control Engineer of
. . estimated quantities,

Application Form . . E. Management Dept, HOD E.Management
. estimated completion dates, .

(estimated Dept, Deputy Equipment General

etc., signed and confirmed

amount>20000 RIB) by the construction unit

Manager, and CEO

XM T AL B 24

Wi T 52 T HEHIUERIL oy 4T R
e L SR SRR | BT, B
Construction Acceptance of quality, . .
2 ) Engineer of Operation Dept, HOD of
Completion progress, safety and other Operation Dept
Acceptance Form matters of the construction p b
unit

IBATE LARIN . ISAT AR A AR HLBh
XHER IR TR AR L | S LRI, HLEhEK Engineer of

3725 0E B ik Timely confirmation of Operations Dept, HOD of Operations
Site Visa Form qualified engineering Equipment Dept, Engineer of
quantities E. Management Dept, HOD of

E. Management Dept

o | BUEFRIEE RN TR RN RE S A TR, N EORER, EORE T AAESE 5ok 7 H
WERAZ AR i, Hob 5 5ol ETHE 156 RNFER ARG, BINATEREEIE; R4 75 BE k52
T LAERI RS R H . The visa form is a very important engineering quantity confirmation
document and settlement basis, with strong timeliness requirements. The construction
unit is required to submit a visa application within 7 days after the completion of
the project, among which the visa application for projects above 50000 yuan is
submitted within 15 days. Otherwise, the visa will be invalid; At the same time,
photos of the results of the entrusted work should also be attached

Attachment 3: Construction Task Delegation Application Form
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Attachment 4: Completion Acceptance Form for Hengyi Brunei Outsourced Project
Attachment 5: Certification Form for Anticorrosion and Insulation Scaffolding

B 3. I LAESZACHRIE S

BEAF 4. PERSCRANEIH 58 IR

BEPE 5 B8 DRI IA = AR B

2.3 Civil engineering and maintenance of facilities

R A

2.3.1 The maintenance scope mainly includes the renovation, leak repair, painting,
plastering, waterproofing, and maintenance of facilities for all individual buildings (such as
office buildings, maintenance buildings, centralized control buildings, laboratory buildings,
central control buildings, and external operation rooms), as well as road maintenance,
ground hardening, gravel filling, masonry construction, drainage ditch and rainwater tank
dredging engineering, earthwork excavation, backfilling engineering, concrete chiseling,
drainage, and steel reinforcement engineering in the factory area.

PSR PrA @Rl (A, ek, Sk, [tk hismitg =
&) MBUE. AN B KK B KRR RS, | X IERRAEE . MR, A I
B WA, HPKAAR AIBIETR TR £J7 02, BRI TR IREE LR AR, W
i TR

2.3.2 All civil engineering and facilities maintenance must have a process application (OA)
and approval before starting work. After the completion and acceptance of each project,
the civil engineers of each operation department and the Equipment Management
department shall complete the confirmation of the civil engineering quantity (in the form of
engineering visa form) within 15 days. Any visa exceeding the agreed time limit shall be
deemed invalid, and the cost control of the Equipment Management Department has the
right not to settle. The cost control engineer of the Equipment Management Department is
responsible for defining the project estimation.

J @A SO AEE 0 A AR HE, HIEMEE TR L. S H B LR, %
AT HAILEN S A TARINAE 156 HN e @ TR E (DLTREZERREAD il Tk,
L IR L) 5E I 18] — AN TSR R, HLBhER P2 AT 4558, T H A S50 52 thbLah 8 9
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2.3.3 Allcivil and facilities projects must be accompanied by authentic photos of the entire
construction process and completion acceptance of the entrusted work as the basis for

settlement.

T s R A Bt T R B P 2 30 AR 1 i R it A e AR SR s R VR O SR

2.3.4 The construction materials involve the quotation of materials supplied by Party B
(outside the scope specified in the contract). Before construction, the contractor should
send the list of materials supplied by Party B to the Material and Equipment Department in
the form of a contact letter or email for local market inquiry in Brunei. The inquiry should
be from three or more suppliers. The Material and Equipment Department must determine
the price list within 10 working days and provide feedback to the Cost Control of Equipment
Management Department.

Tt TARRE R B OB R (B RZETER SN fikbr, AR AT RO 4 AR 5 LA
244 R BB AT 2 T2 1A B 3 A I AT SORA T S WA, W B =5 DL B R . Wt
AL AUE 10 D TAEHABEMKIF R, JFRBE LR 2.

2.4 On site maintenance personnel services

iRz N 51 RS

2.41 The equipment maintenance department is responsible for overall management of
the entire factory's maintenance personnel services.

&) PRIEN RS BB it T s E .

2.4.2 The equipment maintenance department should keep daily, weekly, and monthly
attendance records and daily overtime records for maintenance personnel. Timely track
and update the records of personnel returning to China for vacation and newly arriving on
the island to avoid duplication and errors in personnel information. The Equipment
Maintenance Department shall follow the attendance management regulations of Hengyi
Human Resources Department.

ARSI EMIFORZ N R H - B A B S sA BNBEIC o 6 [m] [ ARABAET L 5 ) Of
BN G S BRER AN SE T, S N 5 B AR R . B R 2 42 IR E R N 7 B
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2.5 Non destructive testing services

ToAs: I Ak 55

2.5.1 Non destructive testing services must have a process application (OA) and
approval before starting work. It is strictly prohibited to "serve first and then supplement
the process". Each operation department should timely count the workload after each
inspection is completed.

TP R 55 L AEA AL HE, HIEIE e Al b, AR ORGSR ANAE” B OL.
BIBAT IR EAE R IR e G, SN Giit TR & .

2.5.2 At the beginning of each month, the professional engineer of the Equipment
Management Department shall calculate the application workload for all non-destructive
testing processes in the previous month.

B AWINLAEE L AR 26 _E A B e iR b i s AR B AT 4eit

2.5.3 In the final settlement stage, each operation department needs to confirm the non-
destructive testing workload of the department, and the professional engineers of the
equipment management department need to confirm the non-destructive testing workload
of the entire factory.

IRALE B, S Is AT HERER T T T BRI AR S AT #RN, MLBhE b AR 42
R TC e I A S AT AR A

2.6 Vehicle maintenance, vehicle repair, and rental services

AR AR S A TS5

2.6.1 Monthly maintenance of special vehicles: Each operation department engineer,
equipment director, and professional engineer of the equipment management department
must sign and confirm the maintenance content for the current month.

PR A LR TR : 2T i LAEIT . BE A, HLah il Lk TREITZAE 2 H 1 fRIR A & b
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2.6.2 Before vehicle maintenance or leasing, a process application must be carried out
and approved before implementation. After the service is completed (in principle, the
quantity of work completed on the same day should be confirmed and signed on the same
day, and the Equipment Management Department should conduct spot checks and
management of visas). Each operation department and Equipment Management
department shall complete the actual vehicle maintenance content, replacement of spare
parts, and confirmation of mechanical shifts (with maintenance related pictures attached)
within 15 days, specifically in the form of an engineering site visa form. Any visa exceeding
the agreed time limit shall be deemed invalid, and the cost control department of Equipment
Management has the right not to settle it.

RS . ZEAAL BT AT SUE AR FR G, s RO R S . IRSS e RS (RN |2 R 5E R
M TR E RN T, HBhEX B B . ST HANLEh R EAE 15 H A SERsE
PREFRAEMB N & (B HFEBAYLIR S PERHIN T/E OGFtgeemcE ), BT
ISR LR i ER 252 I ] — N T RERIE, WL A B T 45

2.6.3 The inquiry and pricing of spare parts required for vehicle maintenance must be
accompanied by a written price confirmation document from the Materials Supplies
Department.

Attachment 6: Large Machinery Rental Visa Form

Attachment 7: Special Vehicle Maintenance Visa Form

AR & (0 RO O TAESUE YA R A A S

BEfF 6. RTUBUAAH 55 25k 5

BEAE 7 Rp R AR A 2L F

2.7 Other outsourced project management

HeshZ o H

2.7.1 Single point mooring system maintenance: The management and attendance of

single point mooring maintenance personnel are carried out by the Port Storage
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Department in accordance with the management mode of the company's employees. The
Port Storage Department needs to confirm the following scope of work at the end of each
quarter, including: single point buoys, buoy anchor chains and their installation systems,
floating hoses, mooring ropes, underwater hoses, underwater manifolds (PLEMs) and
other required process equipment, instrument control systems, remote communication and
electrical systems.

BARHERGLEDR: 5 U R TAAEOR N D1 N5 ) o 55 18 B 44 HR A ) B3 0 A R =
AT o PN PR EAE B AN IR G B TAE AT I A, ARG a4, iz, 7
FRIAEE ML BHL R G BRI . RIS, K THE. KFEIL (PLEM) KHHEFRE
L2 ACRIER RS, T AN RS.

2.7.2 Elevator maintenance: At present, there are 8 elevators in the whole plant (3 in the
office building, 1 in the quality inspection building, 1 in the reforming unit of the third refining
unit, 2 in the coking unit of the fourth refining unit, and 1 in the power station). The
contractor is required to maintain and maintain the elevators of the whole plant twice a
month according to the contract to ensure the safety performance and reliability of the
elevators. For each elevator maintenance that requires additional spare parts or
maintenance costs and maintenance frequency, a written instruction must be issued by the
equipment management department before implementation.

HRER4EOR: HAT4) A 8 Gtk (A3 6. k1 6. Bl =MEREKE 1 &,
R VORI E 2 & Bl 1 6). ZERACURILERZE R X&) BT IR IR
ANYES, W OR FEBE I 22 PR REAN AT SRk o X TR U 48 OR 75 208 o 1 BRAE 12 9% FH DA K 4k
PRI, 2B M UAMEN 0 80 H B A5 T 452 J7 7T 52 it -

2.7.3 Periodic inspection of third-party lifting equipment: The equipment management
department and each operation department shall make a record of the inspection of each
lifting equipment to ensure that all records are complete and comply with relevant
regulations.

=7 R E WA I LB AN B AT A R A A U0 D S, B DR R D R
T FFEMRIER.
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2.7.4 Otherrelevant service providers or temporary service providers are required to refer

to the management method requirements (one is the service that is agreed in the contract

to use attendance as the basis for settlement, and the attendance is required to be based

on this; the other is the contract with the service result as the goal, requiring the operation

The professional staff of the Department of Motor Vehicles shall sign and confirm, and the

professional engineers of the Motor Vehicle Department shall also sign and confirm, and

attach pictures and other supporting documents).
LAt 5% B0 55 i B N R 55 7 38 SR 2 RS B NE R BT (— R B R 2958 DL EE
SERRIE IR SS, BORIRIE ), R RS SR AN EIRNERE, ZRisrElb A REs
BN, MBS L AR — IR 2 iR, JFRE B B SR B )
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