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Preface i =

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

RGNS (HYBN-T3-06-0003-2018-1 A== i &7 BRI ) i & o

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.

A0 2020 £ 5 7 13 HE KA, T 2020 £ 6 FJ 23 HARAEIT, MERE
At U0 R R s U ) T 1

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

FVURR KARRIE] Y 2025 £ 1 B 1 H, F=mETHERK I,
The fifth edition will be released on Sep 1, 2025, and the fourth edition will be
discontinued immediately.

STRCKATR ]y 2025 £ 9 H 1 H, HIUMRREIHERKLE.
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1. Purpose BH

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, these detailed rules are formulated according to the actual
situation of the department.

NSO T 28 PR R R ARV AR B SRR, B IRAE B B RUEiE, S5 a4
[ISEBR, A E AL -

2. Contact and Report Content BEXZRCIHRAR

2.1 Contact and Report within the department

2.1 HITHHERECRILIR

2.1.1 When incidents or events such as shutdowns (including partial shutdowns), catalyst
runaway, overpressure, leaks, fires, personnel injuries or sudden illnesses, or significant
environmental pollution occur or are likely to occur, the first person in this department to
discover the incident should immediately report to the shift leader. The shift leader or an
assigned person by the shift leader, shall then promptly report the incident by phone to the
Head of Department (or to the Deputy Head of the unit if the Head of Department is on
leave) and the on-duty dispatch personnel at the earliest possible time, providing an
accurate description of the incident situation to facilitate a timely and effective response.
The Head of Department or Deputy Head of the unit shall notify other relevant personnel.
211 FERIETRERIUE T (FRETF D « R, BE. s & A2
DI BRI L RIAEET S JeF HaFAEy, AEETEE — AN B EICHRCH PRI,
PEAC BRHEA 22 HE N 522 58— I 8] [ B 1) 4 GRS AR BB 5 2 B R P A L FE AT
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2.1.2 When a shift team member is involved in an incident that violates company
management regulations and breaches the laws of Brunei, they must report to the shift
leader immediately, who will then report to the Head of Department.

2.1.2 PR N P Joadi S 24 w7 B R A U SO [ SR AR, 75 58— I TRV AR P
K, PR A AT IR .

2.1.3 Before the on-duty shift team executes any changes to process indicators and

2



No.2 Refinery Dept. Contact And Report Management Rules HYBN-T9-11-0006-2025

interlocking operations, they must first report to the shift leader, who then reports to the
Head of Department and the Deputy Head of the unit, and timely disseminates this
information in the departmental work group.

2.1.3 HPPEHPAT KR T 2R3 . B SR IERT, ZE IR, PEKIE
A BB BT SN FE RS TAEREEAT (R RARAT T T &

2.1.4 During the shift, if production anomalies are discovered by field operators on-site
(excluding major accidents or incidents), they must immediately report to the panel
operators and the shift leader. The shift leader shall organize the handling of the situation
and report to the Deputy Head of the unit and the on-duty dispatch personnel.

2.1.4 HPLIASMEE I K I AE P e i CIEE RS eidi i), ESL 2N iR R AIPEK,
HHERCZH G4 ] I 170 %6 B A A AT PR IR AT

2.1.5 During the shift, if various production abnormalities are discovered by panel
operators in the central control room (excluding major accidents or incidents), they must
immediately report to the shift leader. The shift leader shall organize the handling of the
situation and report to the Deputy Head of the unit and the on-duty dispatch personnel.
2.1.5 HYLWIE] A ERAE T3 B AR ILA KA R IEE RS, ELZICRIEK,
HHECZH G4 ] I 1) %5 B A A AT B PIE IR S AT

2.1.6 When the on-duty shift team is performing start-up, shut-down operations, and major
operational adjustments, the shift leader shall promptly report to the Deputy Head of the
unit and the on-duty dispatch personnel.

2.1.6 HYIPEHIATIF . A5 LA ZAE RS, SIEYER L S I 1) 2 B RIS AE PE
B HEAT IR

2.1.7 Professional supervisors should promptly report to the Deputy Head of the unit after
receiving various abnormal information from the shift team, to ensure symmetrical and
effective communication of information.

217 Tl BN AFEWNEI IR &R WS Bn, N [ 3 B BRI, RIEE R
XIPRS AR AR

2.1.8 When shift members need to take leave, they shall first report to the shift leader, and
after receiving the shift leader's approval, the shift leader or deputy shift leader will inform

the Deputy Head of the unit.
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2.1.8 AN G FRERN, RiGrEKIER, SKEREE, HPEKEEPEK 3 E K
M-8

2.1.9 When the shift team makes changes to the process, the on-duty shift leader should
promptly report to the Deputy Head of the unit or the engineers of the unit and to the
on-duty dispatch personnel.

2.1.9 PEHBAT IR Ehiny, PRI N LI (i) 25 B ) P A e B A AT DI B2 AT
e

2.1.10 Before conducting operations to increase or decrease the raw material quantities
or to change the raw material ratios during the shift, the panel operator shall report to the
shift leader, who will then report to the process engineer of the unit and the on-duty
dispatch personnel.

2.1.10 HPLWIA) A B EAT EORHR . PR AR LB SaRAE R, SDERPEK, Pk
B TR AME B B AT VAR

2.1.11 During the shift, when the team receives information about switching of raw
material tank, they must immediately report to the shift leader, inform the field operators,
and promptly disseminate the information in the department work group. If necessary, the
process engineer of the unit shall be tagged @ to ensure information closure.

2.1 BYL B BRI R DI RERS B, ESLZNCARIE, A SR, KAERTTL
VEREHATE B AT Mt 2, LN @% B LFEITIY S S AR

2.1.12 When product quality abnormalities occur during the shift, the on-duty shift member
shall first report to the shift leader, inform the field operators, and timely disseminate the
information in the department work group to notify all personnel. If necessary, the process
engineer of the unit shall be tagged @ to ensure information closure.

2.1.12 HYLYIE > R FRE PR R, EE IR, AR, AR ARt
IR EEA 2, BN @R E TR MR .

2.1.13 Before and after any high-risk operations at the site, the designated guardianship
personnel of the department shall report to the on-duty shift leader, who will then report to
the engineer of the unit and publish the operation information in the department's work
group.

2.1.13 RKEII S Im AT AT 2005, AT AT A S IEEICR, hE
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K1) 2 B AR HEATVE AR R ML AF B R AR AEFS T T TAERE

2.2 Contact and Report with Other Units 5 HAt 3% & 2 1] ({56 2RI

2.2.1 When the department’s unit carries out operations such as material in and out,
pipeline purging, line venting, or displacement, which involve other departments or are
related to system materials, it shall be reported in advance to the on-duty dispatch
personnel. Communication shall be made with the relevant departments, and operations
may only be implemented after obtaining consent and making proper records.

2.2 ARETIREBAMATYRMAT AR, T, BHSW LA T LS RS
BUHRRIEY, Sl R BRI ST TRV IE, AR5 R R F AT 0 % 5 S
7 (2

2.2.2 When the product flow direction of the unit’s pipelines changes, or when parameters
such as flow rate and pressure undergo significant changes, communication along the
reporting line and across departments shall be carried out in time, the on-duty dispatch
personnel shall be reported to, and relevant departments shall be contacted for
coordination.

2.2.2 FE R RTIAARA BUR SR B S IS S HOR A RS, R I AT AR A 1]
HR ARV, VAR, IS5 AH SR TR R VA E

2.2.3 When production abnormalities or fluctuations in operating conditions occur, report
to on-duty dispatch personnel first, and timely notify upstream (or downstream) units.
2.2.3 AP ERAR IR R AR O Bl Eh, ROSETCAREEEE L, JF A iE s b )
iR

2.2.4 When communication along the reporting line and across departments is disrupted
or abnormalities occur, the on-duty dispatch personnel and the Deputy Head of the unit
shall be promptly notified.

2.2.4 BRI R AE B DL, N IR AR PR A B R R

2.3 Contact and Report with Functional Departments

2.3 5HRREETI T2 18] B AR IR

2.3.1 When additional sample analysis is required during the shift, timely contact Quality
Analysis Department and the reasons for additional sample shall be explained.

2.3.1 HPRIIA) TG IIRE G 2 AT, 82 I 5 A S AT IR R O Ul B LA
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2.3.2 During the shift, if the release of sample analysis results is delayed or if the results
need to be released in advance, contact the Quality Analysis Department promptly, and
the reasons shall be explained.

2.3.2 HLIIAIE L G 7 A 4 SRR AT Ja SR SR A AT A SR, BRI 5 B A AT B R
Ft IR A

2.3.3 During the shift, if equipment abnormalities occur, the Equipment Maintenance
Department shall be contacted promptly, and the situation shall be explained.

2.3.3 HYLWIA I A S H I, NN 5 A B AT I R I U I L

2.3.4 During the shift, before key equipment is put into operation, switched, or shut down,
the Equipment Maintenance Department shall be contacted promptly.

2.3.4 HYLWIIAE Rd A . VIS TR, RN SRR R B AT E R

2.3.5 During the shift, if instrument, control valve, or system abnormalities occur, the
Instrument Control Department shall be contacted promptly, and the reasons shall be
explained.

2.3.5 HYLYRMBCR . SRR ARG E I, NS AT B R T B I O
2.3.6 During the shift, before electrical equipment is put into operation, switched, or shut
down, the Electrical Operation Department shall be contacted, and the Electrical Dispatch
personnel shall be informed.

2.3.6 HYLYIIA A BCR I VIS IR, N5 BB AT S AT I AR, IR TR .
2.3.7 During the shift, if electrical equipment abnormalities occur, the Electrical Operation
Department shall be contacted promptly, and the situation shall be explained.

2.3.7 LY I A SR, SN S B S AT RS AT IR R T UG L

2.3.8 During the shift, if accidents such as leaks or fires occur, the Fire-Fighting Station
shall be contacted promptly, and the situation shall be explained.

2.3.8 HYLWIAI IS . A5 KEF SO, RS INER SRV B AU B A L o

2.3.9 During the shift, if a major environmental pollution incident occurs, the HSE
Department shall be contacted immediately, and the situation shall be explained.

2.3.9 HPLIIA] I EE R FR S S YNy, RSN ER 2R HSE FR I 3 G Ot

2.3.10 During the shift, in the event of any personnel injury or sudden illness, the HSE
Department and the Integrated Management Department shall be contacted immediately,
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and the situation shall be explained.

2.3.10 HHLIA BN G2 2 A SR ACBIR I, ML IR R HSE #2758 BRI Ui G 0L«
2.3.11 During the shift, if communication along the reporting line and across departments
is disrupted or abnormalities occur, it shall be promptly reported to the on-duty dispatch
personnel and the Deputy Head of the unit for coordination and handling.

2.3.11 MR ER R A DU R, R A YRR PR BN e B R A AT B R AL B
3. Contact and Report Requirements Bt Z5CIRER

3.1 Contact and reporting shall be carried out promptly to ensure the timeliness of
information.

3.1 BRARILARE K, PRAUESS 2R Rk

3.2 When contacting and reporting with other units and functional departments, the
relevant departments, units, positions, and the content of communication shall be actively
notified to ensure mutual respect, civility, compliance with rules, and proactive cooperation.
The communication content shall be clear, accurate, and concise, and records shall be
maintained.

3.2 53 E . BRREEST TREATHR RICHRIN, N ESERET] . RE . MM RNE,
FIMH IR E, AL, EE, FANE . BRRNERIEW . AER . JUE, furliEid
Ko

3.3 During the shift, if communication channels with other units or functional departments
have issues, or if the other party does not accept the work content, or if disputes arise, the
situation shall be reported to the Deputy Head of the unit and the on-duty dispatch
personnel.

3.3 HH AL B EURAR T H IR R IEIE AN X T A AL A A O AR S DU
O[] 25 B I R A PE A VA

4. Supervision and Assessment B KE#Z

4.1 Report and Contact management details will be managed by the process specialist.
4.1 BRARICAE BN, i T ZEb A

4.2 The Head of Department is responsible for supervision checking.

4.2 9T T R R A

4.3 The assessment is based on the “No.2 Refinery Dept. Performance Appraisal

7



No.2 Refinery Dept. Contact And Report Management Rules

HYBN-T9-11-0006-2025

Management Rules”.

4.3 FHMAE O IR TERCEZ AN

5. Supplementary Rules Fff
5.1 The rules are managed by the No.2 Refinery Dept. For the unfinished matters, please
refer to the company's professional management systems.

AN R AR R, KRR S M m ] A B AT

5.2 The preparation and approval of the version of these rules are shown in Table 1.
A2 U0 R A G | 0 T LA T LR 1
Table 1 Document version preparation and approval
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Jiang Xiangming
] Yang Fan Sun Weifeng Yang Shihai
5 01/09/2025 ZhaoQinxue R o
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