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Quality & Risk Management



Agenda

• Preparation for External Audit

• Updates from Quality Management System

• Quality Management System and Quality Objective Assessment



Preparation for External Audit

• Date: 14-Jul-2022

• Time: 9.00am to 7.00pm (Get ready at 8.45am)

• Venue: On-site and online

• Auditors: Mr Viknesavaran Paramasivan & Mr Mulyandi Diza

• Compulsory to attend for auditees: 

- Opening meeting (9.00am to 9.30am)

- Individual audit session (Project and Engineering – remotely)

- Closing meeting (6.45pm to 7.00pm)

• What to do: Familiarize with company Standard Operation Procedure (SOP) 

and ISO 9001 2015.



Preparation for External Audit

❖ Where to look for company Vision, Mission, Core Values, Quality 

Objective, etc?



Preparation for External Audit

❖ Where to look for company own department SOP?



Preparation for External Audit

❖ Where to look for updated forms, standard template, recent 

announcements?



Updates from Quality Management System (Moving Forward) 

❖ Quality Objectives being revised

Category Quality Objectives
Analysis 

Frequency

The degree of customer 

satisfaction

Customer Satisfaction for Project Department

To achieve over 80% of customer satisfaction positive feedback.
Every 6 months

Customer Satisfaction for Engineering Department

To achieve over 80% of customer satisfaction positive feedback.

Performance and effectiveness 

of QMS

Internal Audit

To achieve an overall of less than 7 NC in the internal audit 
Yearly 

Performance of external 

providers 

Vendor Performances

To achieve over 70% of vendor performance satisfaction level.
Yearly

Conformity of services

Nonconformity Detected After Delivery

To control less than 2 warranty claims on room parameter system per project during project warranty period.
Every 6 months

Non-conforming work 

To achieve less than 3 NC from client and QA during the realization of each project.
Every month

Implementation effectiveness of 

planning

On-time Project Handover

To achieve more than 90% on-time project handover 
Every month

Changes



Updates from Quality Management System (Moving Forward) 

❖ PRO-SOP-05 Control of Nonconforming Services being revised

d) If any vendor, subcontractor or outsourced service provider violate 

project site policies, procedures or contract term, including but not limited 

to:

• Violation on Safety, Health and Environment Policy

• Site safety violation such as fall protection and hazard communication

• Damage to property, equipment, and environment

• Attendance issue

• Housekeeping 

• Complaint issued by client

• Quality related findings by Quality team (internal or external), 

the Project team can issue an NCAR to the vendor, subcontractor or 

outsourced service provider.



Updates from Quality Management System (Moving Forward) 

❖ PPM-SOP-01 Planned Preventive Maintenance being revised:

1. Department name

PPM → Engineering

2. Position name

PPM manager → Manager

PPM Engineer → Engineer

PPM Assistant → Engineering Coordinator

3. Duration to completion of handover documents

Engineer is responsible to follow up with Project team one (1) month 

prior to project handover. He/she shall follow up with Project team to 

complete the Project-PPM Handover Checklist.



Updates from Quality Management System (Moving Forward) 

❖ QA-GD-01 Codification of Documents being revised:

1. Document codification

2. List of documents

Training will be conduct soon, stay tune.



Updates from Quality Management System 

❖ Findings during Internal Audit

1. Quality Objective: To achieve an overall of less than 7 NC in the internal 

audit

2. Results: 5 NCs

NCAR 

NO. 
DETAIL PIC

53 Human Resources - Training Needs Analysis (TNA) for 2021 was not reviewed and documented.  

[refer to HR-SOP-01: 5.3(a), 5.3 (b), 5.5 (a) and QA-M-01: 7.1.6]

Noor Eliana Binti 

Suhaimi

54 Administration - Company laptop was issued to new employee Nabilla Huda but was not recorded in 

the Infrastructure List.

[refer to ADM-SOP-01: 5.1(c) and (d)]

Nor Dalilawani Binti 

Ahmad / Noor Eliana 

Binti Suhaimi

55 Project (KLSMC01) - Inspection for installation is not executed according to the stages specified in 

the Commissioning and Qualification Plan (C&Q) and work program, even though project progress 

already 78% completed.

[refer to PRO-SOP-03 5.3 and PRO-SOP-04 5.39(a)]

Tan Han Loong / 

Muhammad Abdul 

Hakim 



Updates from Quality Management System

NCAR 

NO. 
DETAIL PIC

56 Engineering - No examination or assessment was done for Engineering team- new employees or 

existing team members to assess their competency, which was spelled out in the SOP. 

[refer to PPM-SOP-01 5.9(d), (e), (f), (g)]

Koh Soon Yong / 

Jehan / Wong Zi Yi / 

Izzat Syafiq / 

Khairulamirin / Nur 

Afiqah 

57 QA - NCAR-42 was issued to the Project team who was unaware of the safety issue. Client wrote an 

official complaint regarding safety issue. Vendor (Warisan) was responsible for the incident, but they 

were not issued NCAR. The criteria to issue NCAR to supplier is unclear. 

Besides, the same vendor’s performance was evaluated without considering the NCAR which they 

are responsible for. The vendor’s involvement in the incident was not communicated to Purchasing 

Department who compiled the results as well. 

Wong Peng Peng / 

Nor Azizah / Siti 

Norhana Fatehah



Quality Management System and Quality Objective Assessment



Human Resource Department



Agenda

• Office Cleanliness

• Internal Communication

• OT/Food allowance (Paybun System)

• Company’s Panel Clinic

• Public Holiday – for outstation project site

• Training for staff

• Company event



Office Cleanliness

Workstation and Back Office Area

• Eating is strictly not allowed at workstation and back office area.

• Staff workstation need to be arranged neat and tidy before leaving the office everyday.

• Any unused drawings & paper is to be placed in the provided tray.

• Waste paper is to be shredded.

• Recycle paper need to put in place. Separate within A4 and A3 paper

• All double sided printed have to shredded, cannot put at the recycle paper box / bypass printer



Office Cleanliness – work station



Office Cleanliness

Daily Duty Schedule 

Human Resource / Admin will assigned staff in office for daily duty. 

Eg: Pantry, Fumigation and Office SOP

1. Pantry

• Pantry is to be kept clean and tidy at all times.

• Chairs to be placed neatly in place after use.

• Table need to be cleaned and wiped dry immediately after use.

• The pantry sink is to be cleaned after use.

• Do not leave any left over food and used containers on the table.

• Please throw your rubbish properly inside the rubbish bin.



Office Cleanliness - pantry



Office Cleanliness

2. Fumigation

• Staff assigned for Fumigation have to ensure all area are fumigate before leaving

office

3. Office SOP- inform backup if assigned person have a meeting or not in office

• Staff assigned for Office SOP to ensure :

• Guest to do Covid-19 self test before entering office area (office Level 5)

• Staff always follow SOP in office (Eg : wearing mask properly, sanitize meeting

room after they use it)

• Throw rubbish from all the dustbin at work station area and pantry

• Refill disinfectant, hand sanitizer

• Top-up toilet tissue

Washroom

- Washroom facilities is to be kept clean at all times and flush the toilet completely 

after use.



Office Cleanliness - washroom



Internal Communication

We still communicate / send Memo through Whatsapp group but for future reference staff 

can refer to Lufter Website for the latest announcements



OT/Food Allowance (Paybun System)

• All employee MUST clock-in & clock out every working day

• OT/Food allowance only can claim upon approval from the Manager

• OT/Food allowance only can claim after 7pm onwards (always have a 1 hour 

gap, Eg : working hour 9am – 6pm, OT claim starting from 7pm)

• To claim OT/Food allowance, employee MUST clock-in & clock-out properly. 

Either one of it not recorded, OT/Food allowance will be not approved by the 

Manager

• All OT/Food allowance claimed MUST stated the remarks. Eg : preparing 

report, site monitoring, etc



Clock-out 22:41

OT/Food allowance calculate starting 

from 19:00 = 3:30 hours

OT/Food Allowance Claim (Paybun System)

Example – Correct Sample

CORRECT

Clock in & out should be 

recorded

Remarks should be stated for 

OT/Food Allowance claim



OT/Food Allowance Claim (Paybun System)

Example – Wrong Sample

Clock-out 21:00

OT/Food allowance calculate 

starting from 19:00 = 2 hours

WRONG

Remarks for OT is GOOD



Moving Forward…

• HR will announce when staff needs to clock-in per project (Eg ; morning 

preparing for PLS project, staff need to clock-in PLS, afternoon preparing for 

DPM01 project, staff need to clock-in for DPM01)

This is only applicable to :

1. BIM Modellers

2. Validation Personnel

3. Quality Personnel

4. Design Engineer 



Company’s Panel Clinic

- Management continue to offer better care to the employees and 

Company have appointed additional panel clinics under Alam Medic 

(refer Memo for the panel clinic listing)

- Staff can go to panel clinic, inform them under panel and provide IC

- Maximum RM100.00/visit. Additional cost to paid by staff.

- Company only recognize MC from the panel clinic

- If employee go to non-panel clinic (Eg : Dental Clinic) MC can be 

accepted subject to the reference letter from the Doctor and mentioned 

employee cannot fit to come to work 



Public Holiday - Outstation

- For full time staff based in outstation, staff require to follow the Public 

Holiday at their State

- For future, HR will issue the Public Holiday listing before project starts

- For now, HR will advise until the project ends



Training Updates

- To develop skill and staff talents, Management always looking for the best 

training that’s can fit with the position in this Company

- Updates for the next training :

- HR continue to plan the training for staff and will update from time to time

No Training Name Training Date

1. Introduction to Laboratory Controls 18-Jul-2022 & 19-Jul-2022

2. Basic Rigging and Slinging 03-Aug-2022 & 04-Aug-2022

3. Risk Management 17-Aug-2022



Company Event

- The Management has plan for the Company dinner soon.

- Once confirmed, HR will communicate with all staff

- Thank you!!



Purchasing Department



Agenda

• Updates from Purchasing

i. Delivery Order (DO)

ii. Purchase Request

iii. Request or Return Project Material / Equipment to Store



Delivery Order (DO)

• Project / Engineering team have to comment on the DO whenever they receive 

items at site. 

i.   If the items all checked :-

Remarks – All goods checked and correct

ii.   If the items unable to check all

Remarks – Unable to check during delivery due to (what 

reason).

All goods will be check in details within 5 

working days.

• The receiver must write name, date, sign & chop on the DO.

• Snap a photo or scan the verified DO and send to purchasing department 

immediately after item received.



Delivery Order (DO)

Remarks : All good checked and 
correct



Remarks : Unable to check due to 
large quantity. All goods will be 
check in details within 5 working 
days



Purchase Request 

• Requestor to include following information while email the purchase request to 

Purchasing Department: 

Project Title & Code :

Project Address :

Budget :

Actual Cost :

Payment Term :

Delivery / Installation Date :

Master Costing : provide a hyperlink from server



Purchase Request 



Purchase Request 



Request or Return Project Material / Equipment to Store

• For request and returning project material / equipment to store, requestor must 

contact our Project Assistant.



Account Department



❖ Claim Procedure

1. The submission of claims to Account Department shall be no later than 1st of

each month.

2. Approved claims shall be made payable on 15th of each month.

3. Approved claims will only be made payable on 15th in the FOLLOWING month

for all submissions later than 1st of the particular month.

4. Maximum claims submission is 2 months (except if overseas).

5. The claims shall consist of the previous month’s claimable expenses only. Claims

of other month(s) shall be filled in different form(s).

Account – Expenses claims



❖ Claim Procedure

1. Forms in the Website > staff access > Lufter OR Beluften > Account

2. Wrong forms / format / margin / size will not be approved until

resubmission.

3. Staple the receipt with same category in recycle paper.

4. All forms / documents must print in black & white / Grayscale ONLY and must

use recycle paper

Account – Expenses claims



Lufter as base

**CANNOT CLAIM BETWEEN OFFICE & STORE



Account – Expenses claims : Mileage claims

Reference : Google Maps

Average Distance

= (41.9 + 41.5 + 41.6) / 3

= 41.67 KM

= 42 KM per trip 

Lufter as base



✓ Outstation = More 100km per trip

✓ Claim by PETROL RECEIPT only.
- Full tank before start journey (no need claim)

- Pump in full tank when reach site & return back to

office (claim on this. Accurate fuel consumption)

✓ Toll & Parking as usual

✓ Outstation allowance rate – as per

Employee Handbook

✓ Must indicate the dates of outstation in

Mileage & Expenses claim

✓ Can claim on travelling days

✓ If no petrol receipt, can’t claim mileage

Account – Expenses claims : Outstation



Account – Expenses claims : Mileage claims

▪ Mileage form is only for SITE purpose

▪ Fill the distance(km) every trip to site. Lufter as base. 2-ways

▪ Indicate work description & code. Eg: Supervise ductwork (HSC01)

▪ Rate to follow actual vehicle use (Motor OR Car)

▪ Company car - Claim with diesel receipt only. Write Car Plate No. in the description.

▪ Toll – Attach TnG OR eWallet statement. Highlight & remarks

▪ Parking – Attach receipt. Staple separate for site & office parking

▪ For any outstation, write in the description everyday even there is no mileage claim



If need 2 page, please stated 

‘Continue to Page 2’ here



Account – Expenses claims (Summary)

▪ Mileage / Petrol / Toll / Parking from site - fill in Total Mileage Claim amount

only

▪ Grab / Taxi – Only for special case (Management approval)

▪ Travel to airport to work purposes

▪ From train / bus station to site / home

▪ Parking office – fill in TOTAL PARKING fees only.

▪ Upkeep of Motor vehicle (MV) – Car wash for company car (Follow HR

instruction)

Description

Project co



Account – Expenses claim (Summary)

❖ Lodging / Meals

▪ Lodging – Accommodation for outstation purpose. Follow Handbook

▪ Outstation allowance – Must have outstation date

▪ Eg :

Description

Project co

Date Description Project code

04-Apr-2022 Outstation allowance (4-6 Apr’22 @3Days) DEX01



❖ Meals & Entertainment

▪ Must obtain Superior & MD approval before proceed

▪ Procedure – Follow Employee Handbook

▪ Indicate the details of the claim
In receipt :

• Signature Superior / MD required on the receipt

• If verbal approval – write in date, timing of approval & by who via call or WA

• Client company, name, position, contact number

In summary :

Date

Description

Project codeDate

Description

Project co

Date Description Project code

04-Apr-2022 Restaurant ABC (Mr. Sharmiza) DPMB01

11-Apr-2022 KFC (Shutdown with staff) DPMB01

Account – Expenses claim (Summary)



Account - Expenses claim (Summary)

❖ Medical claim

▪ Please follow Employee Handbook & HR memo for Medical claim

▪ Use clinic panel. Can pay & claim up to RM100 per visit.

▪ For medical claim without MC, please state in the claim

▪ For Covid test claim, please indicate job code and must be instructed by Superior

or Site purpose.

▪ Result of covid test must be submitted to HR to be eligible for the claim.

▪ No result no claim.

▪ Eg :
Description

Project co

Date Description Project code

03-Apr-2022 Clinic Oasis (RTK) DEX01

12-Apr-2022 Clinic Oasis (No MC) -



Account - Expenses claim (Summary)

❖ Cash purchase / others

▪ Project items, tools must be planned and obtain from KEYZONE (Refer

Purchaser)

▪ All cash purchase must attach with original bill / receipt / invoice

▪ Use cash voucher if sub-con does not have receipt

▪ Eg : Wages for cleaning – Must have details : Name, IC/passport & sign

Description

Project co



Account - Example of Expenses Claim



Account - Example of Mileage Claim



Account - Example of TnG / eWallet Statement

✓ Highlight

✓ Remarks



Account - Example of Other Supporting Document

▪ Office parking - √ highlight



Account - Example of Other Supporting Document

▪ Site – Fuel ▪ Cash purchase



Account - Project Cash Advance

▪ For project usage – Roro, cash purchase, accommodation etc

▪ Approval by direct Superior

▪ Use form in the website – Project Cash Advance

▪ Submitted to Account Dept before middle or end month. Will be paid on

15th or 30th.

▪ Will deduct cash advance during end of project.



End of Presentation


