
Townhall 2022
30-Aug-2022



Human Resource Department



Agenda

• Medical leave (MC) taken

• Emergency Leave (EL) taken

• Attendance – Clock-In & Out in Paybun

• OT/Food allowance claim

• Daily duty in office

• Company Safety Shoes



Medical Leave (MC) Taken

▪ Staff to inform Manager before starts working hour 

▪ Update WhatsApp group Eg: Abu – Time off (Clinic) **after Manager’s approval

▪ Go to panel clinics, update Manager & HR after receive MC from the Doctor. 

▪ Send MC slip to HR and inform the reason for the sickness for record purpose 

(sometimes is not stated in the MC slip) – No MC submitted (WhatsApp/Original) to HR 

will be treated as UNPAID LEAVE

▪ Update WhatsApp group Eg: Abu – MC

▪ Apply MC in Paybun (within 3 days) and attach the MC slip

Reminder : MC taken will be recorded and monitor from time to time



Company Panel Clinics



Emergency Leave (EL) Taken

▪ Staff to inform Manager & HR before starts working hour

▪ For EL, staff have to provide the supporting document as a proof

▪ Without supporting document, EL will be treated as Unpaid Leave

▪ Update WhatsApp group Eg: Abu – EL **after Manager’s approval

▪ Apply EL in Paybun (within 3 days) and attach the supporting document

Reminder : EL taken will be recorded and monitor from time to time



Attendance – Clock-In & Out in Paybun

▪ All staff MUST clock-in and clock-out daily attendance at work location - ON 

SITE / OFFICE (Correct Sample - Office)

Please ensure the 

address/location is 

CORRECT as per 

Project Code

Clock-out also 

MUST be at 

site/office. NOT 

AT HOME. Clock-

out at home, OT 

submission will 

be not approved



Attendance – Clock-In & Out in Paybun

▪ All staff MUST clock-in and clock-out daily attendance at work location - ON 

SITE / OFFICE (Correct Sample – DPM01)

Please ensure the 

address/location is 

CORRECT as per 

Project Code

Clock-out also 

MUST be at 

site/office. NOT AT 

HOME



Attendance – Clock-In & Out in Paybun

▪ All staff MUST clock-in and clock-out daily attendance at wok location - ON SITE 

/ OFFICE (Wrong Sample - Office)

Clock-In & Out is 

different

address/location



Attendance – Clock-In & Out in Paybun

▪ DO

- Clock-in at your work location (site/office)

- To ensure GPS detected the correct location

- Clock-out before you leave site/office

▪ DON’T

- NOT clock-in BEFORE you reach work location. Eg: On the way to work 

location. If late, inform Manager & HR. 

- NOT clock-out when you at home (especially to those staff claim OT). 

▪ REMINDER

- If staff not clock-in & out properly (Eg: not at site/office), system will not 

recognize your OT on that day



OT / Food Allowance Claim

- For the certain level and position, staff are eligible to claim OT / 

food allowance for working an extra hour

- Staff MUST get approval from the Manager before claim OT

- Manager have to know what kind of work/task needs you to stay 

back and claim OT/food allowance



Daily duty in office

- HR / Admin will assigned staff for open office, office 

SOP, Fumigation and Pantry 

- Person in-charge assigned to open office have to 

ensure office MUST be open latest by 8.50am 

- NOTE : Whoever needs to enter office earlier for meeting the next day, please 

arrange to take keys from the keyholder OR ask keyholder to come earlier the next 

day.



Company Safety Shoes

- Previously we use brand “Picasaf” (ankle height), for now onwards we will 

use brand “Jogger-Bestboy” (ankle height) from Keyzone.

- For staff require a replacement, MUST informed HR to obtain the approval.

- Purchase on own is only applicable for reasons such as working outstation, 

please check with HR on the amount to claim.

- The amount may change from time to time, equivalent to the brand and 

specifications of the safety shoes selected for employees at the time.

- Note : Please refer to the revised form Hardware Purchase 

Request (PUR-F-001) in website



NO BOSS Culture

- Just call everyone in the company with his/her names 

NO “Boss” or “Mr’



Quality & Risk Management



Agenda

• Updates on Quality Objective Results FY 2021-2022

• Updates on Form and Format

• Updates on New/Revised Forms and/or Guidelines

• Reminder



Update on Quality Objective Results FY 2021-2022



Updates on Form and Format



Updates on Forms and Formats (Sample)

 

Form Name 
Form No.  XXX-X-XX Effective Date  DD-Mmm-YYYY 

Rev. No. XX Total Page(s) 1 of 2 

 

H: 1.40cm, W: 5.15cm 

Column Width: 6.73cm 2.00cm 3.75cm 2.00cm 3.27cm 

 
          ALL Table Width (portrait): 17.5cm and Center 
          Arial Narrow, Font Size 9 

DOCUMENT TITLE 

Name:  Asset No.:  

Project Code:  Location:  

Date:  Asset No:  

  Signature:  

 

No Description  
Status 

Remarks 
Received Approved 

1.  Check all component name plate, model & spec. as 
per approved SIT.  

   

2.  Check location, elevation and orientation of heat 
recovery wheel correct according to approved shop 
drawing. 

   

3.  All access doors are not blocked from any obstacle 
and have adequate maintenance space. 

   

1.0 EXECUTIVE SUMMARY 
 

Project BOLEH scope consists of installation of 3 new machines for compression and encapsulation line which are 

Fette 2020 and Fette 3090 and Zanasi 70C. 

2.0 INTRODUCTION 

 2.1 Description 

GSK has been operating for over 60 years in Malaysia having started its first operations back in October 1958. In 

last 6 decades, GSK Malaysia has grown substantially both in its infrastructure, business operations as well as 

talent base. Currently operating with over 1000 employees spread across its four business entities – 

Pharmaceuticals. 

 

1) Non-Conformances 2) Re-Inspection 

3) Comments 

Checked By (Lufter’s Rep.): Verified By (Client’s Rep.): Approved By (Client): 

   

________Signature________ ________Signature________ ________Signature________ 

Name: Name: Name: 

Designation: Designation: Designation: 

Company: Company: Company: 

Date: Date: Date: 

H: 1.40cm, W: 5.15cm 

Column Width: 6.25cm 1.91cm 3.39cm 2.61cm 2.23cm 

 

   

 

Guidelines Name 
Doc. No. XXX-GD-XX Effective Date DD-Mmm-YYYY 

Rev. No. XX Total Page(s) 1 of 2 

 

ALL table Width (portrait): 17.5cm and Center 
Arial Narrow, Font Size 9 

 
 

GUIDELINES NAME 
 

 XXX-GD–XX  
Revision No: XX 

 
 
REVISION HISTORY 
 

REV NO DATE DESCRIPTION REVISED BY APPROVED BY 

XX DD-Mmm-YYYY New release Wong Peng Peng Simon Loh 

     

     

     

     

     

     

     

 
 
APPROVAL 
 

 DESIGNATION SIGNATURE DATE 

Reviewed By: QMR  DD-Mmm-YYYY 

Approved By: MD 
 
 
 

DD-Mmm-YYYY 

 
 
 
 
 
 
 

../../../../LUFTER PUBLIC/FORMS & FORMAT/FORM AND GUIDELINE FORMAT/Lufter Form Format.docx
../../../../LUFTER PUBLIC/FORMS & FORMAT/FORM AND GUIDELINE FORMAT/Lufter Guidelines Format.docx


Update of New/Revised Forms and/or Guideline

Revised:

1. PRO-SOP-04 R04 Inspection, Validation and Handover 

2. PRO-SOP-05 R03 Control of Nonconforming Services

3. QA-SOP-04 R03 Internal Audit (WM)

4. PRO-F-67 R01 Sample Identification Tag 

5. PRO-F-12 R01 Project Material and Equipment List

6. QA-GD-01 R03 Codification of Documents

New

1. PRO-GD-03 R00 HVAC Air Balancing Guideline

2. PRO-GD-04 R00 Install Insulate Ducting System Guideline

3. PRO-GD-05 R00 Project, Design, Validation, Quality Kick Off Meeting Guideline

4. TMP-D-001 R00 Typical Detail – Ducting (240822)



❖ Where to look for company own department SOP?

Update of New/Revised Forms and/or Guideline



❖ PRO-SOP-04 R04 Inspection, Validation and Handover being revised

Update of New/Revised Forms and/or Guideline



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

Update of New/Revised Forms and/or Guideline



❖ PPM-SOP-01 Planned Preventive Maintenance being revised

Update of New/Revised Forms and/or Guideline



❖ QA-GD-01 R03 Codification of Documents being revised

Update of New/Revised Forms and/or Guideline



Reminder

❖ Reminder on Equipment Tagging



Agenda

• Revised SIT Form

• Standard WhatsApp Group Project Progress Template 

• Flowchart for BOQ / Quotation

• New Developed Project Guidelines for Reference:

- Install & Insulate Ducting System

- HVAC Air Balancing

• New Developed Typical Details Drawing

- Standard Installation for Ductwork



Item 1: Revised SIT Form

❖ Where to look for revised SIT form?



Item 1: Revised SIT Form

❖ New Template



Item 2: Standard WhatsApp Group Project Progress Template

Items to update in 

Lufter Project Group:

1. Site PIC

2. Site Diary

3. Progress Photos



Item 2: Standard WhatsApp Group Project Progress Template

Items to update in 

Dedicated Project Group:

1. Total No. of Worker

2. Toolbox Meeting

3. Progress Photos

4. Site Diary



Item 2: Standard WhatsApp Group Project Progress Template

Items to update in 

Dedicated Project Group:

5. Subcon OT List 

6. Site PIC

7. Weekly Progress Update



Item 2: Standard WhatsApp Group Project Progress Template

Weekly Progress Update

❖ All projects must use same 

template for weekly update in 

respective project group.

❖ Sample of template has been 

sent to Lufter Project Group 

for your perusal. 



Item 3: Flowchart for BOQ / Quotation

Purpose:

❖ To summarize the process so all staff can understand which format, 

whether to use Quotation or BOQ template for different cost of projects.



Item 3: Flowchart for BOQ / Quotation

❖ Where to look for BOQ & Quotation template?



Item 3: Flowchart for BOQ / Quotation

❖ Where to look for BOQ / Quotation Flowchart?



Item 3: Flowchart for BOQ / Quotation

Bill Of Quantity / Quotation Process Flow Chart

No

No

Est. Total Project 
Cost ≥ RM 200K

Use Quotation Format

Review the services to be provided.
Example: To provide machine movers 
services but cost more than RM 200K. 
MD or PM may decide to only prepare 

Quotation.

Use BOQ
Format?

Prepare the BOQ, Costing and 
Profit Margin

Internal Review

Yes

No Yes

Prepare the Quotation, Costing 
and Profit Margin

Approved?

Yes

Submission to the Client

Changes or 
Discount 

Requested

No

No

No

Yes

Project
Awarded?

Yes

Client's Enquiry / Proposed Tender 

Project StartEnd



Item 4: New Developed Project Guidelines

❖ Where to look for Project Guidelines?



Item 4: New Developed Project Guidelines

❖ HVAC Air Balancing 



Item 4: New Developed Project Guidelines

❖ Install & Insulate

Ducting System 



Item 4: New Developed Project Guidelines

Ducts Storage at Site:



Item 4: New Developed Project Guidelines

Ducting Insulation:



Item 4: New Developed Project Guidelines

Ducting Insulation:



Item 4: New Developed Project Guidelines

Ducting Insulation:



Item 4: New Developed Project Guidelines

TDC Clips Installation:



Item 4: New Developed Project Guidelines

Duct Cleaning:



Item 4: New Developed Project Guidelines

Duct Cleaning:



Item 4: New Developed Project Guidelines

Bracket & Support Installation:



Item 4: New Developed Project Guidelines

Ducting Installation:



Item 4: New Developed Project Guidelines

Duct Labelling:



Item 5: New Developed Typical Details Drawing

❖ Where to look for Standard Installation for Ductwork Typical Details?



Item 5: New Developed Typical Details Drawing

❖ Standard Installation for Ductwork



Purchasing Department



Agenda

• Updates from Purchasing

i. Delivery Order (DO)



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.





Project



Agenda

• Service Chit

• Store Operation

i) Project Material Equipment Checklist

• Reference Number



Service Chit

❖ Where can you get the Service Chit? 



Store Operation

❖ Operation on Mon, Wed and Fri only, unless very urgent one can be 

consider

❖ Please clean all the equipment/instruments before return back to the 

store, won't accept unless cleaned. 



Store Operation

❖ Update Project Material & Equipment List

❖ Bring every time take items from store/office store



Reference Number

❖ Please make sure to check the reference number/running number with 

PA for whatever documents you are creating to avoid overlapping. 



Reference Number

Overlapping Letter Reference Number for both HSC01 & DEX01



End of Presentation


