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PURPOSE & SCOPE
To dedine progedure for mternal complaint wat iR Tl ataunuuan
nandting and extemnal complaint handling utEn

o

sty ks umiutataaituy
GRUEL]

This procedure cvers comalaint harefing in all
asnacts fiom inlerested paites Paciusing

RESPONSIBILITY

Departrment Manager -HR sl for tanager -HAL
enmglaint kandling dncordneg 10 ths procedure. sotantonl Tl il fasd

RE\"IEW & }\FPRO‘\I’AL

[ Concunmence | Rewiewor _Aparaver |
it ifizar ﬂmaﬂmﬂl Munnul - Depaetment Manager |
- G| Bt N i il

A‘MENU“ENT FIECDRD

uarge parsan Who i n charge,
< VP-HRS Aelmin to Department Manager -HR:
o QABPPD arpa Myr, to Deamiment Marager
QAPPD

o Se. Supsedser M to HRL Gfficer

= Charga namse of fom FHROI-00T Compiant 1og 0
Complaint reced

= Acd pew form F-HAGT-002 Comnplalt status log

»  Pevice TERMS & DEFINITIONS; cetete “Intemal complaint”,
“External camphainl” and "Commites”; reer "Comghainl®

»  Mayise kem 3 Fing cut methad for soiving compaint

o Reine fem 4 Anproval process to ressloe complat.

«  Change approval perion in measirement . plan depend on
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AGTIONS & METHODS

| 1. Recelve complaint

1. Surindoaiun

I When received comptant by

il wndnatousmaraiaan e Tl

tuoﬁhu without releirllg the new mmplalnns
Aymber

Ledulwilsanduafotoudiafudauninl
Yaplunnsnansnanndadaatou

Remark:
Campaint number "FYYNNT ar "E-FYYYRNT
isconsist of - or E and 6 numeric which
mesns s falis:

1= maars ]'memm camplant

£ means External complaint

WYY mazag yedr of complaint recerved
e, 2001 would be 2011

14 mezns yearty ranning number of
comyaing receivad, always restart to 01 for

RU TR T
winmAsEataatu THYRN 2 EYYYERNT
dssnaudan I+ wla B wabay G wdn
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- manuifa sisfaaciuumty

£- winufia dafpaduuniuuan

evatinavu T 2011 du 021
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T wineha T oaoe Mldfuladaatou |

complant is ralated with company. When the

guteorwt €an be conchided, recard Gn

Comglaint Log (F-HRO3-COL] a5 foliows

« [IMtha complaint is unrelated with company
- Infarm complainanit in weiting and close

1 the comglakng is ralated with company —
proceed next. VWhare the comglaint i3 in
the-soope and meanng of the Grigvance in
| Companys vicek Rules & Bogulatians
Chagter 4, Tallow the grisvance process.

£ath new Y 01 1ama

z,waummplaim 2. Minsmrdndeatou

R, Efficer has b mvenligale televantdatam | HR Officer sinasiaseeusasatiAuTess iha
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1 Define salving measure(s)

3, imsas sl daeiou

' HR afficer is to submit the complaint to
respanitile parlies in order 10 find meeseres o
resghe the comgiaint,

WA offcer | aasnseatastiouidwminuai |
Sulnuay viaimussenm iy

| 4. Approve to resolve

A, ol

l The relevant depariment proposs the
| comedtive measuras in ling of command and
retily the progress of HEL Qficer

sbroavid ifurtaatsisuanisn Alumnay
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TERMS & DEFINITIONS

Complaint meacs Infemation that has a
regakive oyiruan from eomranity, NGOs,
(Gewe rment, Subcordract, Sharehcider and
Suppler

DOCUMENTATION & REFERENCE
1. F-HA03-00L Cemplaint Record

2. F-HADI-002 Complainl slatis log
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| 5. Resolve of complaint
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« [l action is completed with efectivenass -
| inform complainant in witing and record
result Intz Complaint Record (F-HRO3-001)

HE. Officer has to racoed alt Comalail o F
HEO3-00 and report tn Department Manager «
He at once a month,

= Sygpastion box CRE 1 BT

= Telephone s Tty | per approval method by persan as item 4. Mo a4

»  Letter . apmn ! = ST ——— = e e 4

. 3,.':" . §m|| 6. Follows up progress and 6. psdRsATIIT |

. .
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