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Official Letters
Official Memos

E-mails (Internal & External)

MOM - Minutes of Meetings

Employee Time Sheet

Employee Training records

Employee Validation Records
(Written & Oral)

Employee Appraisal Records
Employee Note to File
Employee Shift Changeover Records

Employee HR related records

Operations Training Materials
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Operating Manuals (Process / CLT),
procedure (SOP) & policies

Drawings (PFD / BFD / P&ID)

Registers (Business Process — OHS —
Environmental Aspect- ERM and
others)

Balanced Score Card (Department /
Divisional)
Various Audit Reports

Logbook
Daily & Standing instructions

Forms and Certificates

Invoices
Operation expense Budget records

PME (Periodic Medical Examination)
Compliance Report

Mock drill & ERP Scenario/records

BBS Report
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Incident IRIS Report

PMR & Walk-About Status Reports

Blinding and Deblending Register

Multi-Lock Register

Operations checklist
(Weekly/Monthly/Quarterly/Annually)

Work permit Records

Customer Feedback Records &
Complaint Register

Critical Equipment List
Equipment PM Maintenance Plan

Critical Task Risk Assessment
(CTRA)

Equipment Handover/Takeover
records

H2S & Multigas Tester Calibration
Records
PSSR Records
Startup & Shutdown Guidelines

Startup Certificates
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FW Pump Impairment Form &
Performance Test Records

Emergency Handling Cards

MAIP/TAIP/SMAIP Records

Insurance Risk Engineering Records

Equipment Write-off records

Turnaround Schedule

Business Continuity Plans

Communication Protocol
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Filling Center Equipment Performance Test

Results

Filling Center () Start-Up Daily Check List
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Filling Center () Shutdown Daily Check List
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Daily F.C Down Time Report Joadll &g p,35
Daily Report (for Manager) el gl yuyasll
il il
Equpment Manuals Slaall Jds
Master Equipment Status Slaall Ul 4385
Project Status Report wobadl Ul a5

Daily Calibration of Master Equipment
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Private Filling Center Shutdown Daily Checklist

Weight Checking Scale Calibration Checklist
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Private Filling Center startup Daily Checklist
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LPG Consumption and flow Meter Reading
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Operation Logbook
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P Contains details of Refinery Configuration, design
Basic Operating Training Manuals il etc.
General Operations Manual G Stcc)ntalns details of Refinery Configuration, design
Catalyst Technical Manual G Conta_lns details of Refinery Catalyst type, Quantity,
Functions etc.
Unit Operating Manuals - Conte}lng details of Unit design basis, Process
description, Flow scheme etc.
Unit Training Manuals G Conta}ln.s details of Unit design basis, Process
description, Flow scheme etc.
Unit Standard Operating Procedures S Contains details of Unit Operational activities steps
Process Engineering Flow Scheme (PEFS) S Contalns. Process flow & sizing & Control
information
. Contains Process flow, Operating Parameters,
Process Flow Diagrams S o .
Quantity information
Unit Equipment Check Lists S
Unit Emergency Handling Block Diagrams G e
Unit Mock Drills S e
Unit Blinding Master List and schematic Blind :
. S e
Diagrams
DCS Training Guide Manuals - Contains details of Refinery DCS graphics and
control system
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Contains details of Inter-refinery drawings and

Incoming / Out coming stream Manual G control details.
Unit Specific Standing Instructions S
Unit Specific Shift Reports / Structured Walkthrough S
Log Books G pd
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Engineering Services — ZOR

Secrecy agreement with KOC/ Shell G SHELL DEPs
Contracts of Online Access to International Codes &
& Standards for KIPIC signed between KIPIC and:National
Confidentiality” and “Intellectual Property Rights” Clause mentioned in the = Consulting Bureau Company (NCB) W.L.L.& Virtus National
Contract General Trading & Contracting Co. W.L.L
Project Engineering and Management Services (PEMS)
S Contract signed between KIPIC and M/s. Technip E & C
Confidentiality Clause mentioned in the Contrac Ltd., U.K.
This report contains the technical condition of the equipment, warranty period for safe operation, repair Gyt Intema_ti?nal Codes & Standards as per KIPIC
orders and future recommendations for future maintenance i Subscription.
The. ticket cont.alns orders: for repair or _replacement and methods of checking the e KNPC and KOC Standards as per official requests.
equipment during the maintenance period
The study includes the ability of the equipment to operate safely for a certain . .
period in the event of high risks that affects the safety of the equipment. This S ?tgnntjhall&rl dsL\J/\s/?)?IfberITg?gsrts for international Codes &
study may be carried out by a specialized contractor. )
ZOR Refinery technical Information such as drawings, PEFS, Data Sheet etc. shall
be preserved within ZOR Directorate due to the following reasons: ¢ Quality
Control issues. - ¢ Preserve the copyright of ZOR Refinery Documents and Design. G General Correspondents (MEMOS)
- o Safety and Security issues.
of all projects documents and corresponds are required due to the Confidential
projects above-mentioned justifications and to preserve the Financial data and other
as Priced Purchase Priced items such- Financial :information as per the following ZOR P. V's (project Variation) & DCN's (Design Change
S NN
Certificates Payment info such as Payment -Orders Invoices = Notice)
.Claim information
.Change Orders
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Job Descriptions for Standards Group including (TL, Senior

Personal Privacy G Engineers and Engineers)

Crso Al KIPIC & KNPC Procedure for Technical Standards

ARG Development STD 000-GN-001 NOV. 2018

S AL Inspection & Corrosion Report (ICR)

S AE Inspection advice ticket (IAT)

G AL Fitness for Service Report (FFS)

G AL Risk-Based Inspection Report (RBI)

G AL Inspection & Corrosion Manual / Policy

G AL Third Party Inspection Procedure (TPI)

Gre AL Condition Monitoring reports such as Machine Integrity

= Assessment Reports & Machine Integrity Measurements

S e Root Cause Analysis Reports

S e All Reliability developed procedures

G AL Asset Health Report

G AL Vulnerability Study Report

G AL Any report generated Within the APM system
ZOR Refinery Technical Documents (but not limited to):
Vendor IOM’s. - Operating Procedure

G AL Manuals.- Electrical Systems Operating Manuals. -

Quality Dossiers. - PTO Completion Books. - Final ZOR
Refinery Books (Drawings, PEFS, Data Sheet etc.).
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ZOR Refinery Projects / other Projects (FEED, Feasibility
Study Technical Studies etc.) (but not limited to): » Project
Management. - . Project Admin.
. Project Controls.
. Contracts.
J Reports.
) J Meeting (MOM).
S S . Procurements.
. Waivers.
o Insurance.
. Cost estimation.
¢ Organization Charts
G AE Engineering Team Procedures
All Procedures such as SSR Procedure, E&I Reservation Request, HAZOP Study Coso Al Engineering Team Forms
Procedure etc dling 9 9
1Iij)eicrqnuest forms for Engineering Team (but not limited to): SSR form - E&I request e Al Lesson Learned Reports
All lesson learned reports that carried out by Engineering team G L Company Employees Personal Files
G AL Manpower report
S e Budget report
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Major Project — ZOR Petrochemical
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™ NSRP Weekly Performance Report
S NSRP Daily Production Report
™ NSRP Monthly Performance Report
™ RAM Weekly Performance Report
™ RAM Monthly Performance Report for MTB
G KPMs for Balanced-score card of KPC & MP Dept
S Dept. Risk Register
G gl 5 3)
S~ Overall Schedule Risk Analysis Report

Overall IPMT Project Progress Monthly Report with EPC Contractors Monthly Progress Reports

S attached to it
S ORA Workgroup Monthly Meeting Materials (presentation)

All documents with Product Specifications, Design Parameters, Capacities, Material Data Sheets,
S Inventories, Storage locations, quantities, and logistics.
S DRPIC Minutes
G Production, Operational, Commercial, Marketing, Technical Plans, and reports
™ DRPIC related Documents
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B Internal Studies, analysis, reports, and correspondences.
S Consultant Reports, studies, and correspondences
B~ Design, Construction and Commissioning Documents
B All Timelines, Targets, KPIs, Milestones & Schedules
S Overall Schedule Risk Analysis Report
S~ Contract Registers
S Incident Notification Report
S External third part Monthly summary Progress Report
S Monthly Project Cost Report & Schedule Summary Report
S Lenders Technical Consultant Report
S DRPIC Weekly Progress Report
e Communications with JV Partners
S Department and JVs risk register
S Third party MoM, Reports, Correspondence, Schedule, and All other Material
S EPC Contractor MoM, Reports, Schedule, Correspondence and All other Material
(S All Projects including but not limited to Project Boost & Project Titan MoM, Findings, Reports, and all

other Related Material
S All Advisors and Consultants reports, Findings, Recommendations and all related Material, including

but not limited to E&Y McKenzie and Total
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S Restructuring & Transformation Project/Study Documents

All documents with Product Specifications, Design Parameters, Capacities, Material Data Sheets,
e Inventories, Storage locations, quantities, and logistics.
™ NSRP Related Minutes
™ Production, Operational, Commercial, Marketing, Technical Plans, and reports
™ NSRP related Documents
™ Internal Studies, analysis, reports, and correspondences
™ Consultant Reports, studies and correspondences
S Design, Construction and Commissioning Documents
™ All Timelines, Targets, KPIs, Milestones & Schedules

A A0 5 S Al sl A gana

™ Standard Operating Procedure AND Treasury policy
S Finance work process manual
S Annual Unified corporate office Budget
G Cash call to transfer capex

94




&Jhﬁdiﬁ‘gﬁhw

e MoUs
S JV agreements
S Due diligence reports
S Financial models and related studies
S COSA
S FPOA
30 a2 304
S Replies to parliament questions
S Replies to SAB observations prior to final approval
S Data sent to SAB auditors as per their request
S All documents pertaining to legal matters with the Public Prosecutor’s office
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