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Interaction =~ | Control/Activities S ~ Records
" 1. Admin staff to call service provider for quotation to
( start ) replace / service the fire extinguishers 2 (two) months
before the expiry date.
A
1. Inform Service provider for Note:
R i L e Total of 14 fire extinguisher tanks throughout the
extinguisher Sl .
building premise.
i 2. Admin to prepare requisition for CEO’s approval, | ¢ Requisition & PO
- followed by the PO for the record purposes.
for CEQ’s approval
3. After Admin to acknowledge receive and record the | ¢ Service Report &
service report and Bomba certification rendered by the Bomba certification
y service provider.
3. After Admin to acknowledge .
receive and fcc":f the service 4, Any invoice issued from service provider to be | ¢ Invoice
el verified by the HOD then forwarded to Finance
department for payment.
v - — :
P 5. File the invoice for record. e Invoice
Admin and approved by CEO
6. Jabatan Bomba dan Penyelamat Malaysia (BOMBA)

A 4

5. Admin to file a copy of the
invoice

v

6. BOMBA do inspection at

will do inspection at random.

random
v
End
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