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Apex Manual Document No.: AM 01 Page 23|
"ICross Ref. : ISO 90012008 Clause 4.2.3 - Issue/Rev. No- 170 Date : 01/01/2006
ISO 14001 : 2004 Clause 4.4.5

BS OHSAS 18001:2007 Clause 4.4.5

Title of the process : Index.
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'Document No.: AM-02 - —Page-1/1

{Cross Ref. :

ISO 9001 : 2008 Clause 4.2.4

ISO 14001 : 2004 Clause 4.5.4
BS OHSAS 18001:2007 Clause 4.5.3

Issue/Rev.No;1/4  Date : 17/08/2008

Title of the process : Revision Record:

Sr.
No

Section No.

Revision No. Date

Brief description of revision - Approve

From | To

All sections

- |- | 01/01/2016

EHS added

&
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|Apex Mamual | Document No.: AM—03 Page 11

Cross Ref. : ISO 9001 : 2008 Clause 4.2, Issue/Rev. No.: 1/0 Date : 01!01/2016

Title of the process : Brief History of United Mud-Chem Pvt. Ltd.

United Mud-Chem Pvt. Ltd. formerly United Mud Chemicals, was established
in the year 2001 primarily with the objective of supplying complete package of
mud chemicals required by the Drilling Fluid Industry for oil and gas fields.

United Mud-Chem Pvt. Ltd. has created a niche for itself among the drilling
fluid service companies as a reliable source for Drilling Fluid Additives which
they require for their Mud Fluid Systems for oil and gas exploration.

the complete package of Mud Additives quickly™®#ficiently and at the same time

United Mud-Chem Pvt. Ltd. has had a clear goaLE \provide our customers with
giving clients, quality product performance le prices.
United Mud-Chem Pvt. Ltd. (UM oted by Mr. Meraj Ahmad,
(MSc Geology) And Mr, Nadeem an ( Major in International Business
- Marketing). The company manufge{res most of the products on regular volume
basis while the other products w manufactured on job work basis by giving
full techmca] support to our pdncipals.

UMC isa technology—dnven company that has been seerg the needs of Mud
Service Industry as a reliable manufacturer and preferred supplier of Specialty
Drifling Fluid Additives since 2001. Our business & products have been
changing over time; however, our commitment to customers remains intact.
The combination of R&D technical service laboratory as well as manufacturing
facilities enable us to be the premier Drilling Fluid Additive manufacturer for
the service industry.

UMC is a responsible corporate citizen dedicated to the health and safety of the
people and the protection of the environment.

The strength of United Mud-Chem Pvt. Ltd. comes from its dedicated team of
qualified, trained, honest employees who work jointly at different manufactunng

—  points and ports of loading to ensure that our customers get the best in service
and quality. .




UNITED MUD-CHEM PVT. LTD.

Apex Manual ' Documient No.: AM—05 Page 1/1

{Cross Ref. : ISO 9001 : 2008 Clanse 1.0 Issue/Rev. No.: 1/0  Date: 01/012016
ISO 14001 :2004 Clause 4.1
BS OHSAS 18001:2007 Clause 4.1

Title of the process : Scope of Integrated Management System and Exclusions

The scope of Integrated Management System of United Mud-Chem Pvt. Ltd. covers

Manufacture and Supply of Drilling Fluid Additives and specialty Oiifield
Chemicals

 This covers implementation of Quality Management System ISO 9001:2008,
Enviornment Management System ISO 14001 :2004 and Occupational Health
And Safety Management System BS OHSAS 18001 :2007



UNITED MUD-CHEM PVT.LTD.

- — e R . No.;AM_ds _ Pa.ge —

ICross Ref. : ISO 9001 : 2008 Clause 4.2.3 Issue/Rev.No.: 1/0  Date: 01/01/2016
ISO 14001 : 2004 Clause 4.4.5
BS OHSAS 18001:2007 Clause 4.4.5

Title of the process : Copy holder of this ‘Apex Manual’

3.1 List of controlled copy holders of this ‘Apex Manual’ :

Sr.No. Copy No Copy Holder
i Master Copy Mmagan%qxesmmnve
2 Soft Copy on Computer | All §His, Exec o
()
<
»
O
&
>
. < _




UNITED MUD-CHEM PVT. LTD.

. JApex Manual _ Document No.: AM 07 Page 1/5

[Cross Ref, : ISO 9001 : 2008 Clause 4.1 Issue/Rev. No.: /0 Date : 01/01/2016]
ISO 14001 : 2004 Clause 4.1 -— -
BS OHSAS 18001:2007 Clause 4.1
Title of the process : Integrated Management System

Genersl Requirements ;

United Mud-Chem had established, documented, implemented and

maintained a Quality Management System and continually improved its effectiveness in
accordance with the requirements of International Standard ISO 9001:2000/2008 .since
April 2006

In the of Year 2015 , Company decided to implement Environment Management System
and OHSAS. It was also-decided to integrate QMS, EMS and OHSAS .The--Various
processes needed to implement Integrated Management System have been defined in the
Process Flow Chart ( refer next Page) The relevent processes have been documented and
are implemented to ensure the effective operations and control of these processes . The
various resourses required are reviewed by management and are made available for the
respective process.The relevent SOPs have been documented and displayed at respective
work area.

The measuring parameters and perform criterias for various processes and system

have been defined and the perfo are reviewed and analysed along with
objectives in Management revi . The necessary actions-are taken to achieve the.
planned results and to mnkq?pﬁ[mred improvements. _ A

#alnd ¢hoo tooMsowoeanyproc&esthataﬂ'ectspmductconfomty
with requiseiN\I8, We ensure control over such processes. Control of such outsource
processes io/identified within the integrated management system. When these outsourcing
activities affect environment and occupational health and safety at supplier’s end.

Control on this process is exercised by:

a) Carrying out evaluation of the suppliers, -
b) Carrying out receiving inspection of every lot of product supplied by such suppliers or
carrying out inspection at supplier’s premises for quality and or verification of process

parameters
¢) Monitoring performance of such suppliers.



UNITED

Cross Ref. : ISO 9001 : 2008 Clause 4.1,

1SO

14001 : 2004 Clause 4.1 BS OHSAS 18001:2007 Clause 4.1

Issue/Rev. No.:

170

Date : 01/01/2016

Title of the process.: Integrated Management System

Mgmt. &

‘Core Processes

Support

Support Processes :- Accounts, HR, Training

Customer
N
-] - ﬁ
=] .
“y Eig
Design and l‘__’_ Marketing [ (Sample
Development (MKT) Submission /
Approval
Production
Planning *
oV erceiving
Supplier & i Inspection
Inprocess
< Inspection !
!: » <
< <
(’0 1 Final
I ti
Production s g P |
(PDN)
Finished
Goods
Y
Stores /
Despatch
(STR)
Customer
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UNITED MUD-CHEM PVT. LTD.
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Apex Manual Document No.: AM 07 Page 3/5

Cross Ref. ISO 9001 : 2008 Clause 4.1. SR Issue/Rev. No.: 1/0 Date : 01/01/20164
ISO 14001 : 2004 Clause 4.1
BS OHSAS 18001:2007 Clause 4.4.4. =

Title of the process : Integrated Management System

Documentation requirements

General and IMS Manual :

Our integrated management system documentation includes documented statements of a IMS
policy and quality objectives, Environmental and OH&S Objectives , IMS Manual,
documented procedures required by the International Standard, documents needed by the
organization to ensure the effective planning, operation, Control of its processes, mitigation of
Hazards and Risks and the records required by these International Standard ISO 9001:2008,
ISO 14001 :2004 and BS OHSAS 18001:2007

This is covered in ‘three levels’, which covers the entire scope for which certification is sought.
The details of each level is described below

Following is the level structure of documentaion :-

Apex Manual

Procedure Manual.

\'s
TR Eﬂ{wuﬁo

Stan ti'ng Procedures , Formats and Records
Quality Plans , Flow Charts

Level 1: Apex Manual :

This includes IMS Policy, outline of the IMS Management System, , responsibilities and
authorities of various personnel related to activities.

The Exclusions have been described in AM-05.

This manual contains various ‘Sections ’, which cover the relevant requirement of QMS, EMS
and OHSAS.

Each page has unique identification stating :

1. Latest Issue No. / Rev No and Date

2. Clause Reference of the standard / Specification.

11



_UNITED MUD-CHEM PVT. LTD.

Manual ’ ‘Document No.: AM—07 _Page 45 |
ssRef. : "ISO 9001 : 2008 Clause 4.1 ‘ Issue/Rev.No.:1/0  Date : 01/01/2016

- ISQ-14001 : 2004 Clause 4.1 ' e
BS OHSAS 18001:2007 Clause 4.1

Title of the process : Integrated Management System

Level 2 : Procedure Manual (PM):

This contains documented procedures fulfilling the requirement of verious clauses of these International

Standards and specifications and company needs, as applicable to the respective dept. These manuals

are in Three Parts :- _ L

1. ProcedureM_anual(PM)—CoversﬂwproceduresneededfﬂmeeﬁngtherequirmmtofISO'MI:
2008. ISO 14001:2004 and OHSAS 18001:2007

2. EOHS Manual :- Covers the specific Procedures meenngﬂmreqmrem:ntsoﬂso “
14001:2004 and BS OHSAS 18001:2007 Q

Level 3 : Standard Operating Procedures, Plan, Flow Charts , Formats anid Records :
These are In the form of Instructions, Fq@;.,keglsm Tags forcollwungandoontmmngﬂledam.
Control of Documents: (’0

Documeats required by Integrated Management System are com:rolledasperﬂ:leprooedme ‘Control
of Documents *(PM-03)

12




UNITED MUD-CHEM PVT. LTD.

[ Document No.: AM 07 ) P_ggﬁ;._Sfﬁ.:_'_f_:'

Ref. : ISO 9001 : 2008 Clause_4.2.4

ISO 14001 : 2004 Clause 4.1

BSOHSAS 18001:2007 Clause 4.1.

Issue/Rev. No.:. 120 .. . . Date 210170172016

Title of the process : Integrated Management System

Control of records:

MRmmnmmstheMasta'hstofmordsandmﬁoomesaremadewulablemthem

Executives and shift In-charge .

Records are established and maintained to provide evidence of conformity to requirements
and of the effective operation of the Integrated Management System.

The identification, , protection, retrieval, retention pmod of records are controled-as per

procedure ‘Control of Records’ (PM-04)

i3



UNITED MUD-CHEM PVT. LTD.

_ApexM&ual o

D— cument NO-:'AM--OS_. J *][1

* |Cross Ref. = " 18090012008 Clanse 5.1, 5.2 -

ISO 14001 : 2004 Clanse 4.4.1

Issue/Rev. Nom 170~ Date : 01/012016)

BS OHSAS 18001:2007 Clanse 4.4.1

Title of the process : Management Responsibility.

ww Commitosent :
Director’s commitement is evident through following

a) Importance of meeting customer, statutoryandregulatory uirements are communicated
“to all employees through meecting , dlsplayboard,oﬂlermansofmemﬂmmunimums
and various training programs

b) MSpohcy‘ThlsPohcyhasbemesmbhshzdasstatedmAMMofﬂns Mmual

c) Objecnvesareestabhshed for relevant fimctions and systems.

d) Management review meetings are conducted as planned.

. €) Resourses as required are made available

f) vaidedwhmnmomessmﬁalheshbhah@pl%mdmamﬂmnﬂmpmve

g) Define the roles and responsibility , acco unta@ auﬂ:mntyandoommumeate.toal!
Concerned through out United Mud-Cheny,

Director and DH ( ﬂ:atcustomerrequ:remnsm'edm:medmdmmt

—vmhﬂ:emmofenhmngcusmmersausfacuon.l‘hw—mem the
related to the product as mentioned in Manual ‘Customer-related Processes® AM-18 and

Monnonngandmeasmngcustomersausfacuonasmennonedmm

14




UNITED MUD-CHEM PVT. LTD.

Apex Manual _ T Document No: AM—09 Pagel!lﬁl

Cross Ref. : ISO 9001 : 2008 Clause 5.3 Issue/Rev.No.: 1/0  Date : 01)’01!2016
— ISO 14001 : 2004 Clause 4.2 —1
BS OHSAS 18001:2007 Clause 4.2

Title of the process : IMS Policy.

We, at United Mud-Chem Pvt. Ltd.  are committed to an
Integrated Management System which combines the
QMS ISO 9001:2008, EMS ISO 14001:2004 and BS OHSAS 18001:2007-._

We shall strive to provide unsurpassed customer satisfaction by offering superior
product value at agreed delivery and international business services. We have a vision
to succeed through working closely with employees, customers and suppliérs to meet
changing needs of the business. We shall achieve this by implementing effective —
QMS ISO 9001:2008.

We recognize the impact of our Products, services and activities upon the
environment and we commit to minimize the harmful impacts. We commit ourselves
for the prevention of pollution and meeting the applicable legal and other requirements
related to environmental aspects. We shall ﬁehler‘s by implementing effective EMS

ISO 14001:2004
| 00
We shall also i'i'l g

and safety of all people g :.;-1? eti with the achwt:eﬂ'and pmcessesby nintizieg
all possible risks. We bt ourselves for meeting currently applicable OH&S
ents. 'We shall achieve this by implementing effective

BS OHSAS 18001 2 7

We shall establish the framework for reviewing objectives and targets. We shall
develop our employees and associates by imparting Training. We shall implement an
efficient and effective IMS to achieve organization’s goal of continual improvement
and business growth, Thepohcyshallbepmodxcallyrevnewedandwwsed,lfneededn
meet the changing needs of the business.

agliam
01.01.2016 irector- ¥
IMS policy is well documented, implemented and maintained. This policy is communicated to all persons

working for or on behalf of the company and is made available to the pablic and interested parties with the
intent to make them aware, . .

15



_UNITED MUD-CHEM PVT. LTD.

@W o S N ~ I"Dovument No.: AM-10" Pagé 1/1
[Cross Ref, : : 1SO 9001 : 2008 Clause 5.4.1 Issue/Rev.No.: 1/0  Date:; 01.01.2016-
ISO 14001 : 2004 Clause 4.3.3 o
BS OHSAS 18001:2007 Clause 4.3.3

Tltle of the process : Objectives, Targets and Management Programmes.

Planning -Objecmes, Targets and Programmes

Director along with MR and core Team and concerned Executives establish the objectives
at relevant functions and levels within the UNITED MUD-CHEM. This include the

 requirement specified by the customer for the product. Quality Objectives and Targets and
also Environmental and OH&S Objectives, Targets and programes. These ObjedliVes,
Tatgets and programes are measurable where appli d consistent with IMS Policy
and also reviewed in every ‘Manangement Rewiﬂmng’

4

The monitoring and measurement/pf | jectwexsensmedmthe()rgmlmonbyeach
‘responttible function. -\$ -
Referance of Documented 8 -

PM-15 ““Objeeﬁva,Taﬁwandm-m a

16




UNITED MUD-CHEM PVT. LTD.

+{Apex-Manual - - —-Document No.. AM—~11  Page 1/].

Cross Ref. : ISO 9001 : 2008 Clause 54.2 [ssue/Rev.No.: 1/0  Date : 01/01/2016
ISO 14001 : 2004 Clause 4.3.3 :
BS OHSAS 18001:2007 Clause 4.3.3

Title of the process: Management System Planuning,

Managemenf System planning :

Director and M.R. are primarily responsible for ‘Integrated Management System planning’.
They ensure that

a) The planning of the ‘Integrated Management System’ is cartied out in order to meet the
requirements of these Standards and Objectives , Targets and Programmes.

b) The integrity of the Integrated Management System is maintained when changes to the
Management System are planned and implemented.

Referecne of Process/Procedure : Nil

17



UNITED MUD-CHEM PVT. LTD.

——|Apex Manual . — Document No.: AM-12 Page 1/1 |

Cross Ref. : ISO 9001 : 2008 Clause 5.5.1 Issue/Rev. No.: 1/ 0 Date : 01/01/2016
ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

Title of the process : Roles , Responsibility and Authority and Communication.

Roles, Responsibility, authority and communication :

Director defines the Organisation structure and the responsibilities and authorities of personnel
who manage , perform and verify the activities and are communicated them in order to

facilitate effective management system. Employees are accountable for obtaining the planned
results. The director is the ultimate responsible for the OH&S and OH&S management system

Common responsibilities and authorities are defined in AM- 013 . These are also
communicated to all through the e-mail.

Referecne of Process / Procedure : Nil

A

™
|1

QN
Organisation structure of UNITED MUD-CHE*/I s e

18



UNITED MUD-CHEM PVT. LTD.

Apex Manual - Document No.: AM— 13 Page 1/5

|Gross Ref. : 1SO 9001 : 2008 Clause 5.5+— - Issue/Rev. No.»1/0 — Date : 01/9172016 |
ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

Title of the process : Responsibility and Authority.

Sr. ~ Respousibiliey | Authority
No' -
A) Director: (Operations):

1 Overall responsibility of plant operations to achieve business goals and the ultimate | Finalising
responsible for OH&S and OH&S management system

2 Review and sanction the need of capital , Provide the resources and Reviewing
infrastructure needed to achieve conformity to product requirements. Implementation
3 Preparation of Amnual Business Budget Plan and review Finaliging
4 Review and monitor Operational performance on business aspects with al] _ Reviewing
Department heads Implementation
5 Define the responsibilities & authorities and communicate to all. ' Finalising
6 Formation of IMS Policy ,Define Objectives and Targets Finalising
7 To appoint a member of management. Finalising
8 Provide the leadership towards environmental and human care. Provide tochnicat Decide
and finacial resources for implementation and continual improvement of Integrated
Management System
: - Reviewi
Inplementation
Provision of
Tesources
1 Independent ofSalesmdmmkmngdepmemﬁmmei;tofmﬁy " TDecide mnd
preparation , follow up of orders. Finalising

2 Coordinator between Customer and UNITED MUD-CHEM 1o resolve all issues on | Decide and
price, delivery and quality , andperformmmemdmyoﬂ:erwmmmmlaswellas Finalising

technical issues.
3 Visit customer for marketing activity. Decide and
— — Finalising
4 Carry out Custorner Satisfaction Survey once in a year and decide the comrective Reviewing
action plan,
5 Accountable for development, implementation of the new Customers/ productand | Customer visits /
increase in the sales tumover communication
C) Head Production

1 To work as mediator / Management Appointee between top management and Reviewing
.| lower management and comminicate the issues to and fro and implement the

practicable solutions within UMC
2 To Arrange training for all staff and workmen to help them to achive the highest Dec:deand
ivity and Quality Finalising
3 To Lead the team to achieve the company’s goal / tagets on the sales. Reviewing
4 TosuppoﬁpmducﬁonpmoeésestoachieveZemdeﬁct%pmducts Reviewing

19



UNITED MUD-CHEM PVT. LTD.

Apeéx Manual

- Document No.: AM =13

Page 2/5

[Cross Ref. =

- ISO 14001 : 2004 Clause 4.4.1

ISO 9001 : 2008-Clause—5.5.1

BSOHSAS 18001:2007 Clause 4.4.1

Issue/Rev. No.: 0 —Dete+01/01/2016

Title of the process : Responsibility and Authority.

Sr. No. Responsibility. Authority
5 Toactasachmrpemon for Core Team / safety committee .Select and Recommenidation
coordinate with all the concern persons for monitoring OH&S and And implement
environmental parameters and maintain records action
6 To Manage and ensure Plant safety including Emergency Control Plan, Decide and
conduct audits and tests moditor action
7 To Inspect and test of processes which are prone to hazards and risks, Decide and take
Environmental aspects and impacts monitor action
8 To achive the productivity and sales target andcontmlOH&Shamdsand
T significant environment aspects
D) Production Executive
1 To Prepare, Review and monitor weekly IMm:lMy Production Plan based on | Finalising
the pending orders, schedules and budget .
2 To Prepare, Review and monitor weekly /2 Decide and take
monitor action
3 Implementation,
verification
4 Reviewing
5 Implementation,
verification - —
6 Decide and take
monitor action
7 Decide and take
8 To give Weekly Despatch plannmg to-stores. monitor action
9 Communicate the pending order statement to customer Comununicate,
verification
E) SH (PUR)
-— | Carry out evaluation and selection of suppliers - - Approving
2 Plan the Raw material and subcontracting activity so as to meet the Finalising
Monthly Production Cum Despatch Plan
3 PrepmeandmwewPurchweOrde:smthcomple&epmchasmgdataas Reviewing
appropriate and communicate with Supplier
4 To establish and implement the activities at supplier’s place to ensure Implementation,
the purchased / subcontracted product meet the requirements verification
5 | Finalizing the Contracts with Supplier for Product Development and Decide and
production. | Finalising
6 Carry out analysis of deta which provide information relating to suppliers Reviewing
performance in respect of Quality Implementstion _
7 Take corrective action to climinate the cause of nion conformities in forthe Reviewing
products supplied / subcontracted by supplier Implementation




UNITED MUD-CHEM PVT. LTD.

Apex Manual Document No.; AM—-13  Page 3/5

“*|Cross Ref, © ISO 9001 * 2008 Clause 5.5.1 | Issue/Rev. NG 170 ~Date: 0170172016 |

_ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

Title of the process : Responsibility and Authority.
Sr. Responsibility Authority
No. _ |
8 | Interface with subcontraciors for OH&S and environment matters Implememm
9 | To achieve Monthly production targets as well as delivery commitements | Reviewing
| Implementation
10 | Follow up & controlling of production activities carried out at Supplier’s | Implementation,
end Verification
F) Head(QA) :
1 Define the processes needed for the Integrated Management system. | Defining
e Promote the awareness of customer requirements;” Environmental and | Reviewing
OH&S hazards and risks throughout the organization. Coordination and | Implementation
identification of OH&S hazards and risks , environmental aspects and
impacts
2 | Establish and maintain IMS Documentation and perform control on Defining
documents and records Reviewing
Implementation
3 | Formulate and monitor Objectives and Targets Co-ordination &
documentation
4 | To ensure internal communication process within UNITED MUD-CHEM. | Implomssatation
5 | To plan and implement the monitoring, measurement, analysis and Reviewmg -~ _
im Jomp .
6 | Co-ordinate internal audits at planned intes Implementation
.7 | Monitor corrective and preventivpagtion, _ | Co-ordination and
T ,,.\_‘\,i".;-** monitoring of
8 t Review Meeting Implementation
9 | Adherance and evaluation of legal compliance Verification
10 | Liaisoning with certifying agencies on matters relating to IMS. Implementation
11- Ensumconnnuallmpmvementandeﬁ'echvenessofﬂiehtegated Reviewing -
management system Implementstion
12 | Reporting to Director on the performance of Integrated Management Implementation
System and need for improvement
13 | Exercise adequate control of monitoring and measuring devices by timely | Implementation,
calibration and their maintenance. Recording
14 | Control activities related to QA function from Receiving Inspection stage | Controlling
to Final Inspection Stage Implementation
15 | Draw up the corrective and preventive action Plan in case of customer Controlling
complaints Implementation
16 | Abide by the defined / laid down OH&S hazards and nsks and Implementation
environmental aspects — ' -

. . w s
LT 1 ";'-;'s'_\?' -
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UNITED MUD-CHEM PVT. LTD.

Page 4/ 5

ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

Apex Manual Document No.: AM-13
{CrossRef. ¢ 18090012008 Claunse 5.5.1 Issue/Rev.-No1-0 -~ Date: 01/01/2016

Title of the process : Responsibility and Authority.

| 8, Reaponsibility Authority
No. S
G) Head Administration _
-Venfylmportdocmnentatmnforomeunessandexpoﬁdoummmuon Implementation,
1 prepared by stores Assist, Maintenance,
-Dealing with CHA Monitoring,
~Complete all legal formalities. reporting
Dealing with Govt. Authorities like Excise, Customs etc Implementation,
Prepare Quarterly / Annua! Performance Report .Obtain Various permissions ainter
3 To determine the appropriate disposal method for all waste in UNTTED MUD- Decide and
CHEM : monitor action
4 To carry out all fuctions related to personnel salary & wage administration. Handling | Implementation,
matters related to contractual labours, attendance & leave records, Maintain overall verification,
dis.cipline&acﬁontaken.Dayto:hycoordinaﬁonwidnﬂ & dealing with | reporting.
union.
5 | Manpower planning, Recruitment & selection, Perft training & Implementation,
vm-lﬁqution,
6 | Maintain appropriate record of educatlon,T and experience in line with | Reviewing
requirement of IMS. 0 Implementation
4 Determine the necessary com nnel performing work affecting - Reviewing '
product quality, Enviromental HAS risks and hazards mdtheﬁ'niningas Implementation
. __| sppropriate. % S
7 | Overall factory administration,'¥ouse mpmg, Guestammmt,TranspMom, Implementation,
Telephone & Fax. T verification, -
8 Spreading of Health & Safety awareness & employee welfare. Implementation,
m
_ — - _ reporting,
9 To act as Factory Manager and comminicate ;¢o-ordinate and interface with Legal Implementation,
and horities and 1 interested parti .
10 | Identification and Compliance to applicable Legal & statutory, regulatory and other | Implementation,
requi and fic evaluation and updats | "
11 | Compliance to legal , statutory and oﬂaerequiremeﬁtandsubmittherepmtto Coordination for
management. Corrective action
12 Invesﬁgatwnofinmdmts,Aecxdents and identification and implemention of Reviewing
Corrective and preventive actions Implementation
13 | Communicate and Consult with contractors Reviewing
Implementation




UNITED MUD-CHEM PVT, LTD.

Apex Manual Document No.: AM—13  Page 5/ 5

| tssuc/Rev-Now=1/6 - Date: 01/01/2016 |-~

v rCrossRef +--ISOG-9601: 2008 Clause 5.5. 1

ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

Title of the process : Responsibility and Authority.

gr. Responsibility Authority
o. .
H) Core Team / Safety Committee :- .
1 Penodncally:denhfyhazardsandnsks,detelmnemgmﬁcme Documeniation ,
establish OH&S Objectives and targets, programmes and review | implemeniation,
2 | Periodically identify environmental aspects and impacts , establish Documentation ,
Objectives and targets and programmes and review them periodically | implemetstation,
3 | Develop, implement and maintain OH&S and Environmental Implementdtion
Management system under direction of MR
4 | Take timely effective actions in chanaging or unknown Implementation
circumtances or events o
5 | Review environmental aspects and impacts , OH&S hazards and risks | Docamentation,
for any new product, activities before it is taken up for production / impleiisdtivion,
Implementation Review
I) Security :-
1 ToKeepﬂwmordsofgoodsinwm'dsand twangds 1 lmplmnentatlon,
2. meythel’UCoemﬁcatu,anng horn for the %“‘
vehicles coming in UNITED repotiing.  ©
3 Guide the visttors / contrg s themstucnonsdlsplayedonﬂle verification,
gate. Send the visjlp pﬂ'tlestoDH(HR Persomel&l.ngal reporting.
)/ MR for commipidation’/ complaints / mattec. related to IMS :
4 | Take the necessary action in case of emergency situation as indicsted in | Implementation,
' Emegency control plan and bring the situation under control | reporting,
5 Inform the concerned persons, hospitals , fire brigrade etc as required Implementstion,
reporting.
6 | Provide the First Aid incase of incidents / Accidents Implemontation,
- reporting,
7 | To protect property from theft , inside / outside agency Implementation,
reporting.

The responsibility and authority for specific activities are covered in level 3 documentation i.c.
StandardOperating Procedures _

S e ndegen L
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 UNITED MUD-CHEM PVT.LTD,

Document No.: AM — 14_Page U 1

1SO9001:2008 Clause 5.5.2
ISO 14001 : 2004 Clause 4.4.1 —
BS OHSAS 18001:2007 Clause 4.4.1

“[Cross Ref. :

Issue/Rev. No.- 1/0 ~ Date : 01/01/2016

Title of the process : Management Representative .

UNITED MUD-CHEM Pvt. Ltd ,has appointed, Mr Amir Khan a member of management,
as a Specific Management Representative who, irrespective of other responsibifities, has
responsibility and authority for '

a) ensuring processes heeded for the IMS Management System are established, implemented
and maintained.
b repomngmmpmanagemmnonﬂwperformameoftheIMSMmmgementSyskmandmy
need for improvement, and
c) ensuring the promotion of awareness of customer , andOH&Sreqmemems
throughout the Organisation.
d) The identity of the Management Representative § through training programmes
e) Liasing with Certifying Agencies on

| |~ .
01.01.2016




UNITED MUD-CHEM PVT. LTD.

Apex Manual - — | DocumentNo: AM—15 Page 1/l

ISO 14001 : 2004 Clause 4.4.3 _
BS OHSAS 18001:2007 Clause 4.4.3

Title of the process : Commusication.

Internal Communication :

~ Director and-all DHs ensure that appropriate communication process is established within the
UNITED MUD-CHEM and that communication takes place regarding the effectiveness of the
IMS
through various meetings, Training Programmes, displays, circulars , intra-mail, Notices-etc.

The internal commumication with referance to environmental aspect and OH&S hazards is
communicated to all through e-mails or computer.

‘The details of comnmunication on the OH&S hazards and risk are identified in the procedure
PM- 16, which covers Inernal commumcaﬁonamongvanous levels and functions in UNITED
MUD-CHEM .

Thepmhmpanonofworkmmevolvedmhamrdndmuﬁmnon,nskawm
determination of the controls , incident investigation , involvement in changes / developn
and review of the OH&S pohmes objectives,

Workers are informed about their participation airan and contractors are consuited for
any changes in OH&S when appropriate. 0 ' .
External Communieation :- - G
MR ensures the External com u

MUD-CHEM and exte

communities. The -
communication is ﬂnoughthee-mmlﬁﬁemsmdpaﬂymmﬂmrwmnby
contacting MR.

(Head Admin) is responsible for the Legal Communication. responsnble for respmm to
inquiries from Regulatory agencies.

Directors are also respons:bleforwmmumcaﬁngwﬂhcmmrs,wslmmﬂmm
and responding to media communication and the people outside the organization who are
tikely to be affected and /or affect organizations environment and OH&S.

He consults with contractors where there are changes that affect OH&S and the pertinent
OH&S matters with the external interestd parties

(Head Admin) is responsible for determining the need for and preparation of any

notification to regulatory agencies on need basis, in consultation with Director and MR

The board is displayed at the gate to communicate the Environment Performance of UNITED
MUD-CHEM (IMS-MR/R-015)

Reference of docamented process:

PM - 16 .... Communication, participation and Consultation

_{Cross-Ref. : ISO9001 :2008 Clause 5.5.3 - - |-Issue/Rev. No.: 1/0 . - Date : 0140120346} -




'UNITED MUD-CHEM PVT. LTD.

Manuai | _ - “Document No.: AM-16 Pageﬁlll

.

ss Ref. : ISO 9001 : 2008 Clause 5.6, 5.6.1, 5.6.2, 5.6.3 ' Issue/Rev. No.: 10 Date : 01/01/2016 |
ISO 14001 : 2004 Clause 4.6 S

BS OHSAS 18001:2007 Clause 4.6

Title of the process : Management Review.

. Management Review : : oo

M.R. collects the data for “ Objectives , Targets and Management Programmes “ every month.
Director reviews the data every month and actions are taken on the specific points . However

the ‘Management Review Mecting’ is held once in 3 months to ensure its continuing
suitability, adequacy and effectiveness.

This meeting is Chaired by the Director . This review includes assessing oppoxtmnnes for

improvement and the need for changes to the Integrated MmagmmSym:,mcludmgthe
IMS policy and Objectives and Targets, Management F

The inputs decided for the management review are in the point ‘Review input’ and the ¢
Review Output’ from the management review ar ed in Procedure. The inputs also
covers the evaluation of compliance with the }¢&d requemmts,multsofpmﬂmpanonmd
Consultation , communication with external it
incident investigation , corrective and praiep

N N
Tﬁb@mdiscussgd,deba&dandn@nﬂaeMmagemmtRwiewmdmordedwiﬁWga

__ dates for completion.
Rmrdsﬁmeamgememﬁwsm&leformof n:limmasofMamgementRevnewmeeung
mmmedandmmntamedbyhhmgmmtkmhhw ,

MR. circulates a copy of minutes of Managm:mtkwwwMeeung toailﬂ:el’ammdm
available for communication and consulation to all..

Reference of docamented process:
PM-05 ... Management review. T




UNITED MUD-CHEM PVT. LTD.

Apex Manual

Document No AM—17-

Page 12—

[Cross Ref. - 1509001 : 2008 Clause 6.1,62,62.1,6.2.2,6.3
ISO 14001 : 2004 Clause 4.4.1,4.42
BS OHSAS 18001:2007 Clause 4.4.1, 4.4.2

Issue/Rev. No.: 1/0 __Date : 01/01/2016

Title of the process : Resource Management .

Provision of resources :

Director allocates the resources like human resourses, specialized skills, organizational
infrastructure ,finanace , services from extremal experts, technologiculresoumes

a) To implement and maintain the Integrated Management System outprit and continually

improve its effectiveness, and

b) To enhance customer satisfaction by meeting customer requirements.

¢) To achieve company’s business plan.

Human resources
General:

Director ensures the personnels performing work having envirormmental impacts ,OH & S
hazards affect the the product performance are competent on the basis of appropriate
_ educanomknowbdgeummng,shﬂs,mcpenenceandleveloftmpona'hhymdnsk

Involved.

Director and DH -HR . »;e’au-'u
PR

Competence, awareness and training: PN 0?\(

b) medeu'mnmgortakeoﬂleracuonstosansfyﬂwseneeds,
¢) DH-HR evaluates the effectiveness of the actions taken,
d) Ensmethatﬂ:epasomdmamofﬂ:emlevmmdmpomofﬂ:eummd
how they contribute to the achievement of the Quality objectives, Environment Objectives
Targets , OH & S Objectives
¢} DH-HR maintains appropriate records of education, training, skills and experience

Persons performing specific assigned tasks such as internal audnx,monmdtwungare
trained on the basis of appropriate education, training or experience as required to make them

qualified to perform their task.

Reference of documented processes:

PM -08........ Competence, awareness and Training
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_ UNITED MUD-CHEM PVT.LTD.

Mamal R — Document No.;, AM--17._ Page 2/.2 . |-

Rof, - 150 9007 : 2008 Clames 6.1,6 26 5.1, 62263 Tssue/Rev. No: 170 Date : 01/01/2016
ISO 14001 : 2004 Clause 4.4.1,4.4.2 e :

BS OHSAS 18001 :2007 Clause 44.1,4.42

Title of the process : Resource Management.

Ilfnutrnetuiellluoumes:

The responsibility for this activity is with Director. |
Organization determines, maintains and provides the capital investment, infrastructure to
achieve product quality, delivery, cost, health & safety, productivity, tooling,
handlmg,ndmlmsu'ahonandemnmnmemalmeH&Scomplmee.

__This infrastructure includes:

a) Suitable machines, equipments are used for The process parmeters,
which are critical, are recorded and monitored

b) The Executive / Shift Incharge ensi Cltablemethodsofmaiﬂmeof
machines is laid down and implemegt&riVensure continuing proocss capability
c) Building , workplace and ;.;«.g.-.- utilities, Periodic house keeping review is

carried out any requiremepiBym¥¥ highlighted during the audit are met with.
-4) Process equipment (bel\Rardware and sofiware) The suitable methods of
maintainence of Mag mlmddownandnnpleniedtomsmoonunumg

Process capability., |
€) Supporungscrwces(mwhasu'ansponorcommmwuuon)smhasphone fax ,
e-maﬂsareprovﬂedforeasyandfastoommmca&on. Cn

msmplannodmAmuaIBusmessleandondenuﬁedemagmmtRemm

Work Environment : Red

- Head production and Head Admin determine and manage the work environment and
coordination in working team needed to achieve conformity to product requirements,

The design of work place is done with the view to maintain conducive work environment
adoption of human capabilities in order to have maximum and quality output , to eliminate or
reduce the OH&S risks, environmental aspects and impacts at their source.Suitable employees
welfare measures like wniforms, Use of PPEs , First Aid facility, Fire Extingushers ergonomics

, Heat ,Humidity, Light, Air Flow, hygine, Cleanliness, Noise, Vibration, Pollution are
oonsidﬁedmasseminingmvhomnmmlimpacm,OH&ShamdsasspedﬁedinEOHS




UNITED MUD-CHEM PVT. LTD.

Apex Manual - Document No.: AM~18 Page 172

Cross Ref, : 1SO 9001 : 2008 Clause 7.1,7.2, 7.2.1,7.2.2 Issue/Rev. No.: 1/0 _ Date : 01/01/2016 |
480 14001 ;: 2004 Clause 4.3.1 —_—
BS OHSAS 18001:2007 Clause 4.3.1

Title of the process ;: Planning for Product Realization and Customer related pmmes, Aspect and
Hazard Identification

Planning of product realization :
Director Marketing along with other DHs carry out this process for new product
UNITED MUD-CHEM plans and develops the processes needed for product realization,
considering the
Requirement of other processes of ‘Integrated Management System’.and following points as
appropriate::
_ For existing product range, process flow chart as per AM-07 is followed.
For any new products UNITED MUD-CHEM determines as appropriate:-

a) Objectives and requirements for the product.

b} Need to establish processes, documents, and provide resources specific to the product;

¢) Required verification, validation, monitoring, inspection and test activities specific to the
product and the criteria for product acceptance.

d) Records needed to provide evidence that the realization processes and resulting product
meet requirements, '

¢) ldentify the Aspect- Impact , Significant if any , idepé} the Icgalrequirememasperthe
documendemoedmeEOHSM

f) Carry out the Hazard Identifi ys:sasperdwdocmnentedl’rooedm‘e
EQHS -03. _ .

g) Identify the Emer nsaﬂsingduﬂngﬁnemqsingoftheihmanddecide.on
‘Emergency contro T

h) Eshbhshng&mmnﬂmngOpaﬂmngmforﬁwpmoessnﬁbcmgmvmmemL
OH & S hazards and plan to mitigate the same.

'Iheomnofﬂnsplannmgxsrecordedmasmtablytooovcrallaspectof(}ustomer’s

--prequirement in the Register (IMS-MKT/R-007). —
Customer Related Processes :

For customer related process UNITED MUD-CHEM determines:

a) Requirement for the products in the form of specifications. Technical requirements
specified on drawings and customer’s specification sheets

b) Requirements specified by the customer, including delivery and post-delwery activities,

¢) Requirements not stated by the customer but necessary for specified or intended use, where
known,

d) statutory and regulatory requirements related to the product, and

e) Commercial requirements

f) any additional requirements determined by our Organisation . ' —

29
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| UNITED MUD-CHEM PVT. LTD. | ,
L - .- |

Apex Manual : | ‘Document No.: AM—18  Page 22

1Cross Ref—: 1809061 : 2008 Clause 7.1,7.2, 7.2.1,72.2 - |-Issue/RevilNo.: 1/0-- Date: 01/01/2016
_ ISO 14001 : 2004 Clause 4.3.1
T BS OHSAS 18001:2007 Clause 4.3.1 =~

Title of the process : Planning for Product Realization and Customer refated processes, Aspect and
Hazard Identification

Review of requirements related to Product :

The review is carried out at the time of receipt of enquiry, acceptance of the order and
acceptance to the changes to the contract or order.
The above points are reviewed as per format (IMS-MKT/R-001) and descripancies , if any are
Resolved by oommumcatmg back to customer.Only after conformation by customer, products
are included in the monthly plan for execution. L
The samples are submitted to customer along with intial sample inspection prior to bulk supply
Referance of documented Procedure :

EOHS ~03 - Planning for Hazarg

Assesment ang G mining Controls -

EOHS -04 — .-_._-, ronments

Referance Documents :-1) Aspect ImpactRaf) orActmty (IMS-MR/D-16)
2) Aspect Im Q@nsating for Product (IMS-MR/D-18)
3) Aspect INDs i Rating for Services (IMS-MR/D-19)
_4) Hagad Mdentification and Risk Assesment (IMS-MR/D-17.2)
5) onmﬁ:mgmy Plan (IMS-MR/D-004)

Rcferance Records:- 1) Comunication with eustomer regarding descripancies (e-mails)
2) Enquiry / Purchase Order evalunation Form(IMS-MKT/R-001)
3) List of Legal and Other Requirment ( IMS-HR/R-005)
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UNITED MUD-CHEM PVT. LTD.

_ |Apex Manual Document No.: AM—~19 Page 1/1
ICross Ref. : ISO 9001 : 2008 Clause 7.2.3 Issue/Rev. No.: 1/0 Date : 01/01/20_16

— ISO 14001 : 2004 Clause 4.3.1 . -
BS OHSAS 18001:2007 Clause 4.4.3

Title of the process : Customer Communication

Customer communication :
Director Marketing along with SH marketing carry out this activity.

UNITED MUD-CHEM Pvt. Ltd ,dermines and implement effective arrangements for
communicating with customers in relation to :

a) Product information is communicated through Catalogs , drawing , specifications or
quotation or Puchase Order fromvustomer. ‘—

b) Enquiries, contracts or order handling, including amendments, .

c) Customer feedback on specific requirement after receipt of samples first lot.
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UNITED MUD-CHEM PVT.LTD.

e ——

| DocuméntNo.: AM-20  Pagé 1/1 |

Cross Ref. : ISO 9001 : 2008 Clause 7:3—

ISO 14001 : 2004 Claunse 4.4.6
BS OHSAS 18001:2007 Clause 4.4.6

Issue/Rev.No.: 1/0  Date : 017012016

Title of the process : Design and Development.

Design and development ;

The specification for our product are given by our customer for the products are detailed in the

scope (AM-05).

Referance of documented Procedure :
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UNITED MUD-CHEM PVT. LTD.

Apex Manual Document No.: AM-21  Page 1/1

TCross Ref. : 1SO 9001 : 2008 Clause 7.4, 7.4.1'to 74.3 | Issue/Rev.No.: 1/ 0  Date: 010172016 T ~

ISO 14001 : 2004 Clause 4.4.6
BS OHSAS 18001:2007 Clause 4.4.6

Title of the process . Purchasing.

Pnrcllasmg
Director is responsible for carrying out these process.

1.0 The activity is carried by ensuring :-

a) Purchased product obtained from supplier conforms to specified purchase
requirements.

b) Control over the supplier and purchased product. The type and extent of ‘control’ -
applied to the supplier and the purchased product is dependent upon the effect of the
purchased product, on subsequent product realization or the final product.

¢) Appropriate evaluation and selection of suppliers based on their ability to supply
product in accordance with requirements, Criteria for selection, evaluation and
re-evaluation are estab]]shed. '

d) The selected suppliers are included in the ‘List of approved supplier,’ ([MS-PUR/R
002) which includes suppliers supplying raw material, bought out, capital goods
packing and packaging , subcontracting , consumables and services like
maintenance and calibration

e) .SH(PUR) maintains records of the results of evaluations and performance of approved
supphatsmomtomdby Qua]xtyControlIndex T) every month and any

) Whereenwronmuaiimiacts ofgoodsandOH&Snsks eqmpﬁfmd
serviwsofmnchased i these are communicated to Supplier and
contractor. They and helpedtomeetthereqmmemsof OHSAS
18001 : 2007 an?ISO 14001 :2004 to the maximum possible extent.

2) Pmchamngmformahomsaddressedmdetaﬂsmthemooedm’e

2.0 The purchased products are verified as follows :-

The inspection and verification activities necessary for ensuring that purchased product meets
specified purchase requirements are established and implemented.

Hf need arises, SH( PUR) arranges the intended verification arrangements and method of
product release in the ‘purchasing information’, where ‘our Organisation * or ‘our customer’
intends to perform ‘verification’ at the supplier’s premises. The purchasing document gives
specific instructions.

Reference of Documented Processes : - ——
PM-11 ...
SOP-QA-005..Receiving Inspection , Improcess and Final Inspection
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UNITED MUD-CHEM PVT. LTD.

Apeleanual - ' | Document No.. AM—-22 Page 1/3

[ Cross Ref. : 180 9001 ; 2008 Clause 7.5, 7.5.1 10 7.5.5 | Issue/Rev. No.- 1/0 _ Date : 01/01/2016

1SO 13001-:-2004 Clausc 4.4.6 _
BS OHSAS 18001:2007 Clause 4.4.6 : o

Title of the process : Production and Operational Control

The responsibility for this process is Mansger (PDN) and Exec (PDN) and Exec ( STR)

Production is planed on the basis of confirm Orders / Schedule from Customer.

Operations and activites that are associated with identified significant environmental aspecis
And OH&S risks where control measures are required , these are planned and carried out
under specifed conditions, which in consisitant with IMS Policy , Objectives and Targets.
Documented procedures are established , implemented and maintained to the situatios where
their absence could lead to deviation of IMS Policy , Objectives and Targets

This is implemented by ensuring : * _
a) the availability of information that describes the ¢ istics’ (specifications) of the
product such as Drawing , material Specificgtion 3dd any other specific requirement
b) The availability of Standard Operating Pyobetfirfes , as necessary.
) The use of suitable equipment like magenhs
Out Preventive and breakdown Maghythifence
d) The availability and use of appripPxjdtc monitoring and measuring devices,
e) The implementation of mop¥Ox

dn and measurement, and
f) The implementation of re a
g) ThenwmnmmtalAspeaandHamdldenuﬁmuonmlawdweachofﬂnacmtyls
identified and are addressed in.the relevant SOPs with the control prooedure and action

planasappropnate

Reference of docnmted processes :
Standard Operating Procedures HR,STR, Pmduetlon yOQA

Referance Records :-
Monthly Production /Despatch Plan (IMS-MKT/ R- 002)
List of Machines (IMS-PDN/D -001)
Maintainence History Card (IMS-PDN /R-001-)
Monthly Production Report (IMS-PDN/R- 603)

Validation of processes for production provision :

Today we do not have any which needs validation.
Theomﬂ;nﬁallpmmsesmbevenﬁedbysubseqwﬂmonﬂonngmmmmmt

In future any process requiring validation , where the resulting output can not be verified by

— subsequent monitoring or measurement.and where deficiencies become apparent only after the

-product is in use. Validation shall be done for all such processes.




UNITED MUD-CHEM PVT. LTD.

Apex Manual | | Document No.: AM-22 Page 2/3

Cross Ref. : ISO 9001 : 2008 Clause 7.5, 7.5.1 to 7.5.5 Issue/Rev. No.: 1/0  Date : 01/01/2016 |

ISO 14001-:-2004 Clause 4.4.6 S
BS OHSAS 18001:2007 Clause 4.4.6

Title of the process: Production and Operational Control

Identification and traceabiiity:
Head QA and Operartors are primaryly responsible for this activity

Where appropriate, our Organisation ‘idenﬁﬁes’memmbyaﬁmMem(m&;ng
keeping it at designated locations, racks, bins) through out product realization.

The orgaaization identifies the product status such as accepted ; rejected, accepted under
concession (i.e. deviation), for rework / repair . These products stored at designed

Locations or identified with suitable tags as defined in the procedure, during processing to
ensure that only product that has passed the inspection is forwarded to the next operation or
Wherever traceability is a requirement , products are tracable by assigning Serial No/ Batch
No. upto raw material test certificate. Further traceability shall be maintained as per customer’s
requirement as appropriate.

SOP-QA-006 ...Control of et

Referance of Documented Procedures : — _
SOP-QA-005... Receiving M Ilspeel:lon.
Customer Property c | |

HeadproductlonandStorekeeper are primarily responsible for this activity in their respective
areas

We exercise the care with customer’ s property such as production tooling , while it is

undercontrol or being used by us. We identify , vewrify , pmtectandsafegwdwswmu"s
property provided for use or incorporation into their product. If the customer’s property is lost,
damaged or otherwise found to be unsuitable for use, this is reported to the customer and
Records are maintained.

Referance of Documented Procedure : Nil
Referance Records :-

List of Customer Property : IMS- MKT/ R-004
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UNITED MUD-CHEM PVT. LTD.

“I-Cross Ref. -+

ISO 14001 : 2004 Clause 4.4.6
~ BS OHSAS 18001:2007 Clause 4.4.6

[Apex Manual — Document No: AM 22 Page 3/ 3
'1S0-9001 ~2008 Clanst 7.5, 7.5.1 10 7.5.5

Hssue/Rev. No-: 16— Date: 01/0172016]

Title of the process : Production and Operational Control

" Preservation of product :
“Head Production and Operators are primarily responsible for this activity.

Products are preserved for conformity during prooessmgandd:ehvaymﬂlemﬁnded
destination. This preservation includes identification, handling, packagmg, storage and
protection..

-— Suitable methods of handling the product during processing are used-and mentioned in the

processes. Designated storage areas are used to store Jawt materials to prevent damage /
deterioration. Appropriate methods of receipt and §

The condition of product in stock at

periodically checked to detect damage/

Care is taken to ensmethatpm@aappropnateandwmnotcmsedmgwﬂwmdlm

during transit.
The relevant records

such areas are implemented.
stage and finished product stage are

tion, if stored more than three months.

toﬂ;ed:spatchesmmauﬂamd(asmmhomdensﬁuliiof

records by stores) as requmd"bﬁﬂ&pry bodles like Excise and Customs

.Refemeeoﬂ)oementedl’mms ,
SOP-QA-005... Reedving[nspeeuon Inpmmand!’hallmpeeﬁu
SOP -PDN —09 and 18 Paekngudheh@g
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UNITED MUD-CHEM PVT. LTD.

 [Apex Manual

Documtho AM-23 Pagelll

: ISO 9001 : 2008 Clause 7.6 ' Issue/Rev.No.: 1/0  Dste: 01/0135 i

ISO 14001 : 2004 Clause 4.5.1
BS OHSAS 18001:2007 Clause 4.5.1

Title of the

process : Control of Monitoring and Measuring Equipments and performace yionittring -

Head (QA) is primarily responsible for this activity.
Themommnngmdmeasmngdewcesneededmprowdeemdemeofoonfamﬂyofmw

the determined requirements and mmmwmm
are identified . _

The selection of instrument is done on the basis of measurements to be made and :
necessary accuracy and precision. The accuacy of the devices selected must be greater thenrthe
required accuracy . The range must be sufficiantly large to cover the range of measurement to
be made

T Thedeﬁ:lsofsmhdewmaremmﬂmnedmﬂrehst‘mmfmonihmgmdmuuﬁng
Equipments’.(IMS-QA/ R -010).
TMedewmmcahhﬁedbyapprovedandseleﬂedexmdAgmcymblewNanomﬂ
International standard. :

The Calibration Certificates are verified along with traceability of the equipment used for
calibration and calibration Certificate. The devices are identified with calibration sticker
mentioning due date for next calibration.

performance are to be verified orcalibrated as

TheMeasmingmdwsteqtﬁpmentsusedformw;:vimmmmlpuammm

Head

Admin and MR are responsible for this actlvlt_y

lhcpummmechaﬂ‘eaﬂ:eEnmnmeMaspecthOHSASthdsandnsksmdu!so
the objectives are monitored and reported in the monthly report. The relevant records are also
submitted to statutory and regulatory bodies as defined in the Monitoring of Legal

Reference of Documented Procedure :-

PM-17 ...... Performance measurement and monitoring

Referance Record:-

List of Moaitoring and Measuring Equipments ( IMS-QA/ R -010) T
Calibration Certificate along with traceability certificates where applicable .
Monitoring of Legal requirements ( IMS-HR/R -09)
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é@x.h_fmnﬂ___ i TRy Docme_n, t No.: AM — 24

ge 1/1

CrossRcf ISC 9001 : 2OOSCla;use81

Issue/Rev. No 1/0 Date 01f01/2016

Title of the process : Measurement , Analysis and Improvement

MR and all other Exec are responsible for this activity.

UNITED MUD-CHEM plamandmplmemsihemomtonng,mmem,malymand
improvement process needed :.

a) To demonstrate conformity of the product
b) To ensure conformity of the Integrated MammmtSym,and
©) Toeonﬂnuallylmpmvetheeﬂ‘ecuvmmofthelntegrated MnnagemmtSyswm.

Reference of Documented Process: \
SOP-QA-05 .. Reeewing Ilpﬂ%f(’Qd Final Inspection
"
\»
Qv
S
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UNITED MUD-CHEM PVT. LTD.

[Apex Manual — - - “DocumentNo.: AM—25 Page 1l - }—- - -
Cross Ref. : ISO 9001 : 2008 Clause 8.2.1 __ |Issue/Rev. No.: /0 Date : 01/01/2016. |

Title of the process : Customer Satisfaction:

CustomlerSat'Bfaction:

Director ( Marketing) is responsible for this activity.

As one of the major measurements of the performance of the Integrated Mmgemmsym
Director Marketing monitors information relating to customer perception as to what extent
UNITED MUD-CHEM has met the customer requirements, The Customer Satisfaction Survey
Forms

(IMS-MKT/R -003) are sent to Customer every year in April . Afier receipt of the Forms ™~

summary of each of the element is prepared . The detailed analysis report is prepared and
discussed in Management Review Meeting and taken as scope for improvement. '

Reference of Documented Process:- Nil

Referance Records :- )
Customer Satisfaction Survey forms ( IMS-MKT/R -003)

Analysis of Satisfaction Survey.
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Cross Ref. : ISO 9001 : 2008 Clause 8.2.2, Issue¢/Rev.No.: 1/0  Dete : 01/01/2016
ISO 14001 : 2004 Clause 4.5.5 :
BS OHSAS 18001:2007 Clause 4.5.5
Title of the process : Internal Audit.
Interaal audit :

MR is primarily responsible for this activity.

UNITED MUD-CHEM conducts internal audits at planned intervals of once in 6 months in
every department as per Plan. Internal Audit and MRM Plan’ (IMS -MR/D-001) is prepared to
determine whether the ‘Integrated Management System’;

- &) conforms to the planned arrangements to the requirements of International Standard and to
the Integrated Management System requirements established by our Organisation , and

b) is effectively implemented and maintained. §Q
(,0

A follow-up activity (next Internal includes, the verification of the actions taken
(correction and corrective action) reporting of verification results.

Amaryofauditreport@$paﬂofﬂledgendaof ‘management review’.
Reference of Doeume&medm: ‘ N '
. PM06 ......Intcrmal Audit




UNITED MUD-CHEM PVT. LTD.

Apex Manual

Document No.: AM—-27 Page 1/1

Cross Ref. : ISO 9001 : 2008 Clause 8.2.3,
ISO 14001 : 2004 €lause 4.5.1
BS OHSAS 18001:2007 Clausc 4.5.1

Issue/Rev. No.: 1/0  Date : 01/01/2016

Title of the process : Monitoring and measurement of processes

Monitc;ring and measurement of processes :

MR is primarily responsible for this activity and supported by Exec (PDN).

UNITED MUD-CHEM applies suitable methods for monitoring and, where applicable,
measurement of the Integrated Management System processes. These methods demonstrate
that the Processes under control and ability of the processes to achieve planned results. When
planned results are not achieved, correction and corrective action are taken, as appropriate, to
ensure conformity of the product, Control on environmental hazards and OH&S risks

Reference of Documented Procedure:

PM-05 ....... Management Review

PM-06 ... - Internal Audit

SOP-QA-07 ....... Corrective and Preventive Action
PM-17 ... Performance messurement and monitoring
EOHS- 08 ....... Incident investigation, Non-conformity , Corrective action

And Preventive actions
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Apex Manual B . | _ Document No.: AM-28 P;ge 13

Cross Ref, : 1SO 9001 : 2008 Clause 8.2.4, 8.3.8.4 Issuc/Rev. No.: 10 Date : 01/0172016

Title of the process : Monitoring and Measarement of Product

Monitoring and measuring of produci:
Executives and operators are primarily responsible for incoming, in-process and final
inspection.

UNITED MUD-CHEM monitors and measures the characteristics (specifications) of the
product to verify that, product requirements have been met. This is carried out at appropriate
stages of the product realization process i.e. at receiving inspection of purchased product, in-
pmoessmspecnmoftheproduaandﬁnalmspecuonofﬂlemodmgmaowmoemme
planned-arrangements,

Recetving inspection and testmg of all incoming raw materials is done as per Quality Plan.
In case of urgency material is used only with permission of Director. Supplier’s earlier

evaluatmnreportnsusedasbaseforreleaseofmatmal g;ﬁomsmhmaﬁmalandlts

Processing record is kept traceable condition till lete.
Execuﬁvesandoperatorscarryoutmspecﬁ us in-process stages as per Quality Plan /
respective drawing. This is doneto spective specifications are met..

repalr/reworkorre_]ected in control of non conforming products

—  In case of non-conforming mmmmmnmmmmmw
¥

Final inspection is carried-as per relevant Final Quality Plan/ respective drawing and non-
confmanoesobservedmcorrectedbeforeﬁsdlspatchtoﬂlecustomer

Ewdenoeofwnfonmtymﬂ:ﬂwaccephnoeMammmntmnedmﬂmfomof[nspecﬂon
records at receiving, in-process & final stage. These records also indicate the person(s)
auﬂ:onzmg release of product.

Inspection and test records are properly maintained.

Product release doesnot proceed until the planned arrangements have been satisfactorily
completed, unless otherwise approved by a relevant authority i.e. Director and, where
applicable, by the customer.

Reference of Documents : _
Quality Plans for Receiving / Inprocess and Final Inspection.
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UNITED MUD-CHEM PVT, LTD.

Apex Manual Document No.: AM ~ 28 Page 2/3

‘Cross Ref. : 1SO 9001 : 2008 Clause §24, 8.3 .8.4 | Issue/Rev. No: 100~ Date TOT0172016 |

Title of the process : Monitoring and Measurement of Product.

Control of nonconforming product:
Head Production and Operators are responsible for this activity.

UNITED MUD-CHEM ensures that product which does not conform to product requirements
is identified and controlled to prevent its unintended use or delivery. The controls and related
responsibilities and authorities for dealing with nonconforming product are definedin a
documented procedure.

The non-conforming products are dealt by one or more of the“following ways:

a) by taking action to eliminate the detected nonconformity; such as doing rework to fulfil the
specified requirements or repair to fulfil the intended usage requirements although it may
not conform to the originally specified requirements or rejected/scmped.

b) by authorizing its use, release or acceptance ‘under concession’ by a Customers
representative, where applicable, or by Director

¢) by taking action to preclude its original intended use or application.

d) by making suitable for alternative use

When nf is cotrected by rework or repair, the re-verification (re-
inspection) is carried’out as per relevant Quality Plans/ respective drawing todemonm_
conformity to the requirements.

The appropriate action is taken to the effects, or potential effects, of the nonconformity, when

nonconforming product is detected after delivery or use stated.Thls is detailed in Procedure
Manual.

Refereace of Documented Procedure:
SOP-QA-06 ... Control of nonconforming product
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. Apex Manual

Document No.: AM —-28 Page 3/3 '

Cross Ref. :

ISO 9001 : 2008 Clause 8.2.4, 8.3 8.4

Issue/Rev. No.: 1/0 Date : 01/01/2016

Title of the process : Monitoring and Measurement of Product.

Analysis of data :

MR and All Execs are responsible for this activity.

UNITED MUD-CHEM determines, collects and analyses appropriate data to demonstrate the
suitability and effectiveness of the Intgrated Management System and to evaluate where
"—  continual improvement of the effectiveness of the Integrated Management System can be ~ ——

made.

Thwmnludesdatagenemtedasaremﬁtofmommnngandmeasmentandﬁomothcr
relevant sources.

The analysis of data provide information relating

a) ‘“Customer Satisfaction’ as one of the

Management System. : \'
b) Conformity to product requlrem

c) characteristics and trends of:

preventive action, and

d) Supplier’s perfo

S

oftheperformanoeofﬂlelntegratec_l

* and ‘produols including opportunitics for —
itoring, ( QCI momtdthg)

'i‘b_—e_docmnented procedures'and processes are avmlable forthis.

Reference of Documents:

SOP-QA-05

SOP -STR-001 ...... Receipt of material in Stores
«.-.Receiving Inspection; Inprocess and Final Inspection.




UNITED MUD-CHEM PVT. LTD.

Apex Manual

Document No.: AM—29 Page 1/2

Cross Ref. : ISO 9001 : 2008 Clause 8.5.2 8.5.3 Issue/Rev. No.: 1/0  Date : 01/01/2016
ISO 14001 : 2004 Clanse 4.5.3
BS OHSAS 18001:2007 Clause 4.5.3

Title of the process : Non conformity , Corrective and Preventive Action

All Heads and MR are primarily responsible for this activity . -

UNITED MUD-CHEM works on improve continually the effectiveness of the Integrated
Management System through the use of the IMS Policy, Objectives,, MPs , OH& S Objectives
and Targets, audit results, analysis of data, corrective and preventive actions and management
review.
.~  Corrective action -
The actions are taken to eliminate the cause of nonconformities in order to prevent recurrence.
Corrective actions are appropriate to the effects of the nonconformities encountered.
A documented procedure is established to define requirements for :-
a) reviewing nonconformities (including customer complaints),and taking the actions to
mitigate their environmental impacts
b) determining the causes of nonconformities,
c) evaluating the need for action to ensure that nonconformities do not recur,
d) determining and implementing action needed,
e) records of the results of action taken, and \{
f) reviewing corrective action taken. ' 00? .
g) EOHS Corrective Action ~

The appropriate actions m ing on upon the magnitude of the problem
Head production MR ecutives review nonconformity observed in the
verification of product, , and system and determines the causes of nonconformities.

And analysis is carried out for corrective action. The implemented coorective action is
monitored in further processing or the production for effectiveness.Records of the results of
these analysis and investigations and effectiveness of the results of action taken are maintained.

- If it needs the corrective action from supplier, the supplier is requested for the same verbally
or in writing and the effectiveness of the corrective actions taken is monitored in the
subsequent lots received from the supplier/ QCI for the subsequent months.

Identify proposed actions for new or changed hazards / new or changed controls through risk
assessment prior to implementation

Compleints from Interested Parties :-

MR and Head Admin are responsible for this activity.

The complaint is received in the form of verbal, written, e-mail, phone, letter,fax etc.

In case of complaint related to OH&S and environemental issues.it is registered External
Communication Register kept on-the Gate or communicated directly to DH ( P, HR=nd
Legal).The appropriate actions are taken to migitate the same.
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HJApex Mamualt ——— - . -} DocumentNo:: 'AM= 29 Page 2/2 -

" CrossRef. : 1SO 9001 :2008 Clause 8.5.2 8.5.3 | Issue/Rev. No.: 1/0 _ Dats : 03/01/2016] —

ISO 14001 : 2004 Clause 4.5.3
BS OHSAS 18001:2007 Clause 4.5.3.

Title of the process : Non conformity , Corrective and Preventive Action

The complaint regarding the product is received in the form of verbal, writiel; e-mail,
phone, letter,fax etc.After receipt, the complaint is registered in ‘Customer Eomplaint
Register” The complaint is analysed involving concern personnel and with the referance to the
dispatch data .where required Cause and Effect diagram is used for finding out the root
cause.The disposition and corrective action or action plan is decided in order to prevent *
recurrance” The responsibility is-assigned to the respective petsonnel and target date for
completion is also decided and the data is entered in the Register. '

The actions taken are communicated to customer. ive action taken is monitored in
further lots of supplies for the effectiveness. -

Data of Customer Complaint and analysis is di in Management Review Meeting .
Corrective action taken for non-conformities in System are dealt with by M.R. as per documented

P'mcedmes- . V

Preventive Action '

DHs along with MR and other Ex: are primarily responsible for this activity.
The’ pfoblems are reviewed j ent Review Metting from process control records,

inspection and test reportsfQ@g¥service feed backs in order to identify potential causes and
recommend preventive action in order to eliminate them. The preventive actions are recorded
in the Preventive Action Format and the responsibility for carrying out this is assigned to the

aﬁd l I - l‘ R mm . - - I h. l l. ‘_& - I- Il ._-__._.
if any, are presented in the Management Review Meetings. The effectiveness of preventive
actions is verified. L

Incident Investigation _

Establish , implement and maintain the procedure to record , investigate and analyse the _
incidents in order to determine OH&S defficiancies and need for corrective action is identified
opportunities for preventive action and continual improvement are identified. The results of
such investiagation are communicated to all concemed The incident investgation will also
result in the correction and preventive actions and are performed in timely manner..

Reference of Documented Procedure;
SOP- QA- 07 — Corrective and Preventive Action.
PM-16 - Communication, Participation and consultation
EORS-08 - Incident investigation Non conformity , Corrective and
Preventive Action -
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Apex Manua] '
Cross Ref. : ISO 9001 : 2008 Clausc 4.2.3 ‘Issue/Rev.No.: 1/0  Biate : 01/01/2016 |
- 1SO14001 : 2004 Clause 445 S pe |
BS OHSAS 18001:2007 Clause 4.4.5
Tit!e of the process : Index. _
| e
Doc. | ISO | I1SO | OHSAS Title | Totdl
No. | 9001 | 14001 | 1001 See Pages
- 2008 | 2004 | 2007
- — - -— Cover sheet 01
AMO1 | 423 | 445 | 445 |Index 03
AM-02 | 424 | 454 | 453 |Revision Record
AM03 | — - ~- | Abbrivations |
AMOS | 1.0 | 444 444 | Scope of Integrated Management System and 01
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[Cross Ref. : 1SO 900172008 Clause 4.2.3
ISO 14001 : 2004 Clause 4.4.5

BS OHSAS 18001:2007 Clause 4.4.5

Tssue/Rev. NG= 170 Date : 01701/2016

Title of the process : Index.

Point | ISO | ISO | OHSAS Tide Total
No. | 9001 | 14001 | 18001 Pages
. 2008 | 2004 2007
AM-17 Resource management 02
6.1 | 441 | 44.1 | Provision of resources
62 | 44.1 | 44.1 | Human resources
6.2.1 | 442 | 442 | General _ :
622 | 442 | 442 | Competence, awareness and training
6.3 | 44.1 | 44.1 | Infrastructure
64 | — | — |WorkEnvironment
AM-18 Preduect realization 02
7.1 | 43.1 | 4.3.1 | Planning of product realization
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722 | — —- | Review of requirements related to the product |
AM-191 723 | - ~- | Customer icati 01
AM-20 | 73 — 01
AM-21 01
74.1 | 446 |
742 | 446
- 743 | - .
AM-22 2
75.1 | 446 4.6 | Control of production and service provision
752 | 44.6 | 4.4.6 | Validation of processes for production and
service provision
753 | — —- | Identification and traceability
754 — — | Customer property
755 | -— — Preservation of product
AM-23| 76 | 451 | 451 |Control of monitoring and measuring o
' ‘ " TTequipments '
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UNITED MUD-CHEM PVT. LTD.

Document No.: AM—03  Page 11 |

JApex Manual o
Cross Ref. : 1SO 9001 : 2008 Clause 4.2, Issue/Rev. No: 1/0  Date : 01/01/2016

Title of the process : Brief History of United Mud-Chem Pvt. Ltd.

United Mud-Chem Pvt. Ltd. formerly United Mud Chemicals, was established
in the year 2001 primarily with the objective of supplying complete package of
mud chemicals required by the Drilling Fluid Industry for oil and gas fields.

United Mud-Chem Pvt. Ltd. has created a niche for itself among the drilling
fluid service companies as a reliable source for Drilling Fluid Additives which
they require for their Mud Fluid Systems for oil and gas exploration.

United Mud-Chem Pvt. Ltd. has had a clear goal tékprovide our customers with
the complete package of Mud Additives quickly#ficiently and at the same time

giving clients, quality product performance % le prices.

United Mud-Chem Pvt. Ltd. (UM moted by Mr. Meraj Ahmad,
(M.Sc Geology) And Mr. Nadeem an ( Major in International Business
Marketing). The company manuf3  most of the products on regular volume
basis while the other products et manufactured on job work basis by giving
full technical support to our pgncipals.

UMC is a technology-driven company that has been serving the needs of Mud
Service Industry as a reliable manufacturer and preferred supplier of Speciaity
Drilling Fluid Additives since 2001. Our business & products have been
changing over time; however, our commitment to customers remains intact.
The combination of R&D technical service laboratory as well as manufacturing
facilities enable us to be the premier Drilling Flaid Additive manufacturer for
the service industry.

UMLC is a responsible corporate citizen dedicated to the health and safety of the
people and the protection of the environment.

The strength of United Mud-Chem Pvt. Ltd. comes from its dedicated team of
qualified, trained, honest employees who work jointly at different manufacturing
—  points and ports of loading to ensure that our customers get the best in service
and quality. | |
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Apex Manual

Document No.: AM —05 Page 1/1

[Cross Ref. :

ISO 9001 : 2008 Cianse 1.0
ISO 14001 :2004 Clause 4.1
BS OHSAS 18001:2007 Clause 4.1

Issue/Rev. No.: 1/0  -Date : 01/01/2016

Title of the process : Scope of Integrated Management System and Exclusions

The scope of Integrated Management System of United Mud-Chem Pvt. Ltd. covers

Manufacture and Supply of Drilling Fluid Additives and specialty Oilfield
Chemicals

This covers implementation of Quality Management System ISO 9001:2008,
Enviornment Management System ISQ 14001 :2004 and Occupational Health
And Safety Management System BS OHSAS 18001 :2007
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Document No.: AM—06  Page 1/1

E::Manml .
' Ref. : ISO 9001 : 2008 Clause 4.2.3

ISO 14001 : 2004 Clause 4.4.5
BS OHSAS 18001:2007 Clause 4.4.5

Issue/Rev. No.: 1/0  Date : 01/01/2016

Title of the process : Copy holder of this ‘Apex Manual’

3.1 List of controlled copy holders of this ‘Apex Manual’ :

Sr.No. Copy No Copy Holder
1 Master Copy Management: tative
2 Soﬂ:_abpy on Computer Al relatod ¥ , Exec N
'QG
&
&
&
S
_ o _




UNITED MUD-CHEM PVT. LTD.

. |Apex Manual _ Document No.: AM 07 Page 1/5

|ICross Ref.

: ISO 9001 : 2008 Clanse 4.1 Issue/Rev. No.: /0 Date : 01/01/2016|

ISO 14001 : 2004 Clause 4.1 ——
BS OHSAS 18001:2007 Clause 4.1

Title of the process : Integrated Management System

General Requirements : ' ‘ R

United Mud-Chem had established, documented, implemented and

maintained a Quality Management System and continually improved its effectiveness in
accordance with the requirements of International Standard ISO 9001:2000/2008 .since
April 2006

In the of Year 2015 , Company decided to implement Environment Management System
and OHSAS. It was also-decided to integrate QMS, EMS and OHSAS .The -Various
processes needed to implement Integrated Management System have been defined in the
Process Flow Chart ( refer next Page) The relevent processes have been documented and
are implemented to ensure the effective operations and control of these processes . The
various resourses required are reviewed by management and are made available for the
respective process.The relevent SOPs have been documented and displayed at respective
work area.

The measuring parameters and perfo criterias for various processes and system
have been defined and the performany ? ed are reviewed and analysed along with
objectives in Management reviem@@ . The necessary actions-are taken to achieve the
planned results and to makq_ﬂﬁ«ﬂq‘mred improvements.

Where our ¢ 23 /.-: v thooses wommmpmmmmmmw_ :
ipeidNS, e ensure control over such processes. Control of such outsource
processes isfidentified within the integrated management system. When these outsourcing
acnwhesaﬂ'eaenwmnmentandoccupauonalhealﬂlandsafetyats‘mphasm
Control on this process is exercised by:

a) Carrying out evaluation of thesuppliers,
b) Cmmngoﬂreomvmgmspecﬂonofeverylotofpmduﬁsupphedbyswhmﬂmor

carrying out inspection at supplier’s premises for quality and or verification of process
parameters :

¢) Monitoring performance of such suppliers.




010172016

ICross Ref ISO 9001 : 2008 Clause 4 1,

Date :
14001 : 2004 Clause 4.1 BS OHSAS 18001_:2007 Clause 4.1 :

- Title of—the-process-,:-lntegrated Management System .. ———— ., . S

Mgmt. & “"Core Processes
Support
Customer
: r Y
£ _
U = e
Designand 1y | Marketing [% (Sample 'éﬁ
Development (MKT) »  Submission / :
Approval E
r
Production _ E
Planning _ #
N s\ IR
Qecewmg o g
Supplier | - Iﬂspecﬂm .[ N
. | - - . §
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» Inspection . £
< &
o a
_Final
Inspection
: I )
— - Finishéd e
Goods
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Apex Manual - - | Document Nb-.:-AM 207 P‘age 3|
|Cross-Ref. ISO 9001-: 2008 Clause 4.1. -~ — . |Issue/Rev:No.: 1/0 - 9.110142%6-——*- .
| ISO 14001 : 2004 Clause 4.1 ]
BS OHSAS 180012007 Clause 4.4.4. T

‘Title of the process : Integrated Management System

Documentation rei]uirement_s

General and IMS Manual :
Our integrated management system documentation includes documented statements of aIMS

. policy and quality objectives, Envitonmental and OH&S Objectives , IMS Manual,
documented procedures required by the International Standard, documents needed by the
organization to ensure the effective planning, operation, Control of its processes, mitigation of
Hazards and Risks and the records required by these International Standard ISO 9001 2008
ISO 14001 2004 and BS OHSAS 18001 2007
This is oovered in ‘three levels’, whmh covers the entire scope for which certification is sought.
The details of each level is described below _

Following is the level structure of documentaion -

Quality Plans , Flow Charts

Level 1: Apex Manual :

This includes IMS Policy, outline of the IMS Management System, , responmbﬂmes and
authorities of various personnel related to activities.

The Exclusions have been described in AM-05.

This manual contains various ‘Sections °, which cover the relevant requirement of QMS EMS
and OHSAS.

Each page has unique identification stating :

1. Latest Issue No. / Rev No and Date

2. _Clause Reference of the standard / Specification.

i1
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l_ApexManual | | Document No.- AM 07 Page 4/5
[Cross Ref. : 1SO 9001 : 2008 Clause 4.1 ' Issue/Rev.No.: 1/0  Date : 01/01/2016]
" 1SO-14001 : 2004 Clause 4.1 L
BS OHSAS 18001:2007 Clause 4.1

Title of the process : Integrated Management System

Level 2 : Procedure Manual (PM):

Thsmnﬁumdocmmdpmcedmﬁﬂﬁﬂmgmemqumemofvmomchumofmm

Standards and specifications and company needs, as applicable to the respective dept. These manuals

are in Three Parts :- e

1. HmedmeMwl(PM)—Covm%meedmsmededﬁ&mwﬁng&emqﬁmmﬁoﬂSMl:
2008. ISO 14001:2004 and OHSAS 18001:2007

2. EOHS Manual :- Covers the specific Procedures meeungtherequﬂementsoflso
14001:2004 and BS OHSAS 18001:2007 Q

Level 3: StandardOpentmgProeednm, Plnn,Flwaharls Formats and Records :
These are In the form of Instructions, Fq@m gisteres, Tags for collectmg and conh'ollmg the data.
Control of Documents: Q!o

Documests required by Integrated Management System are controlled as per the procedure ‘Control
of Documents *(PM-03)

12
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ipex.Manual

Document No.: AM —07

Page 55

[Cross Ref.

: . 1SO 9001 : 2008 Clanse 4.2.4

ISO 14001 : 2004 Clause 4.1
BSOHSAS 18001:2007 Clause 4.1.

Issue/Rev. No.: 1.0 .. . . Date +01/0172016

Title of the process : Integrated Management System

Control of records:

MRmmnmnstheMasterhstofmtdsandsoﬁmplesmmdemdablemthemwﬂve
Executives and shift In-charge . _

Rmordsmmbhshedmdmmnmmdwpmwdemdenoeofmmwww
and of the effective operation of the Integrated Management System.

The identification, , protection, retrieval, retennon penod of records are controlled as per
pmedme ‘Control of Records’ (PM-04)

13




'UNITED MUD-CHEM PVT.LTD.

‘Manual . Document No.:. AM—08 'Page 1/1 .

Ref. = 180900172008 Clanse 5.1,52 © ~ 1 Issue/Rev. No.T 170 - Date : 0170172016,

ISO 14001 : 2004 Clause 4.4.1 .
BS OHSAS 18001:2007 Clause 4.4.1

Title of the process : Management Responsibility.

Mnags-ent Commitment :
Director’s commitement is evident through following ,

a) Importance of meeting ‘customer, statutory and regulatory requircments are communicated
to all employees through meeting , dlsplaybonrd,oﬂlermeansofmtemalcommumcahons
and various training programs.

b) IMS policy: This Policy has been established as stated in AM-09 of this Manual

-¢) Obyjectives are established for relevant functions and systems,

d) Management review meetings are conducted as planmed.

. e) Resourses as required arc made available :
- f) Provide the human resources essenﬁaltoestabﬁsh@plementandmaintainand improve

g) Define the roles and responsibility , acco mni:omyandoommumcatetoall
ConthlroughomUnitedMud eny,

h) Identify top management re entati

Director and DH ({ Mar , that customer requireménts are determined and are met

- —mthﬁemmofmhanmngalstomersansfacumwm the requirements
related to the product as mentioned in Manual ‘Customer-related Processes® AM-18 and
Monitoring and measuring customer satisfaction as mentioned in AM-25,

14




UNITED MUD-CHEM PVT. LTD.

Apex Manual Document No.. AM—09. Page I/l |

—— IS0 14001 : 2004 Clause 4.2 —+
BS OHSAS 18001:2007 Clause 4.2

Title of the process : IMS Policy.

We, at United Mud-Chem Pvt. Ltd.  are committed to an
Integrated Management System which ~combines the
QMS ISO 9001:2008, EMS ISO 14001:2004 and BS OHSAS 18001:2007.

We shall strive to provide unsurpassed customer satisfaction by offering superior
product value at agreed delivery and international business services. We have a vision
to succeed through working closely with employees, customers and suppliers 10 meet
changing needs of the business. We shall achieve this by implementing effective ~
QMS ISO 9001:2008.

We recognize the impact of our Products, services and activities upon -the
environment and we commit to minimize the harmful impacts. We commit ourselves
for the prevention of pollution and meeting the applicable legal and other requirements
related to environmental aspects. We shall dchi QSby impiementing effeetive EMS
1SO 14001:2004 SQ -

We shall also de
and safety of all people
all possible risks. We
legislation and othex(lpql
BS OHSAS 18001:2007

W)
nstratg ¢a orinjmyéﬂd-ill‘healﬂl, occupational  health
asevkpdetl with the activities and processes by minimizing
N ourselves for meeting currently applicable OH&S
ements. We shall achieve this by implementing effective

We shall establish the framework for reviewing objectives and targets. We shail
develop our employees and associates by imparting Training. We shall implement an
efficient and effective IMS to achieve organization’s goal of continual improvement
and business growth. The policy shall be periodically reviewed and revised, if needed to
meet the changing needs of the business.

agliu
01.01.2016 oy

IMS policy is well documented, implemented and maintained. This policy is communicated to all persons
working for or on behalf of the company and is made available to the public and interested partics with the
~ intent to make them aware, . ]

15
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UNITED MUD-CHEM PVT. LTD.

Cross Ref. : : ISO 9001 : 2008 Clause 5.4.1 — Issue/Rev,. No.: 1/0  Date: 01.01.2016-
ISO 14001 : 2004 Clause 4.3.3 :
BS OHSAS 18001:2007 Clause 4.3.3

Title of the process : Objectives, Targets and Management Programmes.

Planning -Ob]echvm, Targets and Progmnﬁws :

Director along with MR and core Team and concemed Executives establish the objectives
at relevant fimetions and levels within the UNITED MUD-CHEM. This include the
~ requirement specified by the customer for the product. Quality Objectives and Targets and
also Environmental and OH&S Objectives, Targets and programes. These Objectives,

Tatgets and programes are measurable where appli consistent with IMS Policy
and also reviewed in every Mananganentk% .
The monitoring and measurementf | ecﬁve:sensmdmﬂwOrgmMonbymh
responsible function. \Q’

- Referance of Documented

PM-15 ... Objectives, Tﬂ@mmwmrw

16




UNITED MUD-CHEM PVT. LTD.

tApex Manual

_| DocumentNo.. AM—11. Page /L .. -

[Cross Ref. : ISO 9001 : 2008 Clause 5.4.2

Issue/Rev. No.: 1/0

- Date : 01/01/2016
ISO 14001 : 2004 Clause 4.3.3 |
BS OHSAS 18001:2007 Clause 4.3.3

Tltle. of the process : Management System Plaaning.

Management System planning :

Director and M.R. are primarily responsible for ‘Integrated Management System planning’.
They ensure that

a) The planning of the ‘Integrated Management System’ is carried out in order to meet the
requirements of these Standards and Objectives , Targets and Programmes.

b) The integrity of the Integrated Management System is maintained when changes to the
Management System are planned and implemented.

Referecne of Process/Procedure : Nil

17



UNITED MUD-CHEM PVT.LTD.

———tApex Manual e e e— Documenth.--: AM-12 - Page Ml ——
|Cross Ref. : ISO 9001 : 2008 Clause 5.5.1 Issue/Rev.No.: 1/G  Date : 01/01/2016
ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1
Tifle of the process: Roles , Responsibility and Authority and Communication.

Roles, Responsibility, authority and communication :

- Director defines the Organisation structure and the responsibilities and authorities of personnel
who manage , perform and verify the activities and are communicated them in order to
facilitate effective management system. Employees are accountable for obtaining the planned
results. The director is the ultimate responsible for the OH&S and OH&S management system

Common respomsibilities and authorities are defined in AM- 013 , These are also
communicated to all through the e-mail.

~ Referecne of Process / Procedure ; Nil

18




UNITED MUD-CHEM PVT. LTD.

Apex Manual = Document No.: AM— 13 Page 1/3

{Gross Ref. : ISO 9001 : 2008 Clause 5.5:t— - Issue/Rev. No.x1/0 - Date: 0170172016 |
ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

Title of the process : Responsibility and Authority.

Sr. | | Responsibility , Authority
] Nu- . -

A) Director: (Operations):

1 Overall responsibility of plant operations to achicve business goals and the ultimate Fim]mg
responsible for OH&S and OH&S management system

2 Review and sanction the need of capital , Provide the resources and Reviewing .
infrastructure needed to achieve conformity to product requirements, Implementation
3 | Preparstion of Annua! Business Budget Plan and review Finalising
4 Review and monitor Operationat performance on business aspects with all Reviewing
Department heads Implementation
5 Define the responsibilities & authorities and communicate to all. Finalising
6 Formation of IMS Policy ,Define Objectives and Targets ' '} Finalising
7 To appoint a member of management. Finalising-
8 Provide the leadership towards environmental and human care. Provide technical Decide
and finacial resources for implementation and continual improvement of Integrated
System

9 RewewandmomtortheHVISObjectwesaud management system, at planned Reviewing

2| Coorinator between Customer and UNITED MUD-CHEM to resolve all issuss on | Decide and
price, delivery and quality , and performance and any other commercial as well as | Finalising

3 | Visit customer for marketing activity. Decide and
- Cam F’m
4 Carry out Customer Satisfaction Survey once in a year and decide the corrective Reviewing
action plan.
s Accountable for development, implementation of the new Customers/ product and | Customer visits /
increase in the sales tumover commimication
C) Head Production

1 To work as mediator / Management Appointee between top management and Reviewing
lower management and comminicate the issues to and fro and implement the

practicable solutions within UMC
2 To Arrange training for all staff and workmen to help them 1o achive the highest Decide and
productivity and Quality Finalising
To Lead the team to achieve the company’s goal / tagets on the sales. Reviewing
— 4 | To support production processes to achieve Zero defect Quality products Reviewing

19



UNITED MUD-CHEM PVT, LTD.

Apex Manual

' Document No.;: AM =13

Page 2/5

|Cross Ref. -:--

. ISO 14001 : 2004 Clause 4.4.1

180 9001 : 2008 Clause—5.5.1

BS OHSAS 18001:2007 Clause 4.4.1

Issue/Rev. No.: 1/0- ~Baﬁe+9ﬂ01!2016 :

Title of the process : Responsibility and Authority.
Sr. No. Responsibility., Authority

5 Toactasachmrperson for Core Team / safety committee .Select and Recommendation
coordinate with all the concern persons for monitoring OH&S and And implement
environmental parameters and maintain records action

3 To Manage and ensure Plant safety including Emergency Control Plan, Decide and
conduct audits and tests monitor action

7 To Inspect and test of processes which are prone to hazards and risks, Decide and take
Environmental aspects and impacts monitor action

8 To achive the productivity and sales terget and control OH&S hazards and

" significant enviromment aspects
D) Production Executive

1 To Prepare, Review and monitor weekly /Monthly Production Plan based on Finalising
the pending orders, schedules and budget . _

2 To Prepare, Review and monitor weekly /Monthiwghortage List and follow up | Decide and take
with purchase. Y */ - monitor action

3 To prepare the Sales contract based on awlijefity of the material and forward | Impiementation,
to account manager for forwarding to p@MoMer, verification

4 To Inform delay / descripancies ‘ig- d¢§p¥ich plan to all Reviewing

5 Carry out the packing actiyig Finished goods in co-ordination with Implemjm-taﬁon,
Production and stores verification .

6 Co-ordinate with P or Raw matetial / ‘Bought out / consumable | Decide and take

7 Co-ordinate wi for subcomtacting activity with revelent | Decide and take

- |-a5 ‘on. _ TR #or action.
8 | Togive Weekly Despatch planning to stores. _ monitor action
9 Communicate the pending order statement to customer Communicate,
verification
E) SH (PUR) :

1. — | Carry out evaluation and selection of suppliers - - Approving
Plan the Raw material and subcontracting activity so as to meet the Finalising
Monthly Production Cum Despatch Plan

3 Prepare and review Purchase Orders with compiete purchasing dataas | Reviewing
appropriate and communicate with Supplier

4 To establish and implement the activities at supplier’s place to ensure Implementation,
the purchased / subcontracted product meet the requirements verification

5 | Finalizing the Contracts with Supplier for Product Development and Decide and

6 Carry out analysis of data which provide information relating to suppliers Reviewing
performance in respect of Quality Implementation .

7 Take corrective action to eliminate the cause of non conformities in forﬂxe Reviewing
products supplied / subcontracted by supplier Implementation

20




UNITED MUD-CHEM PVT. LTD.

Apex Manual

Document No.: AM — 13

“Page 3/

|Cross Ref. |

ISO 9001 7 2008 Clause 5.5.1
__ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

Issiie/Rev. N 170 Date : 0170172016 |

Title of the process : Responsibility and Aathority.

Sr. Responsibility Authority
No. . . R
8 | Interface with subcontractors for OH&S and environment matters Implement:tion
9 | To achieve Monthly production targets as well as delivery commitements Reviewing
Implementation
10 | Follow uwp & controlling of production activities carried out at Supplier’s | Implementation,
end Verification
F) IltM(QA)
Define the processes needed for the Integrated Management system. | Defining
= Promote the awareness of customer requirements;” Environmental and | Reviewing
OH&S hazards and risks throughout the organization. Coordination and | Implementation
identification of OH&S hazards and risks , environmental aspects and
impacts
2 | Establish and maintain IMS Documentation and perform: control on Defining
documents and records Reviewing
Implementation
3 | Formulate and monitor Objectives and Targets Co-ordination &
documentation
4 | To ensure internal communication process within UNITED MUD-CHEM. | Implementation
5 | To plan and implement the monitoring, measurement, analysis and Reviewing _
improvement processes. i
6 | Co-ordinate internal audits at planned
.7 | Monitor corrective and
TR
8 »
9 | Adherance and evaluation of legal compliance Verification
10 | Liaisoning with certifying agencies on matters relating to IMS. Implementation
11— { Ensure continual improvement and effectiveness of the Integrated Reviewing -
management system Implementation
12 | Reporting to Director on the performance of Integrated Management Implementation
System and need for improvement
13 | Exercise adequate control of monitoring and measuring devices by timely | Impilementation,
calibration and their maintenance. Recording
14 | Control activities related to QA function from Receiving Inspection stage | Controlling
1o Final Inspection Stage Implementation
15 | Draw up the corrective and preventive action Plan in case of customer Controlling
complaints Implementation
16 | Abide by the defined / laid down OH&S hazards and nsks and Implementation
environmental aspects — ' —
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UNITED MUD-CHEM PVT. LTD.

Apex Manual —

Documenit No.: AM —-13

Page4/5..'

Cross Ref. : 18096012008 Clause 5.5.1

ISO 14001 : 2004 Clausc 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

- Issue/Rev. Now1/-6— - Date: 01/01/2016 - |

Title of the process : Responsibility and Authority.

Manpower planning, Recruitment & selection,
development.

.| Sr. Reaponsibility Authority
No. - -
G) Head Adminismﬂon
-Verify Import documentation for comcmessandexpoﬁdocumentatlon Implementation,
1 prepared by stores Assist. Maintenance,
Dealing with CHA Monitoring,
~Complete all legal formalities. reporting
Dealing with Govt. Authorities like Excise, Customs etc Implementation,
Prepare Quarterly / Annual Performance Report .Obtain Various permissions Maintenance
required for operations
3 To determine the appropriate disposal method for all waste in UNITED MUD- Decide and
CHEM : monitor action
4 Tomymﬁaﬂﬂxcﬁonsmhﬁedtopemoﬁnelsalmy&meadminis&aﬁm.ﬂmdﬁng Implementation, |
matters related to contractual labours, attendance & leave records, Maintain overall verification,
discipline & action taken. Day to day coordination with all & dealing with | reporting,
union.
5 training &

8 | Spreading of Heatth & Safety awareness & employee welfare. Implementation,

. verification,

- # —_ & - . m

To act as Factory Manager and comminicate ct-ordinate and interface with Legal Implementation,

and statutory authorities and external interested parties verification,
10 Identlﬁcatlonand Comphancetoapphcable Legal & statutory, regulatory and other . | Implementation,
11 { Compliance to legal , statutory and othe requirement and submit the report to Coordination for
management. Corrective action

12 Inmtlganonoflncldents,Aocldents and identification and implemention of Reviewing
Corrective and preventive actions Implementation

13 | Communicate and Consult with contractors Reviewing
Implementation




UNITED MUD-CHEM PVT.LTD.

Apex Manual™

Document No.: AM -13

“Page 5/ 5 |

< |Cross Ref. :--180-9001: 2008 Clause 5.5. 1
ISO 14001 : 2004 Clause 4.4.1
BS OHSAS 18001:2007 Clause 4.4.1

Title of the process : Responsibility and Authority.

Sr. Responsibility Autherity
‘Ne. o
H) Core Team / Safety Commiittee :-
1 | Periodically identify hazards and risks, determine significance , Documentation ,
establish OH&S Objectives and targets, programmes and review g@:ﬂﬁm
2 | Periodically identify environmental aspects and impacts , establish Documentation ,
Objectives and targets and programmes and review them periodically implementation,
3 | Develop, implement and maintain OH&S and Environmental Implomentdtion |
Management system under direction of MR |
4 | Take timely effective actions in chanaging or unknown Implemertation
circumtances or events _
5 | Review environmental aspects and impacts , OH&S hazards and risks | Documentition,
for any new product, activities before it is taken up for production / impleiesitation,
Implementation Review
I) Security :-
T | ToKesp the records of goods inwards and outwagie®™L Toplementation,
2 | Verify the PUC certificates, Driving JioghfeYre¥erse hom for the verification,
vehicles.coming in UNITED Mj L - | reporting.
3 | Guide the visitors / contrg % the instuctions displayed on the verification,
gate. Send the visj groste putmlaoDH(HR Pmmel&Legal reporting.
— }/ MR for commipidafion/ complaints / matier related to IMS : L
4 Take the necessary action in case of emergency situation as indicated in | Implomentation,
Emegency control plan and bring the situation under control repotting. -
5 Inform the concerned persons, hospitals , fire brigrade etc as required Implementation,
reporting,
6 | Provide the First Aid incase of incidents / Accidents Implementation,
~ reporting.
7 | To protect property from theft , inside / outside agency Implementation,
The responsibility and authority for specific activities are covered in level 3 documentation i.c.
StandardOperating Procedures

| 1ssueRevNo=1/0 - Date:01/01/20t6F -~



' UNITED MUD-CHEM PVT. LTD,

" “ICross Ref, : 1SO 9001 : 2008 Clause 5.5.2 Issue/Rev. No.: 1/0 * Date : 01/01/2016
ISO 14001 : 2004 Clause 4.4.1 - -
BS OHSAS 18001:2007 Clause 4.4.1

Title of the process : Management Representative .

UNITED MUD-CHEM P+t. Ltd ,has appointed, Mr Amir Khan a member of management,

as a Specific Management Representative who, irrespective ofotlmrresponmbihﬂes, has
responsibility and authority for

a) ensuring processes needed for the IMS Management System are established, implemented
and maintained.

b) tepomngtotopmanagemanonﬂleperfoammofﬂicIMSMmganemSymandany
" need for improvement, and

c) ensuring the promotion of awareness of customer , Envi ent and OH & S requirements
throughout the Organisation.

d) The identity of the Management Representative j

e) Liasing with Certifying Agencies on

Date:
01.01.2016 —

Document No.: AM— 14  Page 1/1 |




UNITED MUD-CHEM PVT. LTD.

Apex Manual - "~ | DocumentNo.: AM=~15 Page I/]
[CrossRef. : 1S0 9001 : 2008 Clause 5.5.3 .. .. | Issue/Rev. No.: 1/0- . Date: OI/O12016
1SO 14001 ; 2004 Clause 4.4.3 -
BS OHSAS 18001:2007 Clause 4.4.3 —
Title of the process : Communication. '

Internal Communication :

~ Director and all DHs ensure that appropriate communication process is established within the
UNITED MUD-CHEM and that communication takes place regarding the effectiveness of the
IMS

through various meetings, Training Programmes, displays, circulars , mtra—mail, Notices etc.

The internal communication with referance to environmental aspect and OH&S hazards is
communicated to all through e-mails or computer.

The details of communication on the OH&S hazards and risk are identified in the-procedure
PM- 16, which covers Inemal communication among various levels and functions in UNITED
MUD-CHEM o

The participation of workers is evolved in hazard identification, risk assessment and
determination of the controls , incident investigation , involvement in changes / development
and review of the OH&S policies , objectives.

Workers are informed about their participation at ent and contractors are consulted for
any changes in OH&S when appropriate. 03 t

External Communication :- \ : - _ |
MR ensures the External co u.‘.‘-":;-.r_... on Environmental & OH&S between UNITED
MUD-CHEM and externalei Ag)tedd parties, such as Suppliers, Customers, public ./ local

communities.The " AN VY - -
oommmﬂcaﬁonisGQﬂroughthee-mail.InterestedpMymuisMrm
(Head Admin) is responsible for the Legal Communication. responsible for responding to
inquiries from Regulatory agencies. o
Directors are also responsxbleforcommumeaﬂngwnﬂlCmmacﬁots,wmtorsmtheﬂwukphee
and responding to media communication and the people outside the organization who are
]ikelytobeaﬂ'ectedandloraﬂ'ectmganimﬁonsmvironmentandOH&S. )

He consults with contractors where there are changes that affect OH&S and the pertnent
OH&S matters with the external interestd parties

- - Q. L] L] fany
eadAdmm)lsmponmblefordetermlmngﬂlegeedforanQprep:amnqno
g:tiﬁcation to regulatory agencies on need basis, in eonsultgct:on with Director and MR
The board is displayed at the gate to communicate the Environment Performance of UNITED

MUD-CHEM (IMS-MR/R-015)
Reference of docamented process: _ L
PM - 16 .... Communication, participation and Cmultlﬁon



UNITED MUD-CHEM PVT.LTD,

Apex Manual _ ] [ DocumentNo.: AM~16__ Page 1/1
[Cross Ref. : 1SO 9001 : 2008 Clause 5.6, 5.6.1, 5.6.2, 5.6.3 ' Issue/Rev. No.: 1/0  Date : 01/01/2016 |
1SO 14001 : 2604 Clause 4.6 —
BS OHSAS 18001:2007 Clause 4.6 :

Title of the process : Management Review.

. Mansgement Review :

MR. collects the data for ** Objectives , Targets and Management Programmes “ every moath.
Director reviews the data every month and actions are taken on the specific points . However
the ‘Management Review Meeting’ is held once in 3 months to ensure its continuing
suitability, adequacy and effectiveness.

This meeting is Chaired by the Director . This review includes assessing opportunities for
improvement and the need for changes to the Integrated Management System, including the
MSpolicyandOIziecﬁmandTargets,MmmmPTnm,

The inputs decided for the management review are in the point ‘Review input’ and the
Review Output’ from the management review ed inr Procedure. The inputs also
covers the evaluation of compliance with the @) requirements, results of participation and
Consultation , communication with external ifgtested parties and contplaints , ststus of
incident investigation , corrective and ”i Ve actions.

These are discussed,debated and in the Management Review and recorded with target

___ dates for completion. _ .
RwordsﬂumMmagM&?mintbctbrmof‘minﬂnsofMamgﬂmmRnﬁewmeﬁng’

M.R. circulates a copy of minutes of ‘Management Review Meeting’ to"all the Participants and are
available for communication and consulation to all..

‘Reference of documented pméess:

PM -05 ... Management review. T



UNITED MUD-CHEM PVT. LTD.

1SO 14001 : 2004 Clause 4.4.1,4.4.2
BS OHSAS 18001:2007 Clause 4.4.1,4.4.2

'Title of the process: Resource Management .

Provision of resources :

Director ailocates the resources like human resourses, specialized skiils, organizational
infrastructure ,finanace , services from extrernal experts , techmological resources.

a) To implement and maintain the Integrated Management System outpit and continually
improve its effectiveness, and

b) To enhance customer satisfaction by meeting customer requirements.

¢) To achieve company’s business plan.

Human resources

General:

Director ensures the personnels performing work having environmental impacts OH & 8
hazards affect the the product performance are competent on the basis of appropriate
education, knowledge, training, skills,experience and level of responsibilty and risk
Involved. -

Competence, awareness and training: - o 0?‘

Director and DH -HR - *J
ey g:v _
a) Determine the nec g Me‘forpmomelpafmmingmknﬂhoﬁngm -
Quality, envirdn OH&S matters

b) Provide training or take other actions to satisfy these needs,

¢) DH ~HR evaluates the effectiveness of the actions taken,

d) Ensure that the personnel are aware of the relevance and importance of their activities and
howtheymnhihﬁe&themhievmnﬂoftbeQuﬂhyobjwﬁvq,_EnvimnmmtOWm
Targets , OH & S Objectives

¢) DH -HR maintains appropriate records of education, training, skills and experience

Persons performing specific assigned tasks such as internal audxts,mspecuonmdtesungue
trained on the basis of appropriate education, training or experience as required to make them
qualified to perform their task.

Reference of documented processes:

PM-08...... .. Competence, awareness and Training

27
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UNITED MUD-CHEM PVT.LTD,

Manual - ... e : Document No.: AM—17 Page. 2/2 .|

[Cross Ref. ; ISO 9001 : 2008 Clause 6.1, 6.2,6.2.1, 6.2.2,6.3 Issue/Rev. No.: 1/0  Date : 01/01/2016
ISO 14001 : 2004 Clause 4.4.1,4.4.2 R )
BS OHSAS 18001:2007 Clause 4.4.1, 44.2

Title of the process : Resource Management.

Inﬁastrnctufe I Resources :

The responsibility for this activity is with Director. _
Organization determines, maintains and provides the capital investment, infrastructure to
achieve product quality, delivery, cost, health & safety, productivity, tooling,
__This infrastructure includes: o |
a) Suitable machines, equipments are used for ion. The process parmeters,
“which are critical, are recorded and monitored . :
le methods of maintenance of
fod utilities, Periodic house keeping review is
ware and software) The suitable methods of

b) The Executive / Shift Incharge ens
machines is Iaid down and impleme

e) Supporting services ( such as transport or comswmication) such as phone, fax |
This is planned in Annual Business Plan and or identified in Management Review Moeting
WoﬁEMmt: | X4 ' | '
Head production and Head Admin determine and manage the work environment and
coordination in working team needed to achieve conformity to product requirements.

The design of work place is done with the view to maintain conducive work environment
adopﬁmofh:mmcapabiﬁﬁ&sino:derwhavemmdmmnmdqmﬁlyouqm,meﬁmhnwm
reduce the OH&S risks, environmental aspects and impacts at their source, Suitable employees
m]ﬂremsmeslikemiﬁnmgUmofPPEs,FmAidﬁdﬁty,FmExﬁngm«gommics
» Heat Humidity, Light, Air Flow, hygine, Cleanliness, Noise, Vibration, Poltution are
mhm"ngm'mmmﬂmpmm,’ OH&S hazards as specified in EOHS




UNITED MUD-CHEM PVT. LTD,

Apex Manual B Document No.: AM~-18  Page 1/2

Cross Ref. : 1S0 9001 : 2008 Clause 7.1,7.2, 7.2.1,7.2.2 Issue/Rev. No.: 1/0  Date : 01/012016 |

—IS0 14001 : 2004 Clause 4.3.1
BS OHSAS 18001:2007 Clause 4.3.1

Title of the process : Planning for Product Realization and Cestomer related pmeesses, Aspect and
Hazard Identification

Planning of product reakivation :
Director Marketing along with other DHs carry out this process for new product
UNITED MUD-CHEM plans and develops the processes needed for product reahzauon,
considering the
Requirement of other processes of ‘Integrated Management System’.and following points as
appropriate::
-— For existing product range, process flow chart as per AM-07 is followed.
For any new products UNITED MUD-CHEM determines as appropriate:-

a) Objectives and requirements for the product.
b) Need to establish processes, documents, and provide resources specific to the product;
¢) Required verification, validation, monitoring, inspection and test activities specific to the
product and the criteria for product acceptance.
d) Records needed to provide evidence that the realization processes and resulting product
meet requirements.
¢) Identify the Aspect- Impact , Significant if any , idegiifffthe Legal requitement as per the
documentedProcedureEOHS—M
f) Carry out the Hazard Identifi @g ysnsasperthedocmnentedl’rooedme
- EOHS -03.
g) Identify the ansmgdtmngﬂ:epmmmgofﬂnltemanddemdem
"Emergency contro
h) Establishing & maintaining Operating Parameters for the process affecting envxrommlml,
OH & S hazards and plan to mitigate the same.

The output of this planning is recorded in a suitably to cover all aspect of Customer’s
-requirement in the Register IMS-MKT/R-007). -—
Custemer Related Processes :

For customer related process UNITED MUD-CHEM determines:

a) Requirement for the products in the form of specifications. Technical requirements
specified on drawings and customer’s specification sheets

b) Requirements specified by the customer, including delivery and post-dellvery activities,

c) Reqmmmmtsnotsbatedbythewshmerbmmcessmyfmspemﬁedmmmeduse,whem
known,

d) statutory and regulatory requirements related to the product, and

¢) Commercial requirements

f) any additional requirements determined by our Organisation . ' —

29



UNITED MUD-CHEM PVT. LTD.

Apex Manual - ‘Document No.: AM—18  Page 212

i - Cross Ref——196-9001 : 2008 Clause 7.1,7.2, 7.2.1,72.2- — {-IssueReviNo.: 1/0-— Date: 01/01/20161 -

ISO 14001 : 2004 Clause 4.3.1 _
BS OHSAS 18001:2007 Clause 4.3.1

Title of the process : Planning for Product Realization and Customer related processes, Aspect and
Hazard Identification -

Review of requirements related to Product :

The review is carried out at the time of receipt of enquiry, acceptance of the order and
acceptance to the changes to the contract or order.

The above points are reviewed as per format (IMS-MKT/R-001) and descripancies , if any are
Resolved by communicating back to customer.Only after conformation by customer, products
are included in the monthly plan for execution.

The samples are submitted to customer along with intial sample inspection prior to bulk supply
Referance of documented Procedure :

2) Aspect Impe@ABa¥ing for Product (IMS-MR/D-18)
NPaeC Rating for Services (IMS-MR/D-19)
dentification and Risk Assesment (IMS-MR/D-17.2)

ite Emetgency Plan ( IMS-MR/D-004)

Referance Records:- 1) Comunication with customer regarding descripancies (e-mails)
2) Enquiry / Purchase Order evaluation Form(IMS-MKT/R-001)
3) List of Legal and Other Requirment ( IMS-HR/R-005)
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"[Cross Ref, : ISO 9001 : 2008 Clause 7.2.3 Issue/Rev. No.: 1/0  Date : 01/01/2016]
- ISO 14001 : 2004 Clause 4.3.1 — g [
BS OHSAS 18001:2007 Clause 4.4.3
Title of the process : Customer Communication

Customer communication :
Director Marketing along with SH marketing carry out this activity.

UNITED MUD-CHEM Pvt. Ltd ,dermines and implement effective arrangements for
communicating with customers in relation to :

a) Product information is communicated through Catalogs , drawing , specifications or
quotation or Puchase Order fromcustomer. —

b) Enquiries, contracts or order handling, including amendments,

¢) Customer feedback on specific requirecment after receipt of samples first lot.
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ICross Ref. : ISO 9001 : 2008 Clause 73—
ISO 14001 : 2004 Clause 4.4.6
BS OHSAS 18001:2007 Clause 4.4.6

Issuc/Rev.No.: 1/0  Date : 01/01/2016

Title of the process : Desiga and Development.

Design and development :

The specification for our product are given by our customer for the products are detailed in the
scope (AM-05) .

Referance of documented Procedure : Q*
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ISO 14001 : 2004 Clause 4.4.6
BS OHSAS 18001:2007 Clause 4.4.6

| Cross Ref. : 1SO 9001 : 2008 Clause 7.4, 7.4.1 t0 743 | Issue/Rev.No.: 1/ ¢  Date : 0170172016 |

Title of the process : Purchasing.

Purchasing :
Director is responsible for carrying out these process.

1.0 The activity is carried by ensuring :-

a) Purchased product obtained from supplier conforms to specified purchase
requirements.

b) Control over the supplier and purchased product. The type and extent of ‘control’
applied to the supplier and the purchased product is dependent upon the effect of the
purchased product, on subsequent product realization or the final product.

c) Appropriate evaluation and selection of suppliers based on their ability to supply
product in accordance with requirements. Criteria for selection, evaluation and
re-evaluatlon are estabhshed _

d) The selected suppliers are included in the “List of approved supplier,’ (IMS-PUR/R
002) which includes suppliers supplying raw material, bought out, capital goods
packing and packaging , subcontracting , consumables and services like
maintenance and calibration

e) SH(PUR) maintains records of the results of evaluations and performance of approved

supphensmomtomdby QuahtyControlIndex I) every month and any
necessary actions arising from the evaluau%

f) Wheteenv:ronme;mluﬁﬁacts ofgoodsandOH&Snsks equnﬂand
semcesofpurchased these are communicated to Supplier and -
contractor. They mgedandhelpedtomeetﬂxemqmmmts of OHSAS
18001 : 2007 an®ISO 14001 :2004 to the maximum possible extent.

g) Purchasing information is addressed in details in the procedure.

2.0 The purchased products are verified as follows -

The inspection and verification activities necessary for ensuring that purchased product meets
specified purchase requirements are established and implemented.

If need arises, SH( PUR) arranges the intended verification arrangements and method of
product release in the ‘purchasing information’, where ‘our Organisation > or “our customer’
intends to perform “verification’ at the supplier’s premises. The purchesing document gives
specific instructions..

Reference of Documented Processes : —

PM -11 .... Purchasing
SOP-QA-005..Receiving Inspection , Inprocess amd Final lnspeetlon
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[ Cross Ref, : ISO 9001 : 2008 Clause 7.5, 7.5.1 t0 7.5.5 | Issue/Rev. No.: 1/0  Date : 01/0172016
ISO 13001 2004 Clause 4.4.6 o T
BS OHSAS 18001:2007 Clause 4.4.6 - -

Title of the process : Production and Operational Control

- The responsibility for this process is Manager (PDN) and Exec (PDN) and Exec ( STR) _

Production is planed on the basis of confirm Orders / Schedule from Customer.
Operations and activites that are associated with identified significant environmental aspects
And OH&S risks where control measures are required , these are planned and carried out

- under specifed conditions, which in consisitant with IMS Policy , Objectives and Targets.
Documented procedures are established , implemented and maintained to the situatios where
their absence could lead to deviation of IMS Policy , Objectives and Targets

This is implemented by ensuring :
a) the availability of information that describes the istics’ (specifications) of the
product such as Drawing , material Specifi ‘ any other specific requirement

b) The availability of Standard Operating
¢) The use of suitable equipment like mach
Out Preventive and breakdown Magytsi
d) The availability and use of aprrapyie monitoring and measuring devices,
~ €) The implementation of mopifdek}
f) The implementation of refgs? delivery .
— 8 TheuvnonmentalAspectdeamrd:denuﬁcahonrelatedtoeachoftheacuwtym
identified and are addressed in the relevant SOPs with the control procedme and action

plan as appropnate

Reference ofdoennmted processes ;
Standard Operating Procedures HR,STR, Produetion »OA

Referance Records :-
Monthly Production /Despatch Plan (IMS-MKT/ R- 002)
List of Machines (IMS-PDN/D -001)
Maintainence History Card (IMS-PDN / R- 001- )
Monthly Production Report (IMS-PDN/R- 603)

Validation of processes for production provision :

Today we do not have any which needs validation.
The output all processes can be verified by subsequent monitoring or measmmnent.

Inﬁmneanypmcessmqmnngvahdauon wherethemﬂungoulptncannotbevmﬁedby

subsequent monitoring or measurement.and where déficiencies become apparent only after the
. -product is in use. Validation shall be done for all such processes.
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Cross Ref. : ISO 9001 : 2008 Clause 7.5, 7.5.1 to 7.5.5 Issue/Rev. No.: 1/0  Date : 01/01/2016 |

ISO 140612004 Clause 4.4.6 —
BS OHSAS 18001:2007 Clause 4.4.6

Title of the process: Production and Operational Control

Identification and tmeeabiiity:
Head QA and Operartors are primaryly responsible for this activity

Where appropriate, our Organisation ‘identifies’ thepmductbysuimblenmns(nm:tagsor
keeping it at designated locations, racks, bins) through out product realization.

The organization identifies the product status such as accepted ; rejected, accepted under
concession (i.e. deviation), for rework / repair . These products stored at designed

Locations or identified with suitable tags as defined in the procedure, during processing to
ensure that only product that has passed the inspection is forwarded to the next operation or
dispatch.

Wherever traceability is a requirement , products are tracable by assigning Serial No/ Batch
No. upto raw material test certificate. Further traceability shall be maintained as per customer’s
requirement as appropriate.

Referance of Docamented Proceduares :

T o
SOP-QA-006 ...Control ofo oduct A
Culaomer Properly c '

Headproductlonand Stomekeeper are primarily responsible for this activity in their respective

areas
We exercise the care with customer’ s property such as production tooling , while it is

undercontrol or being used by us. We identify , vewrify , protect and safeguard customes’s
pmpntyprowdedfmmeormoomoranmmtotheupmdmﬁmemstomspmpﬂtymlosg
damagedmothermsefomdmbeunsmtableforuse,thlsmrepoﬁedwﬂxeMmetmd
Records are maintained.

Referance of Documented Procedure : Nil

Referance Records :-

List of Customer Property : IMS- MKT/R-004
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7 ISO-9001:2608 Clanse 7.5, 7.5. lw755
ISO 14001 : 2004 Clause 4.4.6

BS OHSAS 18001:2007 Clause 4.4.6

T Issue/Rev. Noz: 16~ Date ; 01701/2016]

Title of the process : Production and Operational Control

" Preservation of product :

Head Production and Operators are primarily responsible for this activity.

Productsarepreservedforcoﬁformltydumg prooessmganddehverytothenﬁended

dwumnmspmewaummdud&sldmﬁcammhmdlhg,pachgmg,smmgemd
protection..

—  Suitable methods of handling the product during processing are used-and mentioned in the

processes. Designated storage areas are used to store materials to prevent damage /
deterioration. Appropriate methods of receipt and §

The condition of product in stock at

periodically checked to detect damage/

thmmmmmﬂm@swmmﬂmtmdmmhm

during transit.
The relevant records

such areas are implemented.
stage and finished product stage are’

ion, if stored more than three months.

mﬂxedxspauchssaremamlamed(asnmnedmmustof

recordsbysto:es)asreqmred’bS'MrybodleshkeExclseandCusmS
Reterenceofl)oumentedl’mes

SOP-QA-00S... Receiving Inspectmn lnprom -and Final Inspection
SOP -PDN 09 and 18 Packing and Packaging .
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' CrossRef

ISO 9001 : 2008 Clause 7.6 ' Issue/Rev.No.:1/0  Date : 01/01
ISO 14001 : 2004 Clause 4.5.1 _ _
BS OHSAS 18001:2007 Clause 4.5.1

Title of the

process : Control of Monitoring and Measuring Equipments and petformace monitoriug

Head (QA) is primarily responsible for this activity.
Themommnngmdmeasmngdewmneededmpmwdeewdmeofwnfmmﬂyowa
thedetmnedreqturementsand process parameters and Environment Monitoring parmeters
are identified .

The selection of instrument is done on the basis of measurements to be made and
necessary accuracy and precision. The accuacy of the devices selected must be greater than the
required accuracy . The range must be sufficiantly large to cover the range of measurement to
be made

T Thedemﬂsofsmhdewcesmmainminedintmﬁst‘ustofmommgandmmrhg
Equipments’.(IMS-QA/ R -010).
These devices are calibrated by approved and selectedextemal Agency tracable to Nat:onal/
International standard.

The Calibration Certificates are verified along with traceability of the equipment used for
calibration and calibration Certificate. The devices are identified with calibration sticker
mentioning due date for next calibration.

performance are to be verified orcalibrated as

The Measuring and test equipments used for mWﬁmnmenml parameters and

Care is taken 4‘ Dprese ‘ofmmuingequﬁpment.Conoumd

b) Performance mon@

Head

Admin and MR are responsible for this activity.

The parameters which affect the Environment aspect and OHSAS Hazards and risks and also
the objectives are monitored and reported in the monthly report. The relevant records are also
submitted to statutory and regulatory bodies as defined in the Monitoring of Legal
requirements. .

Reference of Docemented Procedure :-

PM-17 ...... Performance measurement and monitoring

Referance Record:-

List of Monitoring and Memuring Equipments (IMS-QA/R -010) I
Calibration Certificate along with traceability certificates where applicable .
Monitoring of Legal requirements ( IMS-HR/R -09)
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Title of the process : Measurement , Analysis and Improvement |

MR and all other Exec are responsible for this activity.

UNITED MUD-CHEM plans and implements the monitoring, measurement, analysis and
improvement process needed :.

-a) ‘To demonstrate conformity of the product
b) To ensure conformity of the Integrated MmmgmﬂSysﬁem,and
c) Toconunuallylmprovetheeﬁ’ectwenessofthelntegrated Management System.
Reference of Documented Process: | \
SOP-QA-05 .. memg,mpm%Qd Final Inspection
&
0\¢
&
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Cross Ref. : ISO 9001 : 2008 Clanse 8.2.1

Issue/Rev. No.: 1/0  Date : 01/01/2016.

Title of the process : Castomer Satisfaction:

Customer Satisfaction:

Director ( Marketing) is responsible for this activity.

As one of the major measurements of the performance of the Integrated Management System,
Director Marketing monitors information relating to customer perception as to what extent
UNITED MUD-CHEM has met the customer requirements. The Customer Satisfaction Survey
Forms

(IMS-MKT/R -003) are sent to Customer every year in April . After receipt of the Forms ™~

summary of each of the element is prepared . The detailed analysis report is prepared and
discussed in Management Review Meeting and taken as scope for improvement.

Reference of Documented Process:- Nil

Referance Records :- '
Customer Satisfaction Survey forms ( IMS-MKT/R -003)

Analysis of Satisfaction Survey.
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Cross Ref. : ISO 9001 : 2008 Clause 82.2, Issue/Rev.No.: 1/0  Date : 01/01/2016
ISO 14001 : 2004 Clause 4.5.5
BS OHSAS 18001:2007 Clause 4.5.5

Title of the process : Internal Aundit.
Internsl wudit:
MR is primarily responsible for this activity.

UNITED MUD-CHEM conducts intenal andits at planmed intervals of onee in 6 months in
every department as per Plan. lntmalAudxtandMRMPlan’(ﬂ\dS-—MRlD—ﬁDl)lsptepuedm
determine whether the ‘Integrated Management System’; '

a) conforms to the planned arrangements to the requirements of International Standard and to
the Integrated Management System requirements established by our Organisation , and

b) is effectively implemented and maintained. OQ

A follow-up activity (next Internal includes, the verification of the actions taken
(correction and corrective action) reporting of verification results,

Asmnmaryofaud:treport@&partofﬂleagendaof managementrev:ew

Reference of Doeumu@’meednz |
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Cross Ref. : ISO 9001 : 2008 Clause 8.2.3, Issue/Rev. No.: 1/0 Date_; 01/01/2016
IS0 14001 : 2004 Clause 4.5.1 ' —
BS OHSAS 18001:2007 Clause 4.5.1

Title of the process : Monitoring and measurement of processes

Monitoring and measurement of processes :
MR is primarily responsible for this activity and supported by Exec (PDN).

UNITED MUD-CHEM applies suitable methods for monitoring and, where applicable,
measurement of the Integrated Management System processes. These methods demonstrate
that the Processes under control and ability of the processes to achieve planned results. When
planned results are not achieved, correction and corrective action are taken, as appropriate, to
ensure conformity of the product, Control on environmental hazards and OH&S risks

Reference of Documented Procedure:

PM-05 ....... Management Review

PM-06 ... Internal Audit

SOP-QA-07 ....... Corrective and Preventive Action

PM-17 ... Performance measurement and monitoring

EOHS- 08 ....... Incident investigation, Non-conformity , Corrective action
— And Preventive actions __
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Cross Ref. ; IS0 9001 : 2008 Clause 8.2.4, 83.84 | Issu/Rev. Now 10 Dets: 01/0172016

Title of the process : Monitoring and Measarement of Prodact

Monitoring and measuring of product: : ' ' -
Executives and operators are primarily responsible for incoming, in-process and final
inspection.

UNITED MUD-CHEM monitors and measures the characteristics (specifications) of the
product to verify that, product requirements have been met. This is carried out at appropriate
stages of the product realization process i.e. at receiving inspection of purchased product, in-
process inspection of the product and final inspection of the product, in accordance with the
planned-arrangements, - -

Receiving inspection and testing of all incoming raw materials is done as per Quality Plan.

In case of urgency material is used only with permission of Director. Supplier’s earlier
evaluation report is used as base for release of material. Progluct from such material and its
Processing record is kept traceable condition till mﬁﬂw lete.

Executives and operators carry out inspecti in-process stages as per Quality Plan /
respective drawing. This is done to enscl& spective specifications are met..

- In case of non-conforming %Mdmingﬁ:epmoess,itisrwordedandcomotedby
repair/rework or rejected t in control of non conforming products.

Final inspection is carried-as per relevant Final Quality Plan/ respective drawing and non-
conformances observed are corrected before its dispatch to the customer.
Evidmwofwnformitywiﬁtheaccepmmcrhaiaismaimainedmﬂiefomofhspwﬁm
records at receiving, in-process & final stage. These records also indicate the person(s)
authorizing release of product.

Inspection and test records are properly maintained.

Pmduamleasedoesnotproceedmﬁlthcphmedmgemmtshavebemsaﬁsfacmrﬂy
completed, unless otherwise approved by a relevant authority i.e. Director and, where
applicable, by the customer.

Reference of Documents :
Quality Plans for Receiving / Inprocess and Final Inspection.
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Cross Ref. : 1SO 9001 : 2008 Clause 8.2.4, 8.3 .8.4

Title of the process : Monitoring and Measurement of Product.

Control of nonconforming product:
Head Production and Operators are responsible for this activity.

UNITED MUD-CHEM ensures that product which does not conform to product requirements
is identified and controlled to prevent its unintended use or delivery. The controls and related
responsibilities and authorities for dealing with nonconforming product are definedina
documented procedure.

The non-conforming products are dealt by one or more of the" foﬂowing_ways:

a) by taking action to eliminate the detected nonconformity; such as doing rework to fulfil the
specified requirements or repair to fulfil the intended usage requirements although it may
not conform to the originally specified requirements or rejected/scraped.

b) by authorizing its use, release or acceptance ‘under concession’ by a Custotners
representative, where applicable, or by Director

¢) by taking action to preclude its original imtended use or application.

d) by making suitable for alternative use ovx(

subsequent actions taken, mcludmg

Recordsofthenatmeofnonconforml i
concessions obtained are

When no is comected by rework or repair, the re-verification (re-

mspectlon)lscam out as per relevant Quality Plans/respechvedmwmg todemomlrate_
conformity to the requirements.

The appmpnateacﬁomsmkmtoﬂlecffects,orpotemaleﬁ'ecm,ofthemmonfmmny when

nonconforming product is detected after delivery or use stated.This is detmled in Procedure
Manual.

Reference of Documented Procedure:

SOP-QA-06 ... Countrol of nonconforming product
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Cross Ref. ;

ISO 9001 : 2008 Clause 8.2.4, 8.3 ,8.4 Issue/Rev.No.: /0 Date : 01/01/2016

Title of the process:

Monitoring and Measurement of Product.

Analysis of data :

MR and All Execs are responsible for this activity.

UNITED MUD-CHEM determines, collects and analyses appropriate data to demonstrate the
suitability and effectivencss of the Intgrated Management System and to evaluate where
"= continual improvement of the effectiveness of the Integrated Management System can be

made.

This includes data generated as a result of monitoring and measurement and from other
relevant sources.

The analysis of data provide information relating
a) ‘Customer Satisfaction’ asoneofthe

Management System.
b) Conformity to product
¢) characteristics and trends of-

preventive action, and

d) Supplier's pcrfonnant’

SOP -STR-001
SOP-QA-05

oooooo

o‘?*

of the performance of the Integrated

> and ‘products’ including opportunities for -—

H ring.(ml .IT '-i. :
Til__e_docmnented procedures and processes are available for this. =
Reference of Documents:

Receipt of material in Stores
«...Receiving Inspection; Inprocess and Final Inspection.
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Cross Ref, : I1SO 9001 : 2008 Clause 8.5.2 8.5.3 /Rev.No.: 1/0  Date : 01/01/2016
ISO 14001 : 2004 Clause 4.5.3
BS OHSAS 18001:2007 Clause 4.5.3

Title of the process : Non conformity , Corrective and Preventive Action

AllHeads and MR are primarily responsible for this activity . |

UNITED MUD-CHEM works on improve continually the effectiveness of the Integrated
Management System through the use of the IMS Policy, Objectives,, MPs , OH& S Objectives
and Targets, audit results, analysis of data, corrective and preventive actions and management
review.

- Corrective action _
The actions are taken to eliminate the cause of nonconformities in order to prevent recurrence,
Corrective actions are appropriate to the effects of the nonconformities encountered.
A documented procedure is established to define requirements for :-
a) reviewing nonconformities (including customer complaints),and taking the actions to

mitigate their environmental impacts

b) determining the causes of nonconformities,
¢) evaluating the need for action to ensure that nonconformities do not recur,
d) determining and implementing action needed, o
e) records of the results of action taken, and \( '
f) reviewing corrective action taken. 00? . . -
g) EOHS Corrective Action '

mapmpﬁmwﬁmaaw_hge?ﬁngmwmmmofﬂnpmbl

~ Héad production MR ﬂ ecutives review nonconformity observed in the
verification of product, and system and determines the causes of nonconformities.
And analysis is carried out for corrective action. The implemented coorective action is
monitored in further processing or the production for effectiveness.Records of the resuits of
these analysis and investigations and effectiveness of the results of action taken are maintained.

- If it needs the corrective action from supplier, the supplier is requested for the same verbally
or in writing and the effectiveness of the corrective actions taken is monitored in the
subsequent lots received from the supplier/ QCI for the subsequent months.

Identify proposed actions for new or changed hazards / new or changed controls through risk
assessment prior to implementation

Complaints from Interested Parties :-

MR and Head Admin are responsible for this activity.

The complaint is received in the form of verbal, written, e-mail, phone, letter,fax etc.

In case of complaint related to OH&S and environemental issuesit is registered External
CommmicaﬁonRegistﬂkepton—ﬂleGateormmmmicateddirecﬂwaH(P,HR—md
Legal). The appropriate actions are taken to migitate the same.
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" TCross Ref. : ISO 9001 : 2008 Clause 8.5.2 8.53 — | Issue/Rev. No.: 1/0 _ Date : 0'1/01)‘2016 —
- ISO 14001 : 2004 Clause 4.5.3 '
BS OHSAS 18001:2007 Clause 4.5.3.

Title of the process : Non conformity , Corrective and Preventive Action

The complaint regarding the product is received in the form of verbal, writiom; e-mail,
phone, letter,fax etc.After receipt, the complaint is registered in ‘Customer ' Complaint
Register” The complaint is analysed involving concern personnel and with the referance to the
dispatch data .where required Cause and Effect diagram is used for finding out the root
cause.The disposition and corrective action or action plan is decided in order to prevent “
recurrance” The responsibility is-assigned to the respective personnel and target date for
completion is also decided and the data is entered in the Register.

The actions taken are communicated to customer. T@:;Ee action taken is meonitored in
further lots of supplies for the effectiveness.

Data of Customer Complaint and analysis is di in Management Review Meeting .
Corrective action taken for non-conformities in System are dealt with by M.R. as per docurnented
Preventive Action ' :

DHs along with MR and other Ex are primarily responsible for this activity.

The problems are reviewed § t Review Metting from process control records,
inspection and test repo: ice feed backs in order to identify potential causes and

recommend preventive action in order to eliminate them. The preventive actions are recorded

' in the Preventive Action Format and the responsibility for carrying out this is assigned to the

= specified department/person. Resource requirements for implementing the preventive actions, -
if any, are presented in the Management Review Meetings. The effectiveness of preventive

actions is verified. : ' ' ' '

Incident Investigation :

Establish , implement and maintain the procedure to record , investigate and analyse the _
incidents in order to determine OH&S defficiancies and need for comrective action is identified
opportunities for preventive action and continual improvement are identified. The results of
such investiagation are communicated to all concerned The incident investgation will also
resultin the correction and preventive actions and are performed in timely manner..

Refereace of Documented Procedure:
SOP- QA- 07 — Corrective and Preventive Action.
PM-16 - Commanication, Participation and consultation
EOHS-08 - Incident investigation Non conformity , Cerrective and
Preventive Action _

.



