Description of the internal audit function of SMS

According to the requirements of MSA, the vessel management system needs to
implement a separate internal audit function.

Users can log in to the website of OLSaaS, and operate in "SMS Management” — "Internal
Audit" interface according to the following steps 1-9:
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5. After selecting the department, you need to select a specific month, click the mouse on the lower side of the target month, the word "To be planned” will
appear under the month, and select the reminder date on the right.

(Select 30 days/60 days/90 days as needed), if you need to add the internal audit plan of other departments, you can continue to click "Add" in the upper
left.

At the same time, you can fill in the tabulator, reviewer and upload attachments, etc., and finally click "Save" on the lower right.
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The internal audit plan that has been formulated will become "to be planned"”.
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For the annual internal audit plan that has been formulated and saved, (as shown in the current interface), click "Edit™ to modify.

w w B2 Frst v vear (] Second Haf vear

Audited Unit Last Audit Interval January February March Apeil May June
- . orignal Plan

HEE -

©Ns -

EEE
Statement 1._ Detailed internal audit implementation plan to be set. z_ Internal audit implementation plan to be executed 3, - Internal audit is in progress.

4._ NCRs are being rectified. 5.- NCRS are being accepted. 3 |n|an1m\tnmn¢m completed and noncenformities have been
accepted.

Madeby: hor  Approved by hil

Attachment

After the annual internal audit plan is confirmed, a specific internal audit implementation plan
needs to be formulated. You need to switch to the internal audit implementation plan
interface.

The following figure:
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6. Find the annual internal audit plan with the status of “To be planned" and click *Edit" on the right.



Edit Internal Audit Implementation Plan 9

Audited Unit* Audit Date*
TEER
Audit Team Leader* Audit Type*
Routine Audit v
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The size of a single uploaded file cannot exceed 1GB.

After checking, the personnel of the audited unit (department) who have

R_‘rl Publish a notice to the audited unit
internal review and viewing permissions can view this announcement.

7. To improve all the contents of the internal audit implementation plan, you can upload
attachments, but also can check "Publish a notice to the audited unit”, after filling in,
if you click "Save", you can continue to modify the content next time;
if you click "Submit”, it will change to "To be executed” status.
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8. After the internal audit implementation plan is submitted, it becomes "To be executed"” status, and click "Execute"
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Internal Audit Implementation Plan Click to modify the contents of the internal audit implementation plan ———sgp.
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Internal Audit Execution
Record m Issuetist =  Manually switch to the "NCR/Issue List” interface (mouse click directly to switch),you can create NCR/Issue List, and after NCR/Issue List

is created, the task will be directly pushed to the processor’s workbench.
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9. Do the first and last meeting, internal audit inspection, audit report, NCR and other records,

Other Attachment  Attachment: 5 | Vi /Uplo Support uploading multiple attachments, click “Save"
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The list of NCR/Issue List created in the "Execute” stage of the internal audit implementation
plan can be rectified by the responsible department on the interface of "System
Management— Safety Inspection — NCR/Issue List", or it can be operated on interface of

"Workbench— Workflow Task — Execute — NCR to be executed™:
I
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D vassal Sarve In the "System Management — Safety Inspection” interface, the list of NCR/Issue List of the type of "System Internal Audit” is screened,

click the row to enter the details, and perform operation and rectification. Rest S
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In the "Workbench— Workflow Task — Execute —
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NCR/Issue List to be executed”, click into the list interface for rectification.
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Based on the actual non-conformance execution, operate "Accept/Reject”
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Internal Audit Implementation Plan =
# Audit Type Audited unit Last Audit Planned Month Audit Date Interval Audit Content’ Audit Basis’ Audit Team Leader’ Auditor Artachment Status
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After completing the details of the internal audit implementation plan, click "Completed"

Audit Result

-
After completing the internal audit, the plan will change to "Finished” on the annual internal
audit plan interface.

Description:

The internal audit plan added from the annual internal audit plan will automatically reach the
"Internal Audit Implementation Plan" interface, and the audit types are: routine audit and
cannot be changed.

Users can also add other types of plans to the internal audit implementation plan interface
as required. Refer to the following steps:
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— 1. Switch to the "Internal Audit Implementation Plan" interface, select a specific year, and click "Add"
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The size 'afuééi'ﬁaié"ﬁploa'c'i'ed file cannot exceed 1GB.

[/] Publish a notice to the audited unit

2. In the new internal audit implementation plan interface, improve all the content of the
plan, among which, the audit type can select "First Approve/Special Approve®, at the same
time, you can upload attachments, check "publish a notice to the audited unit”, and finally

click "Save/Submit".
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After the internal audit implementation plan is created, the specific audit type will be displayed in the list,
e and the plan status will show "To be executed”
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