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Planning Of Changes Reference For Revision:   G00.OMQ.M10100.CA.1001.B  

Issues To Consider Checked (Please mark X) Remarks 

1) Are there any negative impact? YES  NO X 

2) Will the integrity of QEMS be affected? YES  NO X 

3) Resources available? YES X NO  

4) Allocation or relocation of responsibilities 
and authorities required? 

YES  NO X 
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4.2 Schedule and Venue 
 

Monday to Friday  : 0900- 0930 hrs. 
 

Venue    : Rhein-Main Meeting Room, unless otherwise informed 
 
Alternatively, the OCC J can be arranged to be held online via Zoom or other relevant 

online meeting platforms.  

 

The Chairman shall e-mail the OCC J to all members if he is not available to chair the 

meeting.  

 

For any changes to the meeting time or venue, the Chairman will inform participants 

accordingly.  

4.3 Members 
 

Attendance by a representative of the Departments listed below are mandatory and 

optional for observers 

 

 Chairman : A selected representative from the CEO Office Department  

 Members : SAS, OPS, SYS, RST, PNE, INF, PRC, and MMT  

 Observers : CEO and HOD 

4.4 Agenda 
 

The typical agenda for the meeting are:  

a) Review and discuss selected notifications 

b) Follow up on outstanding notifications 

c) Acknowledge and discuss concerns raised by attendees 

4.5 Process 
 

Prior to the meeting, members are required to access and review notifications in the OCC J 

related to their Department. The Management expects members to provide answers for 

matters raised when addressing specific notifications related to the Department's concerns. 

 

Typically, the Chairman will review the OCC J for a specific day and focus on unattended 

issues, failures, unresolved issues, stock issues, and clarifying unclear statements. The 

Chairman is generally seeking clarification, explanation, or an action plan of interest to 

Management. Members who are unable to provide information on the day shall provide it 

via e-mail to the Chairman, or next OCC J meeting, or a later follow-up date as agreed 

beforehand. 

 

There are no minutes of meeting; however, action to resolve issues of concern is taken up 

by the relevant Department or assigned by Management/ Chairman. 
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4.6 Follow up 
 

After the meeting, necessary follow up action will be taken up by the relevant Department. 

The Chairman may track the follow-up actions via discussions, e-mails, and/ or follow up at 

the next OCC J Meeting. 

 

The Chairman will only follow up on open notification for one month; if the failure requires 

more time to be resolved, the respective Department is responsible for ensuring that the 

failure is closed or addressed as soon as possible. 

4.7 Record Keeping 
 

The relevant representative's pertinent information is written down against the highlighted 

notifications daily are available in the MR shared folder for easy retrieval during the 

meeting.  

 

5 Summary 

 

In line with the process approach practiced by E-MAS, this procedure documents the 

process for conducting the daily OCC J meeting and continual improvements. 

 

Appendices  

Nil 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


