
Implementation Department
(Pre & Post)

Document ControllerEmployee

EIP Submission
Complete Online Form At

E-MAS Portal

 1. Preparation Memo & Certificate for EIP Reward.

 2. Update EIP Final Status In E-MAS Portal.

Validate Online Form

Completeness And Cross Check

For Double Submission

Prepared by : Document Controller

Yes

 1. Recieved Notification Email Of EIP Reward Memo.

(If Submitted EIP Was Selected For Implementation)

 2. Collect EIP Certificate From DC.
(EIP Monetary Reward Will Be Credited Directly To
Suggestor's Account Together With Monthly Salary)

Ref no: G00.OMM.M11470.CC.1002.A

No

[ Pre Evaluation ]

 1. Received EIP Notification Email From DC Every

New EIP Submission As Attachment For Evaluation

And Review.

 2. Login to Evaluation Form (HOD Only) At

E-MAS Portal To Feedback The EIP Status.

(HOD of implementation department shall evaluate within 2

weeks after receiving the EIP notification)

[ Post Evaluation ]

 1. Received EIP Notification Email From DC Of The

Confirmation Implemented Suggestion.

 2. Login to Post-Evaluation Form (HOD Only) At

E-MAS Portal To Feedback The EIP Status.

                   [ Document Controller ]

 1. EIP Follow-up and Update From Respective Department.

 2. Check And Update Current EIP Status In E-MAS Portal.

 3. Notify Staff On EIP Status.

 4. Assist Staff Enquiry On EIP Topics.

[ EIP For ERLSB Action ]

 5. DC Will Process And Follow-up With ERLSB Via E-Mail.

E-MAS Improvement Programme [EIP] General Process Flow

End

 EIP Shall Be Evaluated Based On The Following Criteria :

 *  Safety & Health Improvement

 *  Process Improvement

 *  Security Improvement

 *  Environmental Impact Improvement

 *  Working Condition Improvement

 *  Financial Savings

The Following Items Shall Be Observed For Processing Of EIP :

 1.   If the suggestion have been approved for implementation but cannot be implemented within 90 days period due to unforeseen circumstances, it may be extended based on complication of

the suggestion or the implementation department could seek CEO advise for decision. This is to avoid suggestion being pending for too long.

 2.   If identical suggestions were submitted, the suggestion bearing the earliest date of receipt by Document Controller will be considered and accepted for evaluation.

 3.   Any dispute on origin of ideas must be discussed with CEO for final decision.

 4.   All successfully implemented EIP will either receive monetary reward of RM150.00 or certificate only or both based on the final post evaluation feedback. Special monetary awards could be

recommended via memo subject to CEO approval when an employee's suggestion is adopted with results in savings.

                     | CEO - Chief Executive Officer | HOD - Head Of Department | DC - Document Controller | ERLSB - Express Rail Link Sdn. Bhd. | E-MAS - ERL Maintenance Support Sdn. Bhd. |

Attaching Online Supporting Documents Is Allowed With
Max 5MB (PDF & JPG Format).

Attaching Online Supporting Documents Is Allowed With
Max 5MB (PDF & JPG Format).

Self Checking EIP Submission Status At

E-MAS Portal

The Paperless Process
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