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Internal Training Records

Attendance, Training Materials, Photos
ITG RESOURCES FZCO

This compilation contains the supplied training needs report, employee training checklist, onboarding and probation
planning templates, training system user guide and two internal training photographs.

Contents

1. Training Needs Report (2 pages).

2. HSE Training Checklist (2 pages).

3. New Employee Onboarding Training Plan (1 page).

4. New Employee Probation Work Plan (1 page).

5. ITG University Training System User Guide (3 pages).
6. Internal Training Photographs (1 page).

Document context

The onboarding and probation plans are supplied as blank templates. The checklist records training dates and
providers as entered in the source. The photographs show group training sessions; a separate signed attendance
sheet has not been supplied. Original document content and language are retained.



ITG r16 Resources Fzco

TRAINING NEEDS REPORT

Effective Date: 20 Oct 2026

Document Code:
IMS-TC-F01

Rev. No.00 Ref #:

ZHIMAO SALES Business Internal J J
LI Training Lecturer
from
Headquarter
XUEQI EXTERNAL | Business Internal N, N,
ZHANG AFFAIRS Training Lecturer
SPECIALIST from
Headquarter
SALES Business Internal N, J
HANXIANG Training Lecturer
JIN from
Headquarter
SALES Business Internal J
RULLIU Training Lecturer
from
Headquarter
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IJ:G ITG RESOURCES FZCO

Effective Date: 20 Oct 2026

TRAINING NEEDS REPORT Document Code:
IMS-TC-F01

Rev. No.00 Ref #:

Legend: x-planned, date of actual training

XUEQI ZHANG

BINGHUANG CHEN

Prepared By Approved By
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Effective Date: 20 Oct 2026
D t :
ITG m6 resources Fzco HSE TRAINING CHECKLIST H\‘;"S“_I;CC“_F%‘;“@
Rev. No.00 Ref#:
Date 2026.10.20
Employee Name XUEQI ZHANG
o EXTERNAL AFFAIRS SPECIALIST
Designation

1 Initial Orientation 2025.9.15 Headquarter
2 Specific Orientation (on job) 2025.9.15 Headquarter
Training to Staff Working within
3 N/A
Active Process Area
4 Permit to Work System Training | N/A
Daily Toolbox Talk by
5 ) N/A
Supervisor
Weekly Safety Talks either by
6 Site HSE Personnel or Area In- 2026.3.1 Headquarter
charges
Management Employees Trainin,
. g ploy g N/A
Program
Training Program for Manager
8 8 rost s N/A
Site HSE
9 Environmental Issues 2025.10.10 Headquarter
10 Personal Protective Equipment N/A
Driving Rules and Driver's
11 o N/A
Training
12 Risk Assessment 2025.9.20 Headquarter
13 Accident/Incident Reporting 2026.3.2 Headquarter
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ITG r16 REsoURCES Fzco

Effective Date: 20 Oct 2026

HSE TRAINING CHECKLIST Document Code:

IMS-TC-F02
Rev. No.00 Ref #:
” Hot Work and Handling of Gas N/A
Cylinders
15 Smoking/Drugs & Alcohol 2025.9.15 Headquarter
6 Emergency and Evacuation Drills 026,31 Headquarter
& Exercises
17 Scaffolding and Ladders N/A
18 Fire Fighting 2026.9.10 Headquarter
19 Hazardous Material Handling N/A
20 Confined Space N/A
21 Zones & Color Coding N/A
22 First Aid 2025.9.30 Headquarter
23 Heat Stress/Exhaustion N/A
24 Lifting and Heavy Lifts N/A
25 HSE Audits N/A
26 Working at Heights N/A
27 Electrical Equipment 2025.9.24 Headquarter
28 Wastes and Spills N/A
29 Air/Water Emissions N/A
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Internal Training Photographs

Photographs supplied as examples of internal training sessions.





