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1.
Objective
The objective of this procedure is to prepare data which is vital to assess, control, improve and monitor work processes. The data can be presented using appropriate statistical techniques such as histograms, bar charts, pie chart, graphs, check sheets, etc.

2.
Scope

This procedure is applicable to the Natural Resources and Environment Board Headquarters only. 

3.
Definition
DATA is a set of values of qualitative or quantitative variables in relation to relevant activities in NREB.
SECTION HEAD a person who is in charge of a section. In the absence of the section head, Secondary Responsible Officer will take charge of the section.

RELEVANT OFFICER is an officer who is responsible for the particular activity.
4.
Abbreviation
i. AHRF

-
Administration, Human Resource and Finance

ii. EIA

-
Environmental Impact Assessment

iii. MRM

-
Management Review Meeting

iv. NREB

-
Natural Resources and Environment Board
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5.
Details of Procedure
	No.
	Action

	Responsibility

	a.
	Prepare and present the following data using appropriate statistical technique:- 

i. Customer’s Satisfaction
This is to understand the customer’s feedback for improvement. 

ii. Quality of Service Provided by the Supplier 

To monitor and determine the performance of supplier. 

iii. Product Reject Rate 
To improve the product quality and ability to meet the specifications/requirements.

iv. Number and type of EIA Reports Received/ Approved/ Rejected

To monitor the number of EIA Reports received and number of EIA Reports approved. 

v. Number and type of public complaint received

To prepare strategy for environmental protection and enhancement.

vi. Star rating for EIA Consultant 

To ensure the integrity of the environmental reports.

vii. Quality Objectives
To monitor the achievement of the quality objectives.

	Relevant Officer

	b
	Check the suitability of the statistical technique for data presentation and analyse the data for work process improvement.

	Section Head


	c
	Compile data and table to MRM
	Section Head (AHRF)
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6.
Quality Record

	No.


	Name of Record
	Retention Time
	Location

	a.

	Statistical Data File

	5 years
	20th Floor

(Administration & Finance Section)


7.
Appendices
Appendix I
-
Flow Chart on Statistical Analysis
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