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1.1.1 Coordinate with related team to confirm the date of SOP reviewing.
1.1.2 Identify core process and draft SOP/KPI.

1) DTG (GTT-Transport)   

2) DTG (GTT-Emergency)   

3) DTG (NDT-Transport)   

4) DTG (NDT-Emergency)   
5) CMB-Transport (Import)   
6) CMB-Transport (Export)  

7) CMB-Transport (Domestics)  

8) CMB-Transport (Emergency)  

9) OECG (Container Transport)  

10) OECG (Emergency)   
11) OECG (X Border-Transport)   
12) OECG (X Border-Emergency)   
13) CLC2 (RTT-Warehouse)   
14) CLC2 (RTT-Non conformity product)   
15) OECG (HO-Privilege & Tax)   
16) OICG (HO-Declaration)  
17) OECG (HO-Export Declaration)  
18) FMG-Fleet Management (Maintenance)  

1.2.1 Document Preparation, Review, Approval, Amendment and Registration (If any)
1) Receives, Reviews the information and records document type in DAR form                                               

2) Defines document code/number in  web application and informing the code to document originator within the same day.                                               

3) Receives the copy of approved document from originated group/function and ensuring that the format of document conforms to the format specification.                                               

4) Applies watermark in every page of the document                                               

5) Uploads the document onto web within 3 working days since receiving approved document                                               

6) Informs the status of document uploading to document originator and records the informing date in DAR form                                               

1.2.2 Application for document cancellation (If any)
1) Receives, Reviews the information and records document type in DAR form                                               

2) Deletes the obsolete document in web application within 3 days after receiving the DAR form and notify to chief of originated group/function and record deleleting date in DAR form
                                              

1.3 Internal audit 1.3.1 Quality management system
1) Confirm schedule with operation and related management    

2) Prepare internal audit itinerary and communicate to all    

3) Prepare internal audit checklist    

4) Audit and collect the evidence
a. OICS - Sales CS (HO)  
b. OICG - Center (HO)  
c. OICG - OI customs clearance (LFZ)  
d. OICG - OI customs clearance (RTT)  
e. OICG - OI customs clearance (KTT)  
f. OICG - Import Declaration (HO)  
g. OICG - Audit & License  
h. OICG - Refund  
i. OICG - Transportation  
j. OECS - Sales CS  
k. OECG - Center (HO)  
l. OECG - OE customs clearance (LFZ)  
m. OECG - OE customs clearance (KTT)  
n. OECS - Export Declaration (HO)  
o. OECS - Document & Audit  
p. OECS - Privilege & Tax  
q. OECS - Transportation  
r. DTG - Fleet Management  
s. DTG - Sales Team  
t. DTG - GTT (Import & Export)  
u. CLC2 - Warehouse (RTT)  
v. HRG - Training & Development  
w. DMO - Recruitment  
x. ITG - Maintenance  
y. QSG - QMS  
z. QSG - Top management  

5) Preapre/review the official internal audit report (TH/EN) and communicate  to all related    

1.3.2 Q Mark
1) Identify Qmark requirements which are quality or safety. 

2) Cooperate with SHE Team to plan and set up the scopes of internal audit 

3) Evaluate Q Mark within the relevant scopes and record the result in Q Mark self-evaluation form by Department of Land Transport    

4) Submit Q Mark self-evaluation form to Department of Land Transport 

1.4.1 Corrective Action Request or Preventive Action Request (If any)
1) Detects/find-out the nonconforming or potential nonconformity issue against quality and applicable requirements from the internal audit, certification audit     

2) Informs the problem/issue and collect support information on group/team name,responsible person’s name in corrective/preventive action and supervisor’s name of such person.
    

3) Fills in the problem/issue and other required information in CAR/PAR Web Application     

4) Verify CAR/PAR request and comment suggestion for issue sloving to receiver     

5) Sends CAR/PAR Request as PDF format and CAR/PAR Paper Report (Excel file) to responsible Team Manager or assigned personnel and briefly explain the reason/origination of 
CAR/PAR request, CAR/PAR process, and processing due date of CAR/PAR Paper Report     

6) Records relevant information including status of CAR/PAR and processing time frame in CAR/PAR Log sheet.     

1.4.2 Investigation of causes and corrective or preventive action (If any)
1) Collects  CAR/PAR report from responsible Team Manager or assigned personnel and reviews the information in CAR/PAR report.    

2) Informs responsible Manager or assigned personnel to transfer the information from Corrective/Preventive Action Paper Report into CAR/PAR Web Application within 10 working 
days after receiving of the paper report.

   

3) Records the status of corrective/preventive action paper report in CAR/PAR  Log sheet.    

4) Reviews the information which is filled in the web application by responsible person    

5) Record the submission status of CAR/PAR report in CAR/PAR Web Application to CAR/PAR Log sheet.    

1.4.3 Monitoring of Corrective and Preventing Action Submission Status (If any)
1) Notifies the submission due date of CAR/PAR paper report and CAR/PAR report in Web Application in advance to responsible Team Manager or assigned personnel.

2) Reports to responsible Manager and/or reports GM of QSG for acknowledgement and inform Assistant GM of relevant group/team on the late submission of CAR/PAR report or no 
action taken as defined.

1.4.4 Evaluate effectiveness of correction or prevention (If any)
1) Collects all CAR/PAR requests and monitors/follows up the effectiveness of them as below schedule. 

(Jan-Mar-->Jun/Apr-Jun-->Sep/Jul-Sep-->Dec/Oct-Dec-->Apr)
   

2) Informs and confirms the follow-up schedule of CAR/PAR effectiveness to responsible Manager or assigned personnel before the follow up date at least 15 days.    

3) Follow up the effectiveness of correction and prevention    

4) Reports the CAR/PAR result on each issue to auditee, responsible Manager and/or Assistant GM or higher    

5) Record result of evaluate  in CAR/PAR Paper Report, CAR/PAR Web Application and CAR/PAR Log sheet.    

6) Prepares quarterly CAR/PAR status report for each Top Management who is responsible in each group and submits the report to Assistant GM and/or GM of QSG within the last 
month of each quarter and every December

    

1.5.1 For ISO 9001
1) Review and revise KPI input form 
2) Remind to submit performance data             
3) Summary the performance                                       
4) Analysis the performance             
5) Report KPI result            

1.5.2 For President office
1) Prepare KPI input form for PSG 
2) Prepare and Collect performance data            
3) Review and Approve the performance data            
4) submit the performance data to PSG            
5) Summarize KPI report (Back office) From PSG  

1.6.1 Set up plan and target sites to conduct workshop about record storage and disposal. 
1.6.2 Communicate to related management  - How to prepare record storage and disposal identification 
1.6.3 Collect participant name and booking the room 
1.6.4 Prepare material for record storage and disposal workshop   
1.6.5 Conduct workshop with related team (HO 7-8/BLC&SLC 13/NLC 14/RTT 15/LLC1 & 3 20/MLC 21)  
1.6.6 Summarize record storage and disposal identification from each team all YLTH   
1.6.7 Register/upload the record storage and disposal identification to web application   
1.6.8 Set target date to dispose the record 

1.6.9 Communicate to related management  - To review/identify record disposal process 

1.6.10 Summarize the result of disposal - follow up to all related teams to ensure that all reocrd were disposed    
1.7.1 Prepare concept and plan for customer information database 
1.7.2 Kick off with IT to understand objective and timeline 
1.7.3 Coordinate with IT team to conclude requirements 
1.7.4 Develop web application       
1.7.5 Transfer customer data from customer survey web application  into customer master data web application 
1.7.6 Trial  & Confirm web application 
1.7.7 Prepare training material and application manual.   
1.7.8 Communicate to manager of sales, operation, accounting to review customer data and inform all related to implement application 
1.7.9 Conduct training or share application manual to all related    

1.7.10 Review/Revise/Additional customer information in web application        
1.7.11 Monitor the result of customer data reviewing        
1.8.1 Review Questionaires    
1.8.2 Setting Customer Survey Web Application  
1.8.3 Web Application Testing  
1.8.4 Survey and Monitoring Result        
1.8.5 Prepare/review Customer satisfation Report-Full version and propose to top mgt. of QSG    
1.8.6 Prepare/review Customer satisfation Report-Executive version and propose to top mgt. of QSG    

1.9.1 Collect all necessary data and analysis the opportunity for improvement 

1.9.2 Propose improvement items to top mgt. of QSG for reviewing 

1.9.3 Prepare/Revise QMS master plan HO & LLC1    

1.10.1 Corrective & Preventive action system  
1.10.2 QMS KPI  
1.10.3 Document control  
1.10.4 Internal audit system  
1.10.5 SOP Writing Techniques 
1.10.6 Management review system  
1.10.7 Customer survey system  
1.10.8 Control of record 
1.10.9 Sub contractor selection and evaluation 

1.10.10 Quality manual 

2.1.1 Prerpare proposal of management's attitude and understanding test about QMS  

2.1.2 Prepare the test list (Thai version)    

2.1.3 Prepare the test list (Eng version)    

2.1.4 Collect name list of target management who will be going to test attitude and understanding about QMS 

2.1.5 Prepare Software  for testing and trial for readiness 

2.1.6 Draft e-mail to communicat about testing   ( Thai/Eng version) 

2.1.7 Communicate the test event to target group 

2.1.8 Follow up and Report status of testing        

2.1.9 Preapare the result report of QMS understanding testing 

2.2.1 For QMS Staff
1) Corrective and preventive Action 
2) Quality objectives and target 
3) Management review 
4) Customer Satisfaction Survey 
5) Sub contractor selection & evaluation 

2.2.2 For New Staff - Quality & 5S awareness for new employee                          

2.3.1 Risk  for Quality Management (19 Jun)
2.3.2 Interpretation of ISO 9001:2015 Requirements
3.1.1 Confirm audit date with auditor and related 
3.1.2 Review audit itinerary 
3.1.3 Communicate audit itinerary to all related 
3.1.4 Certification body audit  
3.1.5 Consolidate corrective action report and submit to Certification body (If any) 

3.2.1 Cooperate with SHE Team to plan and prepare for Q Mark audit 

3.2.2 Accompany with the related group/team to prepare the Q Mark document list and submit to Department of Land Transport   

3.2.3 Collect the relevant documents or inform the related group/team to prepare the relevant documents following as the Q Mark document list   

3.2.4 Confirm audit date with auditor and related 

3.2.5 Review audit itinerary 

3.2.6 Communicate audit itinerary to all related 

3.2.7 Certification body audit
4.1.1 Review existing 5S Objectives and standard (if any)   

4.1.2 Review  new 5S objectives and standard with 5S committee (if any)   

4.1.3 Propose 5S objectives  and standard to GM of QSG   

4.1.4 Communicate 5S objectives to all related (If any)   

4.2.1 Set 5s monthly  meeting agenda and Communicate to 5S com.             

4.2.2 Collect information and Prepare the material for meeting                          

4.2.3 Meeting with 5S com.             

4.2.4 Prepare minute of meeting and Report minute of meeting to all related  and Keep record of  meeting             

4.3.1 Prepare 5S audit itinerary & Prepare 5S audit checklist             

4.3.2 Communicate audit itineray to all related             

4.3.3 Audit and collect the evidence follow internal audit plan                          

4.3.4 Prepare 5S awards and Etablish 5S award ceremony   

4.4.1 Promote 5S campaign
1) Communicate to all member at head office             

2) Award the winner of submitted application and promote to all employee            

4.5.1 Prepare proposal and related document of Big cleaning day activities 

4.5.2 Propose big cleaning day and discuss with 5S com. 

4.5.3 Propose big cleaning day to GM of QSG 

4.5.4 Prepare reward for winner of  5S activites 

4.5.5 Communicate big cleaning day activities to all related
1) Draft communicated email 

2) Inform to target members 

4.5.6 Draft speech for president and propose to GM of QSG 

4.5.7 Implement Big cleaning activities (12 Jun)
1) Remind to target members about big cleaning day 

2) Open big cleaning day 

3) Visit each floor to observe Big cleaning activities and award the prize to winner 

4) Closing big cleaning day 

4.6.1 Establish critiria to evaluate 5S activities 

4.6.2 Communicate to 5S Committee 

4.6.3 Summarize the result of 5S evaluation 

4.6.4 Prepare 5s evaluation report 

4.7.1 Prepare request nominated committee letter 

4.7.2 Collect nominate committee & prepare 5S com. appointment letter   

4.7.3 Announce 5S com. 

4.8.1 Select company and prepare visiting letter for field trip 5S activities 

4.8.2 Submit official letter for visiting 

4.8.3 Confirm visit date with 5S com. 

4.8.4 Arrange any necessary traveling and food for 5 S com.     

4.8.5 Visit company who won 5S award (waiting confirm)
5.1.1 Submit additional information for accident reporting form or transport accident information form to response manger when be informed there are cargoes damage more than 

10,000 USD or suspension of transactions with key customer /business licenses. Exclude safety accident


5.1.2 Collect and Review information of additional information for accident reporting form or transport accident information form if there are incomplete information, Inform response 
manger to update necessary informtion to QMS team



5.1.4 Fill the initial report and upload into Accident Disclosure System(ADS) 

5.1.5 Update information including investigation and countermeasure report into ADS by 6 hours after submit the initial report
5.1.6 Update information when there are any actions were been done into ADS (follow CAR/PAR item 1.4.4)
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