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BANQUET REGULATIONS

Terms and Conditions for
Delivery, Set-up and Removal of Equipment and Other Articles

The Hotel reserves the right to order the suspension or termination of any delivery,

set-up and removal work of equipment and other articles in the event of non-compliance with the rules outlined below.

Advance consultation

- Before deciding on the layout of the exhibition venue, you are required to discuss your plan
in detail with the Hotel representative in accordance with the laws and ordinances
governing exhibitions (This must be done at least 30 days prior to the scheduled event)

« The event host is requested to submit layout drawings (and interior elevation drawings, if
applicable), an electrical wiring plan, drawings for disaster prevention planning and
drawings for makeshift structural planning to the Hotel's representative at least ten days
before onsite work begins. To plan for a makeshift structural set-up and the set-up of the
venue, you need to consult with the Hotel’s technical staff when you submit your drawings.
The event host is requested to fill out the form prescribed by the Hotel with the name of the
contractor you have placed in charge of on-site work at the Hotel and his or her emergency
contact number, the name of the freight company, the type and number of vehicles used for
delivery and removal, the name of the company responsible for set-up, the number of staff
engaged in onsite work, and the number of staff engaged in all-nighters (including those
who stay on the premises overnight) and submit it to the Hotel’s representative at least
seven days before the scheduled delivery, set-up and removal.

« Information regarding signboards and other signs to be placed in the banquet hall area
(e.g., exact placement locations, timeframe, dimensions, information written on the signs)
must be communicated to the Hotel’s representative in advance. Signboards and signs are
strictly prohibited outside of the banquet hall area. The Hotel reserves the right to remove
any signs that have not been approved by the Hotel.

- Set-up for and operation of permanent lighting fixtures and sound equipment will be
carried out by the Hotel.

Laws and ordinances governing events and functions

+ Flame and smoke retardant material must be used for all decorations placed in the event
venue.

(Fire Service Act Article 8-3 and Order for Enforcement of the Fire Service Act Article 4-3)

- Hazardous objects may not be brought in, and smoking and the use of open flames are
prohibited in the venue. (Ordinance on Fire Prevention Article 23)

- Fire extinguishers and other equipment, facilities and signs for fire prevention, fire
extinguishment, emergency evacuation and alarm systems, may not be covered, blocked or
moved under any circumstances.

« The Hotel may be required to file certain notices with the fire department as needed. They
may include the Notice of Commencement of (Temporary) Building Usage (Boka Taishobutsu
Shiyou Kaishi Todoke), Fire Prevention Plans for Events (Moyooshimono Kaisaichuu no Shobo
Keikaku) and Requests for Approval for Temporary Lifting of Bans on Prohibited Activities
(Kinshi Koui no Kaijo Shonin Shinseisho). The preparation of such documents requires you to
submit certain information upon consultation with the representative of the Hotel.

Terms and conditions for delivery/set-up/removal work

1. Work environments

« The Hotel is in full operation while you carry out your delivery and removal. Make sure to
carry out your work in such a way as not to disturb Hotel guests.

« The Hotel reserves the right to order an immediate termination of your work if it receives
any complaint against you relating to noises, odors, vibrations or parking violations. Please
be thoughtful of others.

« Smoke detectors/alarms and sprinklers are in operation at all times. They may be activated
by dust and other small particles that your work may scatter around in the air.

« Please be aware that certain points along the transporting routes are equipped with smoke
barriers that are hung from the ceiling.

- Work performed solely based on one’s own judgment can easily lead to accidents and
complaints. You are required to carry out your work in accordance with the instructions of
the Hotel supervisor in charge of the venue.

- All persons engaged in or involved in your work must use the employee entrance on the
first floor. Please refrain from using any other entrances.

« In the event that any of the facilities, fixtures or furnishings of the Hotel are damaged or
lost, the Hotel will, pursuant to the banquet terms and conditions, ask you to repair
damaged goods promptly to the Hotel’s specifications. Alternatively, the Hotel may seek
damages.

« If any furnishings or fixtures of the Hotel (e.g., partitions, pianos) obstruct your delivery
and/or set-up, the Hotel will require you to carry out such tasks in the presence of the
Hotel’s supervisor.

* You are liable for any damage to a third party caused by your willful acts or negligence.

2. Entry and exit procedures

- The person responsible for transporting equipment in and out of the Hotel is required to
submit, to the Hotel, a work notice in the format prescribed by the Hotel at least seven days
before scheduled work. The Hotel, after receipt of the notice, will make a duplicate copy
which will be returned to the said person.

« On the day of work, please bring the duplicate copy of the work notice to the equipment
control room located on Basement Level 2 and receive armbands. The armbands must be
returned when exiting the premises.

- The Hotel is in operation as usual while your work is being carried out. Therefore, please
refrain from using any routes other than those designated by the Hotel for delivery and
removal and from entering any areas you are not authorized to by the Hotel.

3. Loading/unloading area and parking space

« The largest vehicle that can be accommodated by the Hotel for delivery and removal is a
“2-ton wide long body” (approx. 6.0 meters (L) x 2.1 meters (W)). The maximum height is 2.9
meters.

- Loading and unloading must be performed together by at least two persons in the
designated area. The vehicle must leave the area promptly after the work is completed.

« Up to two vehicles are allowed in the loading/unloading area at any one time. There is no

parking space in or near the loading/unloading area. If a parking space is required, please
use the parking garage of the Hotel.

« The loading/unloading area is a shared space. Please adhere to the schedule.

« If unauthorized parking outside of the timeframe allotted for your delivery and removal is
discovered, the Hotel will charge an appropriate parking charge.

« For safety reasons, no two-wheel vehicles (motorcycles, scooters, bikes and all other types)
may be parked in the parking garage. Please use cars or public transportation instead.
*Please direct any inquiries regarding the handling of parking tickets for the service
vehicles used for delivery/set-up/removal to the Hotel representative.

4. Protection and cleaning

« Prior to commencing work, please place protective sheets onto the interior surfaces of the
elevator, passageways, doors to the venue and floors in the venue without fail.

« All service equipment must be placed on protective sheets.

« Protective sheets must be removed and the area cleaned after all work is completed. Please
ask the Hotel staff for a sign-off inspection.

5. Elevators
- Freight elevators are used by the Hotel for many purposes. Please advise the Hotel in
advance should you require the exclusive use of an elevator.
* The HS-1 in the Backyard is the only elevator you are permitted to use.
« The elevator car size is given below. Please study the dimensions to ensure trouble-free
delivery and removal.
Door: 1.0 meter (W) x 2.1 meters (H)
Inner dimensions of the car: 1.8 meters (W) x 2.9 meters (H) x 1.9 meters (D)

6. Water

- You need to ask the Hotel in advance regarding the use of water. When using water, please
follow the instructions of the Hotel staff.

« Access to the kitchen of the Hotel is not granted due to sanitation requirements.

« All drained liquid resulting from on-site work must be taken outside of the Hotel. It is your
responsibility to properly dispose of such liquid.

7. Smoking area, restroom, rest lounge

« The Hotel does not provide a smoking area or a rest lounge for the staff engaged in on-site
work.

- The staff engaged in on-site work must use the restroom on Basement Level 2 in the
Backyard.

8. Set-up

+ A paneled stage and the like must be so set up that at least 20 centimeters of clearance is
available between the stage and the walls/adjacent facilities, in addition to at least 70
centimeters of clearance below the ceiling surface/facilities in the banquet hall area. Please
also note that emergency exits may not be blocked.

+ Emergency exit signs must be visible at all times. You may not block the visibility as a result
of the set-up.

+ No nails may be hammered onto the floor, walls or ceilings.

You must discuss the method of supporting structures in advance with the Hotel’s technical

staff.

« Cords and lines must be covered.

« Cables and other wiring laid down on the floor should not be made of strong materials that
could cause damage to the facilities, equipment, interiors and carpets.

« Please relay the size and placement locations of signage, banners and drop curtains before
bringing them in.

« Please plan your set-up so that the assembly, painting and wall-covering work done on the
premises is minimal.

+ Large equipment and articles may need to be broken down into smaller pieces before
delivery to ensure smooth moving.

« Lighting fixtures and art objects that belong to the Hotel may not be removed or altered.
* Please note that additional restrictions may be imposed by the fire department.

9. Sound and lighting systems

* You must hold a pre-consultation with the Hotel’s technical staff should you wish to bring in
your own sound or lighting equipment or have a party you have directly contracted set up
such equipment for your sound and lighting requirements.

- Please review the voltage capacity of the power plugs within the venue and use residual
current devices (plug-in type) when using electric plugs.

+ Contact the venue representative of the Hotel for information on voltage.

- If any of the equipment of the Hotel (e.g., ceiling battens) are used for your set-up and
removal, the technical staff of the Hotel must be present when such work is carried out.

- Should you wish to bring in radiofrequency equipment, the Hotel will need to know the
frequency range in advance.

* The use of materials such as gun powder for special effects is prohibited.

10. Valuables

+ The Hotel accepts no responsibility for valuables and articles on exhibit. It is the
responsibility of the customer and the host to engage a security firm for the safeguarding of
valuables.

11. Miscellaneous

- Under all circumstances, work must be carried out with the utmost priority placed on safety
for customers, staff engaged in delivery/set-up/removal and the staff of the Hotel.

« Any irregularities or accidents must be reported immediately to the Hotel staff.

+ The property of the Hotel, including furnishings, may not be removed from the premises.

« All work must be performed only in the area designated by the Hotel in advance, and no
equipment or other articles may be left outside of this area.

- No alcohol may be consumed during work. No drugs may be used on the premises.

- All boxes and other waste generated in the course of work must be removed.

+ Never lean on walls or rest any articles against walls while photographing or setting up.
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