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REGULATIONS OF EVENT SET-UP & TEAR-DOWN
AT ARIYANA CONVENTION CENTRE
QUY PINH CHUNG VE SET UP VA THAO D3 SU KIEN
TAI TRUNG TAM HOI NGHI QUOC TE ARIYANA

OBJECTIVES
MUC TIEU CHUNG:

e To ensure the rights and responsibilities of all parties.

DE& ddm bao quyén va nghia vu cla céac bén.

e To ensure a cooperative, mannerly and professional w orking environment.

DE& ddm bao mai trudng lam viéc van minh, lich su, chuyén nghiép.

e To preserve the properties and devices in all areas.

D€ bdo vé tai san va thiét bi trong céac khu vuc.

e To ensure security and safety in all areas used.

DE& ddm bdo an ninh, an toan tuyét déi cho ngudi va cla tai tat ca céac khu vuc

e Toensure the safety of infrastructure and requirements of fire-fighting and preventing
at the Ariyana Convention Centre

DE& dadm béo an toan cho co s ha tang va dap ung yéu cau phong chay chita chdy tai khu

hoi nghi

The Ariyana Convention Centre (ACC) Management request full compliance from all
contractors to be obliged to the following regulations.

Ban quan ly Trung tdm hdi nghi Quéc té Ariyana yéu cau cac nha thau tuan thd nghiém
ngat va tuyét déi cac quy dinh sau.

/. General Working Reqgqulations

Cac quy dinh chung vé lam viéc

All contractors must make a deposit of 20,000,000 VND in cash at the Furama Reception
before commencing work at the ACC. This refundable deposit is to guarantee timely
completion of work, responsibility with all work carried out and no damages caused to the
facilities of the ACC. The deposit will be returned to the contractor upon completion of
the event tear-down and ACC Management certifies that there is no damage or loss
towards the property caused by the contractors.
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Céc nha thau trudc khi vao thi céng tai ACC can dat coc 20,000,000VND bang tién mat
tai Lé tan Furama. Khoan tién dat coc nay nham dadm bdo moi céng tac dan dung dugc
thuc hién kip thdi, ky luat, trach nhiém dé tranh hu hong tdi tai san va trang thiét bi cla
Trung tadm hoéi nghi ACC. Khodn tién dat coc sé dugc hoan lai sau khi nha thau thdo d& va
BQL ACC xac nhan khéng cé thiét hai, mat mat nao gay ra bai nha thau.

List of registered devices must be presented to ACC ‘s security controller before
entering/leaving the Convention Centre.

Xuat trinh t&i nhan vién phu trach bao vé cda ACC danh sach dang ky thiét bi mang vao/ra
trung tdm héi nghi.

List of registered workers must be including ID number and team-leaders’ phone number
must be presented to ACC s security controller before entering/leaving the Convention
Centre.

Xuat trinh danh sach nhan cong vao phuc vu kém theo sé CMND va s6 dién thoai clia ngudi
chi huy.

Always wear the badge issued by security while inside the premises. A fee equivalent to
the badge value will be charged in case of loss: 50,000 VNB/badge

Mang thé cta bdo vé cap khi tham gia phuc vu tai ACC. Néu lam mat, nha thau sé dén bu
cho BQL ACC theo gid tri thé: 50,000 VND/thé

Any worker or contractor without the badge during working duration registered at the
ACC will be forced out of the premises immediately by ACC Security personnel.

Nhan céng, nha thau dugc cap thé nhung cé tinh khong deo thé trong qua trinh lam viéc
tai Trung tdm hoi nghi ACC sé bi lap bién ban va mdi ra khéi khu vuc Trung tam hdi nghi
ACC.

All contractors must complete an orientation prior to event move in, which includes the
familiarisation of the venue’s emergency procedures.

Céc nha thau sé dugc Nhan vién phu trach an ninh hudng dan vé céc quy dinh, dinh hudng,
bao gém céc phuong &n trong trudng hop khan cép.

Smoking and/or consuming alcohol is strictly prohibited in the ACC.

Khéng dugc hut thuéc va/hodc udng rugu bia trong khu vuc lam viéc.

Any religious activity during the construction period must be informed to the ACC
Management and could only be conducted at designated area allowed by the ACC
Management.

Céc hoat déng tén gido nhu thap huong, cung... phai théng qua BQL trung tdm hoi nghi
va chi dugc thuc hién & khu vuc ma BQL trung tdm hoi nghi cho phép.

Do not enter unauthorised areas.
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Khéng dudgc di vao khu vuc khéng c6 phan su.

Working over-time after 5.30 p.m must be allowed by the ACC Management.

Tang ca sau 17h30 phai dugc su cho phép clda BQL trung tam hdi nghi.

Do not cause any noise after 10 p.m until 8 a.m the day after.

Khéng dugc lam 6n sau 22h00 dém cho dén trudc 8h00 sang hom sau

Outdoor sound test must be conducted at a reasonable level determined by ACC
Management and should not exceed 7 p.m.

Viéc thr &m thanh d&i vdi cac su kién ngoai trdi khédng dugce dién ra qua 19h00 t&i va am
lugng phai dugc diéu chinh phu hgp tuan theo BQL ACC.

No parties including the Event Organiser are allowed to request or to add/reduce queue
lines, opening/locking any doors without the approval of the Security Controller in charge.

Khéng cé nhan nha thau nao ké ca Ban t8 chuiic dugc phép yéu cdu hoadc tuy thém / bét
céac dai phan luéng, ma hoac khda clra néu khong théng qua su cho phép clia B6 phan An
ninh ACC.

Working at height requires safety belts.
Céac hang muc trén cao phai c6 day dai an toan.

/1. Contractor dress-code:

Quy dinh vé trang phuc khi lamviéc:

The dress code for contractors is to be adhered to at all times.

Nha thau phai tuan thi quy dinh vé quan 4o khi lam viéc tai trung tdm hoi nghi vao moi thai
diém.

Working attire must be tidy. Contractors are not allowed to dress in shorts, sleeveless
shirts and must be fully clothed while working at the ACC.

Trang phuc khi lam viéc phai gon gang. Khéng chap nhan nha thau mac quan dui, 4o khong
hodc 3 tran khilam viéc tai Trung tdm hoi nghi ACC.

Make sure all shirts, jackets, vests, etc have a clearly identifiable company name and/or
logo.

Pam bdo trang phuc lam viéc phai c6 logo hodc tén cla don vi nha thiu, dé dang nhan
dang.

Shoes must be clean, fully enclosed; contractors must have specific protective footwear.
Giay cUa nha thau phai sach sé, kin mui; mang giay bdo hd khi thuc hién céng tac thi cong.
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y//A Contractor behaviours:

Quy tac ung xur:

Contractors are not allowed to gather and make noise.

Khong tu tap gay 6n ao.

Do not eat or drink in the event set-up area of the convention centre. Event contractors
are allowed to use the employee canteen for duty meals. Food waste must be properly
disposed at the designated area. The ACC Management will impose cleaning fee in case
of non-adherence: 500,000 VND/reminder.

Khéng an uéng bén trong khu vuc t& chiic su kién cla Trung tdm hdi nghi. Nha thau cé thé
dugc hudng dan téi khu vuc nha &n ndi bd cta Trung tdm dé dung bilra. Rac thai sau khi &n
can phai dugc bd tai noi quy dinh. BQL sé dp dung lap bién ban déi véi cac trudng hop
khéng tuan tha va ap dung phi don dep 500,000 VND/mai Ian nhac nha.

Offensive language, harassment and intimidating behaviours are strictly not permitted.
Should misconduct happens, contractors will be forced out of the premises immediately
by the ACC Security personnel.

Nghiém cadm sir dung ngén nglr kém van héa va/hodc co bi€u hién/hanh vi quay réi, de doa
tinh mang danh du ctia ngudi khac. Nha thau nao phat hién vi pham diéu trén sé bi lap bién
bdn va mdi ra khdi khu vuc thudc trung tam hoi nghi.

1V. Using electricity:

Vé viéc sur dung dién:

The ACC Engineering department is responsible and authorised for supplying electricity
according to the request of partners. It is not allowed to establish power connection
without the permission granted by an authorised Engineering personnel.

B& phan ky thuat cda Trung tdm hoi nghi ACC chiu trach nhiém cung cap nguén dién theo
yéu cau cua cac Nha té chuc su kién. Nha thdu khong dugc tu tién két néi vao ngudn dién
cla Trung tdm khi chua dugc su déng y clia chuyén vién Ky thuat.

Ensure that all equipment supplied by contractors must comply with power safety
standards, with protective devices and automatic electricity switcher.

Céc thiét bi dung dién clia nha cung cép khi dua vao s dung tai Trung tdm hoéi nghi phai
ddm bdo céc tiéu chuan vé an toan dién, cé thiét bi bdo vé va tu déng ngat dién.

Supply adequate information about the technical features of equipment (capacity,
required power voltage and/or any other remarks) before installing.
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Cung céap day du théng tin vé dac tinh ky thuat cda thiét bi (cong suat st dung, ngudn
dién yéu cau) trudc khi dua vao Iap dat.

Engineering personnel may refuse the installation of unsafe equipment and devices,
and/or if the contractor has not given full and correct information about such equipment
and devices upon registration with the ACC Security department.

B& phan Ky thuat clia Trung tam hdi nghi ACC cé quyén tu chéi két néi dién déi véi nhiing
thiét bi khéng ddm bdo an toan vé dién hodc néu nha thau khéng khai bdo day da, dang
théng tin vé céac thiét bi trén form dang ky véi B6 phan An ninh cda ACC.

V. Working on site:

Vé viéc thi cong tai Trung tam Hdi nghi:

1. Fire Safety

An toan Chdy né

Ensure fire safety in all areas within the ACC.

Dam bao an toan PCCC tai khu vuc lam viéc cling nhu toan khu vuc ACC.

Blocking of emergency exits or staircases is strictly prohibited.

Khéng dé tai san va/hoac thiét bi ngay 16i thoat hiém hodc chan cau thang.

Ensure use of fire proof decorations and displays.

Dam bdo céc vat dung trung bay trang tri phai 1a vat liéu khéng bat IUa

Use of any gas/ air/ flammable substance containers must be checked and approved by
ACC Management.

Céc hang muc binh gas, chéat khi, chat dé chady né... mang vao phai dugc kiém tra va phé
duyét bdi BQL trudc khi dua vao st dung.

Use of flammable devices such as flare/smoke makers which may trigger the signal of the
fire- alarm system requires approval from ACC Management.

Céc hang muc phdo sang, mdy phun khoi... cé thé gay chdy, tao khoi dnh hudng dén tin
hiéu dau bdo chay phai dugc phé duyét bai BQL.

In case Event Organiser requests for temporary deactivation of fire system siren in order
for the show not to be disrupted by the use of special effects, a written request with
commitment of responsibility shall be submitted to the ACC Management for perusal and
approval.

Trong trudng hap Nha té chic su kién yéu cau BQL trung tdm héi nghi ACC ngét chudng
béo chdy dé si dung céc hiéu ing dac biét nhu khéi gid, phao sang thi ngudi dai dién cla
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Nha t6 chuc su kién can phai ndp don xin phép va ky cam két chiu trach nhiém vaéi BQL
trung tam héi nghi (BQL cé quyén tu chéi hoac déng y tuy theo tinh hinh).

2. Ensure the aesthetic and preservation of the facilities:
Pam bao my quan va co sé vat chat cta trung tam hdi nghi:
Carts with hard wheels are not permitted on any surfaces within the ACC. All wheels must
have rubber lining.
Xe day v&i banh xe cing khéng dugc s dung trén bé méat tham. Moi loai xe day phai co
banh xe cao su khi sir dung dé chuyén chd dé dung tai Trung tam héi nghi ACC.
Any construction that may cause unsanitary must be covered by canvas or tarpaulin.
Cac van dé lién quan dén thi céng gdy mat vé sinh phai cé bat 16t hay che day.
To ensure the Convention Centre’s aesthetic and cleanliness, the ACC management does
not allow heavy-duty mechanic work conducted within the premises. The management
only allows setting up of structures after heavy-duty construction has already been
completed. No paint spraying or polishing is allowed inside the premises.
DE& ddm bao my quan va vé sinh khu hdi nghi, BQL ACC khéng cho phép thi cong son, cha
nham, gia cdng co khi (han, cat) bén trong tda nha cua khu Héi nghi. BQL chi chadp nhan
cdac coéng tac lap rap va dan dung khi phan thi céng co ban da dugc thuc hién tai bén ngoai.
The event contractors must have preventive measures to avoid damages to the facilities
of the ACC (including indoor and outdoor floors, carpet, wall, ceiling, stages) during the
process of set-up and tear-down. Suggested measures may include:
Nha cung cap hodc daon vi thi céng phai cé cac bién phap ngén nglra cac thiét hai cho khu
héi nghi (bao gébm san, tham, nén, trén, tudng, v.v...) trong qua trinh |ap rédp hoac set up
thiét bi, bang cac bién phap sau:
- Use protective carpets, wooden pallets prior to setting-up equipment or structures on
any surfaces of the function room, ballrooms and other function areas.
Phai sir dung céc vat liéu nhu thdm, bat, van |6t dé bao vé san va tham cla Trung tdm
H&i nghi.
- Do not use glue or corrosive cleaners on the floors, carpets and walls.
Khéng dung keo hodc céc vat dung cé tinh chat tay rira an mon trén san, tham va tudng.
- No hanging or installing structures directly on the walls or ceilings are allowed.
Khéng dugc treo hay 13p dat 1én bé méat tudng clha Trung tdm hdi nghi ACC.
- All planting, fountains, etc should have water-proof materials underneath.
Khi thi cong cdc hang muc cay, thac nudc... trong nha phai sir dung céac I6p bdo vé
chéng tham nudc bén dudi
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For any damages caused toward the property, ACC Management will require the
contractors to restore to original state; otherwise the ACC Management has the right to
immediately subtract such costs from the depo sit made by contractor. If amount exceeds
the contractor’s deposit amount, the management will reserve the right to retain the
contractor’s equipment until the total damage costs are paid by the contractor to the
ACC.

Néu nha thau gay ra hu hdng cho trang thiét bi, tai sdn cldia Trung tdm hoi nghi ACC thi
BQL ACC sé yéu cau nha thau khdc phuc hu hdng dé tra lai nguyén trang cho tai san va
trang thiét bi; néu viéc nay khéng thuc hién dugc thi BQL ACC sé tu dong tri chi phi sta
chira hodc thay thé tai sén, trang thiét bi bi hu hdng vao tién dat coc clia Nha thau. Trong
trudng hop chi phi khac phuc slra chira trang thiét bi va tai san vuot qua gia tri dat coc cua
nha thau, BQL ACC c6 quyén gil lai cac trang thiét bi cla nha thau cho téi khi téng chi phi
thiét hai gay ra bdi nha thau dugc thanh toan day du.

Upon event completion, all installations must be dismantled and the event space must be
handed over to the ACC Management by the date and time agreed on the contract for
continuous business. Any delay towards the event space hand over resulting from but
not limited the clearing of debris left-over by the contractors, which may affect the ACC
sales activities will incur cleaning fee which will be automatically deducted from the
deposit and may also incur venue rental charge towards the Event Organiser.

Céc hang muc do nha thau mang vao phuc vu phai dugc thao gd va tra lai hién trang dung
theo ti€n dd dugc cam két trong hop déng dé BQL ACC tiép tuc phuc vu kinh doanh. Néu
viéc thdo g& cham tré gay anh hudng dén kinh doanh cla ACC, bao gém ca viéc BQL di
dgi cac thiét bi, vat dung, trang tri con sét lai clia nha thau, sé gay phat sinh chi phi thué
mé&t bang.

ACC Management will not be responsible for treating the debris from the events.
Treatment of such waste will incur additional charge and will be deducted automatically
from the deposit.

BQL ACC khéng chiu trach nhiém x{ ly rac thai ti su kién cla céc nha thau. Trong trudng
hop nha thau dé lai rac, chi phi x ly rdc sé dugc can trir vao khoan dat coc cua cac nha
thau.

ACC Management can reject any work item that may cause damages to ACC unless the
contractors can provide the optimal solution for ACC property assurance before and after
operation.

BQL cé quyén tu chéi cac hang muc thi cong anh hudng dén viéc hu héng tai ACC va phia
déi tac phai dua ra phuong an t6t nhat nham dadm bao tai sdn chu quan trudc va sau khi
van hanh.

The facility accepts no responsibility for loss or damage of equipment left unsecured in
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the Convention Centre.

Céc nha thau tu trach nhiém vé tai san va thiét bi cia minh tai khu vuc lam viéc bao gém

moi that lac, mat mat, hu hdéng.

Prepared by

(signed)

Tran Gia Ngoc Phuong
Ariyana Convention Centre Manager

Last updated: 24/02/2019

Approved by

(signed)

Matthias Wiesnann
General Manager
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