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POLICY STATEMENT/H 5% 5 Bf

All private belongings have to be recorded accordingly.
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PURPOSE/ H [

To ensure that private belonging is properly control and check.
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PROCEDURES/F2]F

1. Properties belonging to private organization or groups that had been are brought into the hotel and
subsequently taken out, shall be governed by the “Delivery and Removal Certificate”. Such
properties include:
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a) Items brought into the hotel by exhibitors./ 213 A & & 7 BEI L5 Y0 i
b) Tools, equipments and materials of contractors./{ )5 ARG R ) T B #%%. #E
c) Musical Instruments./ R 28

2. Delivery and Removal Form shall be issued in duplicate. They must be issued by the Security Officer
at the staff entrance.
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3. One copy is handed to the person bringing the items in and this same copy must be submitted to the
Security for checking when the same items are subsequently taken out. The Security Officer or
Security Personnel checking the item IN will sign, time and date accordingly in the column provided
for CHECKING IN and the Security Officer or Security Personnel checking the items OUT will sign,
time and date in the column provided for CHECKING OUT. The original copy will, after checking out
the retained by Security for matching with the duplicate copy in the book. Any discrepancy should
be immediately investigated.
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4. In checking private properties prior to the issue of the Delivery and Removal Certificate, the Security
Officer or Security Personnel must ensure that no prohibited goods are included in the items.
Prohibited goods are:-
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a) Firearms and offensive weapons.
M AN B P aGEs
b) Drug and poisons.
BN FIEEZY .
c) Fruits with strong odor, example Durians.
AR VIR IIK R
d) Gambling implements.
W T
DELIVERY AND REMOVAL FORM/ZZ fi{ 3£ 75 B4
Name of Organization:/ZH 2%
Address: Tel. No.:
Series Description/ﬁEEﬁ Quantity Remarks
R e &I

Delivered by:/ K& N

Name:/1tk 4

IC. No.: B /il 5 -

Security Check-in:/fPRZ 3 &3t

Name:/1tk 4

Signature and time & date:

244 H AT 18]

Removed by:/ & FH#EVE A -

Name:/1tk 4%

IC. No.:/ Sk 5

Security Check-out:/ PR 2z A 25 25

Name:/1tk 4

Signature and time & date:
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