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ICONFIDENTIAL|
Application Form for Promotion Venue at The Wai

Name of Applicant /
Company

English (Block Letters) Chinese
Contact Person (Title) : ( )
Contact No. : (TEL) (FAX)
Email address
Correspondence
Address
Name of Event

English (Block Letters) Chinese
Sponsor (if any)
Event Date(s) Applied : From To
Event Time - From (AM/PM)  To (AM/PM)
Venue Applied - [0 L2 —Kiosk 12 [J L3 -Kiosk 6
(Please y as [J L4 — Kiosk 9 [J L5 — Kiosk 5
appropriate) (] L5 — Kiosk 4

Items submitted with the Application Form:
O Business registration certificate
O Proposal of the event / exhibition
- Program rundown (events/ happenings)
- Floor plan layout
- Full listing of display materials
- Merchandise list (if any)
- Pastreference (floor plan / photos / proposal)

O Proof attached for application and sign with relevant department chop (government and non-profit making
organization only)
Relevant IRD document / copy of certificate / proof attached for application of rental reduction (for non-profit
making / charity organization only)

Py Personal Information Collection Statement

IREFEE ALY (E ARG R R R PR » H T AR S B AV B 50 B A% B B (75 5 HThe personal t_Jata you provide will be used fc_)r thg purpose of_ processing the purpose relgt_ing to the]
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S A ROk > St B it 3R 3 DA R RS BRSO R OB A - /1%4#% 7 T forovide will be kept confidential and will not be transferred to any other parties unless such parties are|
i 4 T B (R R DR o (R TSR A B B i IE R A ) - (] 2 feuthorized by law to request the information or are otherwise relevant and necessary for the purposes
B TE (Al SR ES IE T (R%5 |, TR D B R - R S (8 A tated above to handle the personal data you provide. You have the right to request access to and
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“confidential” (Address: MTR Headquarters Building, Telford Plaza, Kowloon Bay, Hong Kong orf
lemail: PDPO@mtr.com.hk).
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CONDITIONS FOR USE OF THE VENUE AT THE WAI

1. A detailed proposal about the format, purpose, content of the event / exhibition, all display materials,
and below documents are required to submit for approval.
I. Programme rundown
ii.  Valid insurance certificate (refer to item no. 18)
iii. 3D layout and the floor plan with the route for the materials transportation to the venue.
iv. Technical drawing of the floor plan with calculation and endorsed by Registered Structural
Engineer (*submit as required by relevant government departments and or MTR when necessary)
v. Installation and dismantle method statement must be according to item iii. of the above
vi. Risk assessment report signed by Registered Safety Officer and signed with company chopped
by applicant. A valid certificate copy of Registered Safety Officer shall also be provided.
vii. Surveyor report signed by Registered Structural Engineer (*submit as required by relevant government
departments and or MTR when necessary)
viii. WR1
ix. FS 251(For Fire Extinguisher and Flame Proofing Solution Treatment)
Item i-vi must be submitted for approval at least 8 weeks prior to the commencement of event.
Item vii-ix must be submitted once the installation is completed.

2. The exhibitor shall obtain proper licence (permit from relevant authorise and provide a copy of such
licence (i.e. TPPE licence) permit to The Wai Management Office.

3. Floor plan and layout should include elevations of each component and dimensions, i.e. height, depth and
width.

4. If the event / exhibition had been carried out at other shopping centre before, past reference (floor plan
and photos) should be sent to The Wai Management Office for consideration.

5. Completed application form and relevant documents should be sent to: The Wai Management Office, L5
The Wai, 18 Che Kung Miu Rd, Tai Wai, New Territories, Hong Kong or via fax 2724 9802.

6. Hanging of balloons, banners, hand writing messages and printed matters are prohibited within the
venues.

7. Distribution of leaflets / flyers / pamphlets / brochures / hydrogen balloon / collection of shopper’s
information or recruitment in any format are not allowed within the venues and in the shopping mall.

8.  The fitting-out contractor has to supervise his employees properly and to provide sufficient insurance
coverage for his employees.

9.  All the set-ups must not exceed 8 feet inheight. The height of exhibits is subject to the final approval by
the management office.

10. Rug in appropriate size must be placed over the exhibition area. All wires are required to set under the
rug or set within the air duct.

11. Appropriate warning signage must be prepared and ready on site to indicate and caution againstpotential
hazards, obstacles and dangerous conditions that require special attention. Other necessary protective
devices are also needed to prevent objects that could inflict possible injuries on passer-by.

12. As requested by “Director of Electrical and Mechanical Service”, the applicant must follow:

i.  Employ only Registered Electrical Contractors and Registered Electrical Workers to carry out
work on fixed electrical installations;

ii. Request the Registered Electrical Contractor and Registered Electrical Worker to submit a Work
Completion Certificate (Form WR1) on completion of a fixed electrical installation (i.e. after
installation and testing);
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13.

14.

15.

16.

17.

18.

19.

20.

ii.  All cables should be properly fixed and protected to prevent electrical danger and physical hazards,
such as physical damage to cables, without proper protections or tripping of visitors by protruding
socket outlet covers or cables loosely lying within or around the counters. Proper electrical earthing
and equip-potential bonding, as well as earth leakage protection, should be provided to the fixed
electrical installations;

iv. If extension units are used, please ensure that the plugs, socket and flexible cord comply with BS
1363 Part 1, BS 1363 Part 2, and BS 6500 / IEC 60227 respectively. In addition, the extension units
should be properly protected and placed;

v. If temporary lightings are required, please ensure that the luminaries comply with the requirements
of IEC 601598 — 1 and are issued with Certificate of Safety Compliance.

vi. If Miniature Circuit Breaker (MCB) is used, proper warning signage is required to be taped
noticeably on it to warn against danger and ensure only Registered Electrical Workers is permitted
to handle it.

vii. Proper warning notices together with appropriate barriers/guards, where required, should be placed
in prominent and suitable locations to alert the visitors and operations from getting access to the
extension units and socket outlets.

All workers on-site should have the Construction Industry Safety Training Certificate (Green Card), wear

safety helmet (with “Y” chin strap), safety shoes, reflective vest and the work permit issued from The

Wai Management Office. No worker can work on the site without the green card, safety helmet (with “Y”’

chin strap), safety shoes & work permit. The Wai Management Office reserves the right to forbid such

person to enter the mall whenever deemed necessary.

Number of working staffs should be restricted to L2 — Kiosk 12: 12 people, L3 — Kiosk 6: 2 people, L4 —

Kiosk 9: 6 people, L5 — Kiosk 5: 4 people and L5 — Kiosk 4: 2 people.

Charity organizations and non-profit making organizations must provide valid proof to The Wai

Management Office if special discount on the rental charges is requested.

The Wai Management Office has the final right and discretion to reject any application, to alter the

booking schedule or re-allocate the booked exhibition venue if circumstance warrants so. In case of

the Exhibitor not satisfying with the new arrangement, the licence fee can be refunded but without interest

and compensation.

All payment and deposit should be settled by cheques upon receiving the confirmation letter from The

Wai and signing of the acceptance letter. The cheques should be sent to The WaiManagement

Office. Any withdrawal of application will not be refunded.

All applicants are required to take “Public Liability Insurance” in respect of the event covering the whole

of the term. Such insurance shall provide indemnity to both the exhibitor and to MTR Corporation

Limited against any public liability up to an amount of HK$6 million in any one incident.

All applicants are required to arrange a safety supervisor and security guard to supervise the installation

and dismantle works to ensure all workers on site comply with all the safety guidelines. A security guard

for non-opening hours of the event/ exhibition. The requirements for the number and working hours of

Safety Supervisor and Security Guard will be subject to actual event.

All applicants are responsible for the hygiene of the exhibition venue and are required to employ cleaning

services daily after the closing of the exhibition.
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21. All applicants are required to arrange a fire extinguisher on site that meet the requirements of Fire Service
(Installation and Equipment) Regulations, and a first aid kit that comply with the regulatory compliance.

22. The Wai Management Office is not responsible for the security and storage of any displayed materials or
exhibits.

23. All of the displayed materials and exhibits cannot be covered by any cloth before, during and after the
exhibition.

24. All users are responsible for refuse disposal.

25. Prior written approval must be obtained for use of any public address system at The Wai.

26. All applicants must comply with the Rules and Regulations for fitting-out/Decoration work at The Wai.

I, company/organization name , Submit our application with

understanding of all the above points and agree to fulfil all the requirements from The Wai Management

Office.

Signature & Company’s chop Date

4

The Wai Management Office BHEER

Level 5, The Wai, 18 Che Kung Miu Rd, EBMARNEEAIKLS RE S HIE

Tai Wai, New Territories, Hong Kong. B3 (852) 2567 9766 {H X (852) 2724 9802 2025 Version

Tel (852) 2567 9766 Fax (852) 2724 9802


http://www.mtr.com.hk/

MTR Corporation Limited

BB R A 3 MTR

www.mtr.com.hk

RULES FOR FITTING-OUT / DECORATION WORK AT THE WAI

I/We*, the undersigned, agree to fit-out (venue) according to The Wai’s Fitting-out
guidelines, the plans approved by MTR Corporation Limited and the following rules and any future rules:

1)  No works shall be carried out without the prior approval(s) from MTR Corporation Limited and the
relevant Government Authorities, if required.

2)  Fitting-out contractor should submit the detailed contact list of their on-site exhibition in-charge and
workers (including mobile and pager number) to The Wai Management Office before commencement
of the fitting-out work.

3) All workers on site should possess the Construction Industry Safety Training Certificate (Green Card)
and the work permit issued by Security Control Room. No workers can work on the site without the
green card & work permit. The Wai Management Office reserves the right to forbid such person to enter
the mall whenever deemed necessary.

4)  All workers on site must wear the work permits issued by Security Control Room. Failing so, the
workers will be prohibited from working in the mall. They are also needing to comply with the rules on
the back side of the working permit.

5)  All workers on site must wear safety helmet (with “Y”” chin strap), reflective vest and safety shoes.

6) Use of all A-ladder must be prohibited during working at height. Platform ladder equipped with hand
rails, the height below 1.4m and 400mm (W) is replacement equipment.

7)  Working at height without safety harness or harness not secure to safety point shall be prohibited.

8) At 10:00a.m. every day, the on-site contractor in-charge should submit the full name list of the workers
(together with their HKID number and job category) to Security Control Room for record purpose.

9) The daily normal working hours for deliveries of inventories are 5:30a.m.-11:30a.m., 2:30p.m.-5:30p.m.
and 8:30p.m.-5:30a.m. (except 11:30a.m.-2:30p.m. & 5:30p.m.- 8:30p.m.); Prior approval must be
obtained from The Wai Management Office. Should the working hours be extended beyond the above
must get the approval from The Wai Management Office.

10) All noisy works should be done only from 8:00a.m. to 10:00a.m. (except Sunday and Public Holidays).
While any complaints on noisy works received during renovation works, The Wai Management
Office reserves the right to stop contractors of the shop from any proceeding noisy works immediately
without advance notice.

11) All odor works should be done after 11:00p.m. Prior approval from The Wai Management Officemust
be obtained 2 working days in advance.

12) The fitting-out contractor has to supervise his employees properly and to provide sufficient insurance
coverage for his employees.

13) The fitting-out contractor is responsible for indemnify for all damages caused to the public facilities of
the mall or any injuries to other people due to the acts of the contractors.

14) All fitting-out work must be confined within the rented exhibition venue and no common area, public
lavatories, store-rooms of the mall can be used for storage or workshop.

15) The dangerous / inflammable goods must be kept minimum and properly stored in the premises.

16) All trucks or vans (excluding private cars) can only be parked in the loading bay. Drivers and
workers must follow the general rules of the loading bay.

17) Unloading materials / equipment should be done within the designated loading bay and the workers
must comply with the rules and regulations of the loading bay. Not to store decoration material or
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18)
19)
20)

21)

22)

23)

24)

debris etc. within the loading bay area.

The Wai Management Office, when necessary, shall specify the time and the route for the delivery of
fitting-out / decoration materials.

Fire extinguisher should be placed properly when hot works are required. All necessary precaution
should be done.

Fire hoses cannot be used for any purpose other than fire fighting. The fitting-out contractors are advised
to provide fire extinguishers within the venue during the fitting-out.

No addition, alteration or connection shall be made to the common service supply piping or ducting, the
fire sprinkler system and electrical main cables without prior approval from The Wai Management
Office.

The fitting-out contractor has to arrange the disposal of the decoration debris out of The Wai at his own
expense. Indiscriminate dumplings in the public area are strictly forbidden.

The fitting-out contractor has to ensure all his employees not to sleep or act in a disorderly manner in
any part within the shopping centre area. The Wai Management Office reserves the right to expel such
person from the mall whenever deemed necessary.

All fitting-out contractor has the responsibility on safety-keeping of his valuables and equipment. The
Wai Management Office is not responsible for any loss or liability.

Should you have any queries, please contact our management office or telephone at 2567 9766.

Name of Shop Tenant’s Contractor Name of Shop Tenant
Authorized Signature and Official Company Authorized Signature and Official Company
Chop of Fitting-out Contractor Chop of Shop Tenant

*(Signed in the presence of Shop Tenant)

Date Date

*Please delete whichever is not appropriate
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THE WAI L2 — Kiosk 12
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THE WAIL L4 — Kiosk9

. PSS
~ Shing Mun River

L4 — Kiosk 9 Approx. Size (1,000 sq.ft.)
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THE WAIL L5 — Kiosk 5

BP9
. Shing Mun River
L5 — Kiosk 5 Approx. Size (449 sq.ft.)
11
The Wai Management Office B A EER
Level 5, The Wai, 18 Che Kung Miu Rd, BEATRAKEELEKLS SRESAE
Tai Wai, New Territories, Hong Kong. EEE (852) 2567 9766 fEE (852) 2724 9802 2025 Version

Tel (852) 2567 9766 Fax (852) 2724 9802


http://www.mtr.com.hk/

MTR Corporation Limited

BB R A 9 MTR

www.mtr.com.hk

THE WAI L5 —Kiosk 4
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. Shing Mun River
L5 — Kiosk 4 Approx. Size (358 sq.ft.)
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