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Complaints Form / uuuwasuAsasisau

Division / Building
the 7 a1ms

Complaint Reference :
MNBRIATaeFuU

savills

P P ar [ & w I o P
AIUN 1 (wunnugsureaanuilugnsanltanngauil)
Complaint received by U Letter
EFuAsaaiTauing ARUNIE

U Others
B

PART 1 (To be completed by person receiving complaint)

a Telep-hone

MIANA

Q. Complaint / Suggestion Box or Book
anpATeaaFe / feAniiu vitandasuitaadou / fadeuiu

Q Clients' Meeting (BOC/AGM/EGM)

UszguiugnAn (nerunas / analiydszandl / Gandydseant)

 Fax

nsas

Complaint from / la5ufsasFeuain

Received by / winswuegiuaiaadeu

Name 3a

Name a

Address #ia]

Position shuua

Unit No. fies

Date 4uf

Tel tnednid

Signature anmdu

Complaint / Ar5asFeu

Action Taken / dauflafiladfin

Copy documents attached
uuUANuIAF G

Resolved
Avsufile

3 Yes

flanasuuy

O Yes

ulilals

d No

Lifanatsuuy

O No

uf il

Savills (Thailand) Limited

AAKNUIN A5-1
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savills

PART 2 (To be completed by Director)

AU 2 (guFuddruaanis)

. ‘ Date / fud
Complaint to be investigated Q Yes U No
ArasideuananslEfunnmanay AYAR LN luifieanmagay
Complaint investigated by Position
weuvunainmaaeuing ATUMLY

Reasons why no investigation / wauaihifasdinimmasey

Name / s Signature / asdu

PART 3 (To be completed by person responsible for investigating the complaint)

s <5 as el ar < -
HIUN 3 (@uFudnlaiunaunanalinsiasautiaia)
Date / 5un

Result of investigation / uanismmaaay

Date of Response to Complainant U Phone Q Letter
Fuhuagnin nedwi apuNAe
Name Signature

G Ay

PART 4 (Verified by Director)
faufi 4 (muﬂau‘iﬂﬂﬁéw‘mmi)
Date / #u#

Result of Verification / nanniniusau

Date of Response to Complainant 0 Phone A Letter
TunuRagnén ’ Tnadned RAUHE
Name / 32 , Signature / aedu

PART 5 (Acknowledged by Quality System Manager)
fut 5 (FunsunsiasBeulaeginmsdiessunamunm)
Date / uil

Comment / $auuziin

Name / 7e Signature / aeidu

AIANUIN A5-2
Savills (Thailand) Limited 20f2
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Title : CP

Status : | Issue 01/ Rev 00
Date : 24 Aug. 2012
Fire

1.0

Upon discovery of fire, the on-site building staff should:-

1.1

1.2,

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

Notify the Management Office immediately of the fire location and ask for
support, also raising the alarm. The Management Office should notify the
emergency services at the same time (if necessary).

Make use of the nearest fire fighting equipment to attempt to put off fire (if
safe to do so). Notify all occupants of the fire incident by activating the fire
alarm system (breaking glass and push alarm button).

If it is not safe to put out the fire or the situation is becoming critical, leave
the fire location immediately.

Offer assistance to the support team or firemen upon their arrival, point them
to the fire location.

Assist occupants for their rapid evacuation.

Man the main entrance of the building to prevent unauthorised access, until
police arrives to take-over the control.

Stop any person using the lifts during fire.

Assist to disperse the crowd of people outside the building who may obstruct
fire fighting operations.

Record the details of the incident and report to Management Office.
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1.0

Upon discovery of fire, the on-site building staff should:-

1.1

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

Notify the Management Office immediately of the fire location and ask for
support, also raising the alarm. The Management Office should notify the
emergency services at the same time (if necessary).

Make use of the nearest fire fighting equipment to attempt to put off fire (if
safe to do so). Notify all occupants of the fire incident by activating the fire
alarm system (breaking glass and push alarm button).

If it is not safe to put out the fire or the situation is becoming critical, leave
the fire location immediately.

Offer assistance to the support team or firemen upon their arrival, point them
to the fire location.

Assist occupants for their rapid evacuation.

Man the main entrance of the building to prevent unauthorised access, until
police arrives to take-over the control.

Stop any person using the lifts during fire.

Assist to disperse the crowd of people outside the building who may obstruct
fire fighting operations.

Record the details of the incident and report to Management Office.
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Plumbing / Flooding

1 Procedures for Plumbing and Flooding
1.1 Empty Tanks
1.1.1 If only the roof tank is empty, it is likely that the pump is malfunctioned. Notify the Technical Officer at the first opportunity for repair.

1.1.2  Notify occupants of the water suspension and that repair is in progress.

1.2 If the tank at the pump room is empty, it is likely that the problem originates from the water mains. Check if the water mains have been

turned off and if not call the water authority for emergency repair.

1.3 Overflowing of Tanks
1.3.1 ltis likely that the ball-cock is malfunctioned.

1.3.2  Switch to manual operation. Notify the Technical Officer at the first opportunity for repair.

1.4 Burst Pipes at Common Areas
1.4.1  Turn off the water taps or valves concerned.
1.4.2 If necessary, suspend lift operation and position all lift at the top floor to avoid damage by flooding.
1.4.3 Place sandbags (if any) by the lift doors and landings on the floor concerned to prevent water from flooding downward.

1.4.4  Notify Technical Officer at the first opportunity for repair.

1.5  Flooding at Individual Premises
1.5.1  Turn off the water tap to the premises concerned.
1.5.2  Place sandbags by the premises door entrance to prevent water from flooding out to damage the other units or lift and other common

areas.

1.5.3 Notify occupants to arrange for emergency repair.
1.5.4 Check if any premises from the floor below are affected, and report to the management office for necessary action.

1.5.5 Notify cleaners to clear water from affected areas.

1.6 Flooding from Outside the Building
1.6.1  Outside flood is the water from natural water sources which is usually the season such as the overflow of rivers or canals, heaving

raining. Building staff member should take the following actions:-

1.6.1.1 Provide dredging the culverts regularly for draining the water effectively.
1.6.1.2 Keep monitoring the weather forecast news for accessing the situation and acknowledge the occupants. Also, arrange the

consumer goods and appliances as well as necessary household medicine in case of long time flooding.

1.6.1.3 Arrange flooding protection equipments such as waterproof canvas, sandbags, and electric and gasoline water pumps.
1.6.1.4 If the water is likely to flood or enter into the building, sandbags or waterproof objects must be placed to block the water inlet

such as doors, drainages, and the control rooms.

1.6.1.5 Suspend lift operation and position all lift at the top floor to avoid damage by flooding.
1.6.1.6 Check the electricity leakage and shut off electricity in such area.
1.6.1.7 Prepare the Flooding Emergency Plan and co-ordinate with concerned departments in advance.

1.6.1.8 Regularly update the situation to the immediate supervisor.
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Earthquakes

1.0 Earthquakes vary in intensity from mild tremors to major movements that can cause
structural damage. Additional dangers are aftershocks which can occur hours or
even days later such as landslide and ground faults.

In response to an earthquake, building staff should take the following actions:

1.1 Staff should remain inside and where possible, advise all occupants to do
the same.
1.2 As earthquake tremors may dislodge plaster, glass and light fixtures, staff

should take cover underneath a desk, bench or couch, of in a structural
doorway or corner and away from windows.

1.3 Contact emergency services of assistance as soon as possible.
After the earthquake, staff should :

1.4 Turn off all gas mains, electricity and water mains. Prepare for possible
emergency evacuation.

1.5 Check for and report any fires or fire hazards, gas leaks or structural
damage.
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