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INTERCONTINENTAL

BANGKOK SUKHUMVIT

HOTEL REGULATIONS

To help ensure a safe and comfortable stay for our guests, the Hotel has developed a set of
Regulations, based on the Terms and Conditions of the Hotel. All guests are asked to follow these
Regulations. The Hotel reserves the right to refuse to allow any guest who fails to observe the
Regulations to stay at the Hotel or use its facilities. Please note that the Hotel reserves the right to
take other action as required.

1. Please ensure that you show a valid identification at the Front Desk upon check in. (ID Card for
Thai Residents)
2. The following items are prohibited in the guest rooms: any weapons, toxic or flammable items.
3.  You are not allowed to bring pets (aside to guide dogs) and many types of foods into the hotel
(please check with our reception team for a certain item).
4. ltis prohibited to gamble and use drugs in the hotel. Guests will be held fully responsible for
any violations of the Viethamese Law.
5. ltis prohibited to cook or smoke in any guest room are committed to providing a smoking-free
environment in nonsmoking guestrooms and public spaces. Our hotel enforces a strict non-smoking
policy and also certain foods are forbidden to be eaten in our guest rooms and within the hotel.
Please note that mandatory fines THB 5,000 are imposed for any breaches of these regulations.
6. Guests are responsible for any damage to hotel facilities.
7. Your valuables such as jewelry, money and personal electronic equipment must be kept in the
safety box provided in the room or deposited at the Front Desk. The hotel will not be responsible for
any loss if guests do not follow this regulation.
8. Hotel will be responsable for any loss or damage to the property of the Hotel’s guests in the
event of the following:

1.1)  Such loss or damage occurred in the hotel.

1.2)  Such loss or damage property as referred to in 1.1) are money, gold, notes, bills,
jewelry, or other valuables. InterContinental Bangkok Sukhumvit's responsibility for
the loss or damage to the property referred to above shall be limited to Baht 5,000.
Unless the guest has deposited and clearly stated the value of his/her property to the
Hotel.

9.  Hotel reserves the right not be responsable for such loss or damage if caused by:
1.3) Force majeure.
1.4)  The nature of the property, or
1.5)  The fault of the guest, guest’s attendants or a person whom he/she has received or
invited in.

10. For security reasons please do not change your room or relocate any personal belongings in the
hotel without informing the Front Desk.

11. In case of fire please remain calm and take the nearest stairs to the emergency exit. Please do
not use the elevators.

12. Our check-in time is from 15:00 hrs. and the check-out time is at 12:00 hrs.
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(IR AT N A N

DESCRIPTION Morning Shift Afternaon Shift Night Shift Remark
Nopmal [ Abnormal Normal  [Abnormal Normal  |Abnormal
H 7 e -
Roof Tank M - -
L -~ . f
CDU Roof Top /i i
Elevator Room < . P i
Air 1+4 i pd i
AR 243 — v’
Bootster Pump Room pra £ A
Hotwater Room (tank 1) é? Y < < L{’ﬁ c c' FL.FQ c ¢
{tank2) 60 4 E < ¢l 5he ¢ c
No.1 Sipar0 S
Poal purnp reom (salt cell} No.2 'bifdé Bdicth
Nod |“hadd 270
No.1 - [l
Pool pump o.2 z 2
cL 15 .55 i.&
T A At 19
It room v Vs v
Canteen room 7 I [%s
Linen shoot // v N
Gennaretor / / 14 P
AR 1/1 -~ ! v
AR 1/2 . ) ~
AR 2/1 i 7 -
AR 2/2., - -
Qif Gannaretor \AT) 15t U omD 1 L 95 L
COU Floor 12 V4 7 v
Pe AHU Floor 12 o, £ i
Chi 7 S v,
sound system E:; ? ;/ 5’:
Ch-4 s / v
Power | NS N [
nLNE | 26 Af A
GAS LRack | Jgo Jee =4
R Rack [44] §o Fo
Templc) | K7 2 b?
Joclky Al I H
Fire Pump ELectric | 4 /7 A
Engine ) & B
il Fire pump GG /70 & | &30 L L BEF L L
H v 7 v
Under ground Tank M —~ ' -
L - -
No.1 A J2] /4
Transfer pump(Run) No.2 e A A
No.3 L] 7, A
N £ A
ear2 [ A4 o a
Ea-1 | A 2] A
AEF1 [ A - A
Treatment system aek2 | A of e Al
O 22 T AW 522
erp-r |4 g A
ep2 | A £ A
spi-i | A I A
Alarm system rd s v
CCTV Room e s 1? 7
i s |/
Auto Parking Tadon // / v
2/ | &
Chacker By -
4 %ﬁw Yo
: Rerrrark /e =Auto
M=Manual = =Manual

Supervisar b =0FF
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DESCRIPTION Meorning Shift Afternoon Shift Night Shift
Remark
Mgsmal | Abnormal Normal  |Abnarmal Normal  |Abnarmal
H 7 i A
Roof Tanlk M v
L = v .
CDU Roof Top // I . (%4
Elevator Room I [
Air 1+4 e s -
AR 243 £ - S v
Bootster Pump Room 4 4
tank 1) |AHHTA c‘ . c dl 9.4 ¢ ot
Hotwater Room :tankz)) é@ f,{;\ - o 2;7) p a4 f;f = =
Nod | B2c375 32 e 5706
Pool pump room [salt cell) No.2 50 52 00 oo
No3 | A0 Aoog 4000
Nol |— . O @
No.2 7 A A
Paol pump o 4;*0 !’D f &
PH N E ‘7,2 9.b
It room /’, V3 e
Canteen room // vy [
Linen shoot v v, L
Gennaretor [ /q A
AR 1/1 = S v’
AIR 172 —_ -
AR /1 e —
AlR2[2 - -
Oil Gannaretar 2 1ol L ass t L ihf L L
DU Floor 12 /S NG v
Pe AHU Floor 12 4 Vi [
RN i vl
sound system E:j ::‘ ‘& 5
Ch-4 7 Vi v
Power (2 D o
INune | /ZD 2L 2¢&
GAS LRzck | 1o %o q0e
R Rack 5] 118 lee
Templd] [ 8% A L ¥
locky | A A A
Flre Pump ELECTRIC |.7% A 4
Engine |7 JA) A
il Fire pumg K &S . Ll £5a L JoLeha o L
. H e vy v
Under ground Tank vt - -
L —r -
Nol | /p A A
Transfer pump(Run) Na.2 /'} A A
No.3 T [A] A A
EQP-t |~ A
EQp2 | A A A
QL FFFRD [ /
EENES A
Treatment systam sl [ A A A
N sLp1 Il 0 &
EFP-1 | & 2 A
Ere2 T4 A A
st Al - A A,
Alarm system V4 J V/‘
CCTV Room pd \// V4
Auto Parking Ssetci:n “f, < g ﬁ
1
Chacker By " /{ ﬂ-‘l%"_l"y( %‘Mf’
BS Remark p=AUTo
M=Manuai =Manual

Supervisor b D=0FF




oaTe. 21/2/0257

TRTERCOMNTI N ERNTAL,

DESCRIPTION Morning Shift Afternoon Shift Might shift
Normat | Abnarmai Normal — JAbnormai Normal |Abnormal Ramark
H Ve ’ /‘
Roof Tank M ~ ’
L p =
CDU Roof Top v - -
Elevator Room Vi Vi 7
Alr 1+4 . rd
AR 243 ; / P
Bootster Pump Room rA YA +
tank 1 i ¢ A ¢ g ¢ c
Hotwater Room Etankz)) bg ‘} < - gij - . f.: - =
No.1 ~
Pool pump reom {salt cell) No.2 — f"paﬁ
No.3 — Hee
No.1 -~ -
No.2 - V4
Fool purnp o = Y]
PH - Z4.
It room Y /£ /’
Canteen room i 7 i
Linen shoot \/ o '/
Gennaretor 4 /4 )
AR 11 ] ~
AlR 1/2 Vv " /.
AIR 2/1 — !
AlR 2/2 —
Oil Gannaretor fowp L L (e Yy Jepo L L
coU Floor 12 vV, S 7
Pe AHU Floor 12 g 7 /4
SN 7 7
Ch-2 Vv P4 e
sound system oha \// / /
Ch-4 i / P
Power O %% 7\
IN [INE S 77 2L
GAS L Rack 16O o /
R Rack A f& Vil
S I % yox
Jocky A ,/4 {j
Fire Pump ELECTRIC A o Z
Engine A A R .ﬁ
Oil Fire pump Ddp L \ § 25 pet L Yoo, L L
i 7 7 ~F
Under ground Tank M - ’/
L ~ ’
W R A 7
Transfer pump{Run} No.2 A A A
No.3 [A) ) )il
EQP-1 &) LA o
sz | R 2 i
T A 7
AE-L A A £
Treatment system AEJ-2 l'.%— ,éﬁJ g
5Lp-1 A A
EFP-1 A &
EFP-2 N A 11
SDJ-1 b A F
Alarm system i A s a .
CCTV Room N 7 s e
Auto Parking SZ:J:n L’[(/ //; ;
Chacker By j@/ i% /
FEASAURa T Remark AzAuto
M=Manual M=Manual

Supervisor b Q=0QFrF




DATE......E..F.’/}’/.K??........

INTERCONTIMENTAL

DESCRIPTION Mearning Shift Aftarnoon Shift Night Shift
Normal  |Abnormal Normal  [Abnormal Nermal  |Abnormal Remark
g v > 2
Roof Tank M r i
‘ L
DU Roof Top j / a
Elevator Room | /’ e
Air 142 . yd s
AlR 344 '
Bootster Pump Room b A A
tank 1 c' c “ ¢ c 17 ¢ !
Hotwater Room Etankz)) 522 ’L/ = p é f e = f o © o
No.1 Atov G7e ~
Pool pump room (salt cell) Ng.2 34 o & W —
No.3 Hwo o i
Ng.1 b R B Fil
No.2 H /?
Pool pump oL z{,{‘ f/},@ G
PH 7. e A3
it room L7 S e
Canteen room [ 7 v
Linen shoot L / S
Gennaretor A ﬁ A
AR 1/1 /
AR 1/2
AIR 2/1 v /
AIR 2/2 m
Oil Gannareter a¢s L | S L Ll ya L L
CDU Floor 12 v S i
Pe AHU Floor 12 e / e
Ch-1 v /. 7
sound system ch-2 v / :
Ch-3 s 4 e
Ch-d i / <
Power TV or/ SV
IN LINE 3 2 (%]
GAS L Rack 4 &) =
R Rack Jo =k ay
Temp(c') 4. 2 LS
Jlacky A & A
Fire Pump ELECTRIC A n 1
Engine /J- 2] fi
il Fire pump EBH L L 420 L Sz L
H " / i
Under ground Tank M !
L
No.1 A % A
Transfer pump{Run) No.2 ﬂ\ iﬁ /]
No.3 A £ Jil
EQP-1 A ) A
EQP-2 F A /)
EQU-1 H 0 £
AEK-L P/ & /]
Treatment system AEJ-2 /i ﬁ A
5LP-1 g A A
FFP-1 1] A 7
EFP2 A & f)
SDI-1 { e )
Alarm system 1 ,71 /_,'.‘ /
CCTV Room 4 i /.
Auto Parking :;::n T{ii\ '? ;’ Ij'f
| W |
Chacker By 1 " ; f;/
‘ Oy, r
e ASAUte Remark ’ /// ! A=Auto
M=Manual / M=Manual

DULY ENG v ecrvccrcnoncverccme e O=0FF
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DESCRIPTION Morning Shift Afternoan Shift Night Shift Remark
Motmal  [Abnormal Normal | Abnormal Normal |Abnormal
H 7 % /
Roof Tank M e 7
L 7 /o
COU Roof Top s [ 1/
Elevator Room / -
Air 142 - yd
AR+ 743 [ 245 7
Bootster Pump Room Vi £
tank 1 7 f 693 ¢ ¢ [ :
Hotwater Room :taﬂkz‘)) ffm - Iy &.L?O ¢ c' ‘:{;yé ¢ :
No.1 o 2000 LA
Pool pump room: (salt ceil) No.2 ez e, Jooc iiiael
No3 | zerap> 3900 Y2082
No1 - A R Vil
Poal pum No.2 — A 4
pump L P 15 15
PH g %, ? y:-z‘
It roem 7 L7 /
Canteen room // 1.// /
Linen shoot S 2 e
Gennaretor ,/ A B ,}47
AR 171 s - ’
AR 12 i - pd
AlR 2/1 i T —
AIR 2/2 — [
Cif Gannaretor < b L 9o/ Ba L 470 L
CBU Floor 12 s 7 /7
Fe AHU Floor 12 / (/’ "
Ch-1 [ i
sound system E:; ':',/ /1/; 5
tha | .~ e i
Power 2 _(hev oy
INLNE | 2= g [
GAS LRack [ $5o 1) 2
RRack |72 /&0 for
Tempic) [£°L b5 %
Jocky | A% [7]
Fire Pump ELECTRIC | A
Engine |2 Ié dhl)
il Fire pump i By | L LielFe | U heO L
H - L /
Under ground Tank M — -
L — .o
No.1 AN A A
Transfer pump(Run) No.2 2 ;4 el
No.3 ] A #
EGP1 | 4 oL 7
Epz | & A4 I
L | D 2
AEI-1 =) A VA
Treatment system AEl-2 oA ﬂ\ \Q
Pt | il A
EFP1 | A A A
EFP-2 | A A &
SDI1 | o A A
Alarim system o~ - [ } //?-
CCTV Room - P 1‘// :/
Auto Parking SZ{;:n ;,:/ ’2 z//’
ol v f
Chacker By ) T ' @W /
Cinty
B Rerark ) Wz A=Auto
M=Manua| M=Manual
DULY ENG s O=0FF
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TR TERUTOMT LN [ RT L,

DESCRIPTION Morning Shift Afternoon Shift Night Shift
Ngfrmal  [Abnormal Normal — |Abnormal Normal  [Abnormal Remark
H / /[ o
Roof Tanik M -
L e
CDU Roof Top P e //‘ L
Elevator Room P /
Alr 142 I 7 v,
AR 314 4 7 7
Bootster Pump Room P /
tank 1 ¢ 3 J c' ' 4.5 ‘
Hotwater Room Etankz)) Qg{‘?jﬁfc ¢ g ft/ ¢ c t{ 2_5 c' c'
No.1 [ ﬂib'_ il
Pool pump room {salt cell} No.2 L& m f! AL
N7 TEFX> L
No.l | R A A
No2  [and ~ 2
Paol pump oL 45 //v;,—j- ﬁo
PH S5 e 1.6
It room /s /I v,
Canteen room v i v
Linen shoot 7 / v
Gennaretor -~ /h‘ 'KQ
AR 1/1 = v
AR 172 — /7
AR 2/1 P
AIR 2/2 -
Cll Gannaretor a0 50pL NIz 20 L oo L L
DU Floor 12 7 7 v/
Pe ATIG Floar 12 /7 i ~
ch1 1. / v,
sound system g:; ; ?’ ,;;
ch-4 |7 /o v
Power [~/ AV O
INLINE {755 77 ig
6AS LRack | &2 e 70
RRack [B 5 & il
Temp(c) | 67 57 X
Jocky /= £ A
Fire Pump FLECTRIC | A2 H S
Engine | < A/ A
ol Fire pump a3 Ol 0L qoer sl L
H / / Y4
Under ground Tank ™ / / ‘/
L L 7 v
No.1 /f} /f/\) /;YI
Transfer pump{Run) No.2  [As & A
No.3 /Lti ‘fj /*]
EQp-1 [N o’ el
EQP-2 | AN 27 A
EUl A A A
AEFT | A 1 A
Treatment system AEJ-2 ,/“,f ﬁ] /l
stp-1 [ A A il
g1 | A ‘A A
B2 .4 & 4
ol A . A
Alarm system 7 /‘ L
CCTV Room - I L Vo
Auto Parking Szz:n / // :/
= 7 /
Chacker By £ T
/f%/ /ﬂ% A
L A=futo iR Remark £ A=Auto
M=Manual g M=htanual

DULY ENG v O=0FF
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ATNITUTLIANINITATIDADY !!ﬁz@!ﬂ%ﬂﬂ]@ﬂﬂﬁﬂiﬂui%ﬂﬂ

. 52821AININTIVAOY

Msgua3nm — — " " " -

W dlai | 1@eu | 3Mou | 61Aeu 1Y

szunlildh sazdems
nsemladlviih (Transformer)
- asaeuteron1en 3o Clamp Sumeiiunugndae *
- asnaevtlszifulsds nazlszfudmdeinlag *
- asndeugszui nazmstinhiuasdeuRmA *
- 132980 VA Ground vosnFeutlas uazasih *
- INAZEIA YTTIITIG AL *
- 9379801 Voltage Tap *
- A3IAOL AN YN TUAIA %
szuungllihndn (MDB, MP and Load Center)
- mnﬁau%wiaﬁw"lﬂﬁwhm 7
- AT AR UMIYTUYRIRnTal 7
- manvazen urase Trlihaeg 7
- asvaeD useau uaznszua Tvlh1¥au %
- A529@@VA1 Ground UYPITLUL 7
- 1511)39 Balance Load e lfaugad 7
szuungllihdrses (Generator)
- mnﬁau%wiaﬁw"lﬂﬁwhm *
- AT AR UMIYTUYRIRnTal 7
- NAdRURUIAT DIUS 7
- asvaeD useau uaznszua Tvlh1¥au v
- A529ABVMININUVBY ATS 7
- as93mnant nazvhiulussu 7
- nldougininiunies naz1dnses * 7
szullhuasad1agnidu (Emergency Batt)
- asyvaeunaea vl " naju Test" #,
- paaeUMIINNUvesgUnIal neaddnd lilih %
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MIQUaIN

ITUTINNIINTIDADY

ot

1 1hou

3 1oy

6 oY 1

=3

520N AN (Telephone Pack)

o o
- Vlﬂﬁ@ﬁﬂ]i?ﬂﬁu%@ﬂqﬂﬂim

%

2 1
- IANNAL 1A LNII99T LAZUIAD Y

- asnvaeumsmauvesldsunsuy

szUDIEnIszne say Sz UUEEIHe 1152y (Sound)

- AINABUAUNNVDIT Y I TB

7

- ManuazeIatian uagyii CD

3 ¢
- ‘Vnﬂ’Nilﬁgéﬂﬂqﬂﬂiﬂl

Y 1 o '
- A1TADUUVIAD T YA U IUANC

v

o Yy Ao
- NAFOUMINNUVBITZULUTEMALINABUNY

o o '
- ﬂﬂﬁﬁ]‘]Jﬂﬁ'VINWu"U@\iQﬂﬂim Remote 1139)

o d
szuuInsfiauIua 1IN (MATV System)

- AIADUAUNINUDY “tytgmmw

3 ¢
- ‘Vnﬂ’Nilﬁgéﬂﬂqﬂﬂiﬂl

N

Y 1 o '
- ATADUUIADTNYAYUIUANC

]

szuulnsiiaiigesila (CcCTV)

- AINABUAUNINVDITYY UM NLALI TS

%

3 ¢
- ‘Vnﬂ’Nilﬁgéﬂﬂqﬂﬂiﬂl

- asvdeUTene a0y IUAN

- as2vaeudeyanielu Hard Disk

V

- Asv@RUMsdetIeVeyanHY CD

%

szuu uveuNaanil (Fire Alarm System)

o o o
- ‘V]ﬂﬁ@‘]Jﬂﬁ'ﬂNWu"UENQiJﬂimﬂi’Ji]i]U

o 4
- nageuMshauvesginsaiudug

° o v
- anuazeaglnsal azgaiIugy

]

- NAABUMIINNUVBIGAILAY FCP

- asyvaeuraea Idya naie

%
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. 5282081N15ATIVT0D

M3guainm — — ” ” ” -
W dlai | 1@eu | 3Mou | 61Aeu 1Y

52UUGUINUIA HazAUIWAY

szuuFuIAId I (Fire Fighting System)

- NATOUMIFINUVDIGAUINAL (FHC) 77

- asaoudens azsesirveni 7

- AFIABUNTTNUVBIGAILAN *
a o ¥ r

- ATNABUMITTNIUUBIAINFUTIAUUN *

- NAdRURUIAT DU 7

- as9smBnant nazvhilussu Z

- nldsugininiusies naz1dnses * 7

ﬁufmhm (Pump)

- asvaeuuseau i naznszuealihveswemes 7

- asvaeuyaAedie Tl 7

- AT A IFYY LAz MIdUAZIfiou B

- A579de LAY ADAY Shaft bearing, gear 7

- ATV UANIINANNALDIA Stainer %

- AsvdeUTUToA Az ANgA1NY %

- 89152 D nus e &

- ATABVAEWIUANE (§13)) 7

- A379eR UINANYAEIAMI TEU8ANNT B UURINDIADS %

5:uuﬂ1ﬁ’m§1a?m (Waste Water System)

- AT AR UMIYNUYRIRU s aiAILAN 7 %

- ATIAIUMITNUVAITNIIA

- AT AR UMIYTUYRIgUnTal 7

- AINABUFUALNOUBONIING &

- asnaouifnanhiiih-eenszuy #

- aTdeuINANuazeInglnsal 7

- mnﬁauﬂmmwmmﬁwﬁm faudn * 7
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ATNITUTLIANINITATIDADY !!ﬁz@!ﬂ%ﬂﬂ]@ﬂﬂﬁﬂiﬂui%ﬂﬂ

MIQUaIN

ITUTINNIINTIDADY

ot

1 1hou

3 1oy

6 oY 1

=3

szupdSueima tayszgeIMa

wama3lvlh vaziinaudiag

- asrvaeuns sl naznszualiihinldveswemes

=S a a
- asNvdeUIdeRal NG

7

3 ¢
- MANNUTATDIAUDIADT

= Y
- AADUAIIUAIVANAWNIU (D1W)

m’%‘mszmﬂmm%au (Condensing Unit)

- asdvareunseau v uaznszualvihnldau

- asvaeuyaaedie Tvlihaen

- A5ABVITOY LA MITUALINOU

%

¥ H 0
- Gli?i]ﬁﬂﬂﬂﬂllﬂl!ﬁﬁ]ﬁﬂN@lﬂ AN

Y o

- hevhanuazeaumannydou b
A « R

nse3adante (Fan Coil Unit)

- asdvareunseau v uaznszualvihnldau

- asvaeuyaaedie Tvlihaen %

- A3ARUIF LAz MIFUATITOU i
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INTERCONTINENTAL.

BANGKOK SUKHUMVIT

STANDARD OPERATING

PROCEDURES Number of Pages: 1

Fire Emergency SC017-2023

SOP REFERENCE:

$C017-2023

DEPARTMENT:

SECURITY

EFFECTIVE DATE:

ISSUED BY HOD:

APPROVE BY GM:

APPROVED BY GM

- Purpose:

- Procedures:

- Afireis potentially the most devastating event that can happen at a hotel. To minimize the impact, it is important
that all staff know what steps to take in the event of a fire emergency.

- To brief staff on the steps to take in the event of a fire emergency.

1. Instructions for person discover fire.
If you are the first person to discover a fire, you can remember what do by using C.A.R.E.:
e Contain the fire by closing doors.
e Activate the alarm by going to the nearest pull station.
e Report the location of the fire using a house phone, guestroom phone, or radio.

e Evacuate.

2. How to operate fire extinguisher.
To use a fire extinguisher, remember P.A.S.S.:
e Pull the pin.
e Aim the nozzle at the base of the fire.
e Squeeze the handle.

e Sweep the nozzle from side to side.

3. Action when the fire alarm sounds.
e Respond to all fire alarms as if they are real. Hesitating for even a moment can have devastating consequences.
e Control the spread of smoke by closing all doors, including laundry chutes.

e (lear the corridors by removing all housekeeping, maintenance, and service carts. Place them in service areas or
vacant rooms.

e Help evacuate the area. Provide aid to guests with disabilities. Assist guests with directions to the nearest exits.
e Implement departmental procedures.
e Meet at the rally point.

3.1 Fire Emergency Action Cards.

CRISIS MANAGER ACTION CARD

Action by GM / DOO / Chief Engineer




EMERGENCY PROCEDURES — IN CASE OF EMERGENCY

] Upon notification of General alarms sounding, go to the Control Room on L floor.
] Ensure that the hotel has started evacuating.
] Contact Mr. Prin Pathanatham on 097- 462 4498.
] Await arrival of fire brigade and have them taken to cause of the alarm by member of the search party.
] Standby at Control Room until guests and employees have evacuated to the Hotel Assembly point — at The Hotel
Main Entrance.
] Assess the status of fire and if necessary, implement Mutual Aid Agreement to evacuate guests to Mutual Aid Hotel
Contract.
] Obtain a copy of the Hotel reports including number of guest’s in-house, in-house guest list, and arrivals report by
name.
] Assign employees to assist guests at Mutual Aid Hotel if necessary.
] Account for guests by using the guest in house report.
] Account for employees by using the employee ID cards and attendance record.
] Contact Hotel where guests will be relocated and implement Mutual Aid Agreement.
Primary Mutual Aid Hotel / Business Secondary Mutual Aid Hotel / Business
N/A N/A
Contact Information Contact Information
N/A N/A
] Contact the transportation company for guest relocation and pick up point — which evacuation point. (Front Driveway)
Primary Transportation Company Secondary Transportation Company
N/A N/A
Contact Information Contact Information
3
N/A N/A
] Assist in guest relocation and delegate front office team to go with guests and keep records of guests who have gone
with staff.
] Provide emergency response kit to hotel personnel responsible for tracking relocation of guests.
] Assist Fire Department as needed.

NOTE: Reset the fire alarm ONLY when directed to do so by the fire department.

POST EMERGENCY

] GM to notify company management of conditions at the hotel.

] Notify insurance company and the appropriate IHG Corporate contacts.

] Establish an operations center.

] Contact Key Contractors from List

] If necessary, establish a manual recordkeeping system for tracking guest transactions.
] Establish security for the property.

] Replace utilities with temporary sources for lights and electricity.

] Re-establish a communications system (radios, cellular phones, etc.)

] Recall key employees.

n Advise One Stop Service with information on what should be told to guests, employees, relatives, media, etc.
] Secure guest records, hotel money and keys.

CONTROL ROOM ACTION CARD

Action by Security Officer

EMERGENCY PROCEDURES

Remain calm but act quickly.

Acknowledge the fire panel.

Radio to Emergency Response Team and advise the location of the activated alarm.
Await report from search party who will give the situation of the activated alarm.




In the event of fire

] Press the hotel evacuate fire button for the whole building.
] Play evacuation announcement.
] Call the fire brigade and provide advice on the hotel status and location of the fire.

199 or 02-258 2094 Klong Toei Fire

Radio ERT using Code One (1) and location of fire.

Call Operator using emergency line XXXX and advise operator of location and status of fire.
Radio ERT and advise hotel assembly point location.

Check with Operator on disabled guests in house and advise the ERT.

Check the elevators monitor panel confirm the return of all elevators to their lowest floor, if this fails then switch
of manual call down button in main fire alarm cabinet — check via intercom system if anyone is trapped in the lift,
if so radio engineering.

Security Guard Duties

= One officer to prepare employee assembly color Department Board and take these to the Hotel
assembly point and then man the main entrance controlling traffic, keep cars away from entering the
hotel driveway, do not allow any cars to drive enter the building.

= Two officers ask them to standby at the emergency exit stairways and direct guests & employees to the
hotel assembly point — ENSURE they are aware of the Hotel assembly point in use.

= One officer to standby at Staff Entrance to prevent unauthorized person to enter the building.
.

Await further feedback from ERT and the arrival of a Crisis Manager from CMT/ ERT.

Greet Fire Department and provide reports, floor plans, schematic, and keys.

Assist Fire Department as needed.

Await instructions to evacuate to the fire assembly point.

In the event of a false alarm

5
[ ] Reset the fire panel.
] Register within the Security Logbook.
POST EMERGENCY
n Request information from the CMT/ ERT on incident and prepare fire incident report.
] Attends debrief meeting if applicable.
L] Ensure Disaster Control Room is back to normal operating status.

SEARCH PARTY ACTION CARD

Action by ERT (Duty Manager, Security Officer, Engineer)

DAY & NIGHT ACTION CARD

Remain calm but act quickly.

Obtain portable fire extinguisher. (PFE)

Under the direction of the Control Room proceed to the location of the alarm.
Look for cause of the alarm (fire, guest, child, broken sprinkler, etc.)

Using radio, report back to the Control Room.

If a fire is visible...
] If it is safe to do so, attempt to extinguish the fire with a fire extinguisher.
If the fire cannot be safely extinguished, evacuate and seal off the area by closing doors.
Report back to the Control Room.
Assist guests by pointing out exits.

Check with the Control room if any register disabled / special need guests are in house currently and if so escort
to the fire staircase, then Radio to Control Room on location of guest for back up.

Hotel Assembly Point Front of the Hotel




| Depending on where the fire is and is not life threatening, once all guests have been evacuated from rooms,
facilities, or outlets, evacuate to hotel assembly point, and assist with guest comfort.

If alarm source is behind a closed door...
] Determine if the door is hot by feeling the door and handling it with the back of your hand.
If smoke is visible or the door is hot, seal off the area.
If the door is cool and there is no sign of smoke, enter the room and locate the source of the alarm.
Report back to the Control Room.
If a fire is visible, attempt to extinguish the fire with a PFE if it is safe to do so.

Check with the operator if any register disabled / special need guests are in house currently and if so, evacuate
to hotel assembly point.

] Depending on where the fire is and is not life threatening, all guests have been evacuated from rooms, outlets,
or facilities, evacuated to hotel assembly point, and assist with guest comfort.

Hotel Assembly Point Front of the Hotel

Once all guests have been evacuated from rooms, outlets, or facilities, evacuate to hotel assembly point.
] If the fire cannot be extinguished in a safe manner, evacuate and seal off the area by closing the door.

No sign of fire...

] Search the area to determine the cause of the alarm.
] Report to the Control Room.

POST EMERGENCY
[ ] Report to the Control Room for debrief.

FIRE COMMANDER ACTION CARD

Action by Duty Manager

DAY & NIGHT ACTION CARD

Remain calm but act quickly.

Upon notification of code 1 activation proceed to the location of fire alarm.
To ensure to bring the Radio Walkie Talkie and phone.

Start investigation upon the arrival at the scene.

Report your finding to the Control Room if there is a real fire or false alarm.

Prepare Fire Fighting equipment, Fire extinguisher, Fire hose and wait till Fire Fighting arrive to take over, then
proceed to the Control Room.

Once arrive at the Control Room keep communicating with Fire Fighting Team via radio walkie talkie.
Inform GM and DOO.

| Instruct the Control Room to play Audio communication (Under Control) / if fire is not under control play Audio
message (Evacuation)

] Proceed to assembly point once all are evacuated.

If a fire is visible...

] If it is safe to do so, attempt to extinguish the fire with a fire extinguisher.

] If the fire cannot be safely extinguished, evacuate and seal off the area by closing doors.

] Check with the Control Room if any register disabled / special need guests are in house currently and if so escort.
to the fire staircase, then Radio to the Control Room on location of guest for back up.

] Radio to Crisis Squad (HEAT TEAM) if need to back up, go to meet with them if not return to Lobby and put on a
high visibility jacket from behind Reception and assist guest in evacuating to the Hotel Assembly point /Stand by
at Lobby.

Hotel Assembly Point The Hotel Main E ce

[ ] Depending on where the fire is and is not life threatening, all guests to be advised to evacuate to the hotel
assembly point and assist with guest comfort.

] Determine the shelter for guest relocation if needed (Primary Mutual Aid Hotel.)

If alarm source is behind a closed door...




Determine if the door is hot by feeling the door and handling it with the back of your hand.

If the door is cool and there is no sign of smoke, enter the room and locate the source of the alarm.
Report back to the Control Room.

If a fire is visible, attempt to extinguish the fire with a PFE if it is safe to do so.

Check with the operator if any register disabled / special need guests are in house currently and if so, evacuate
to hotel assembly point.

| Ensure Fire brigade have been called and coordinate with security to clear the traffic for the fire man truck and
check with engineering to prepare fire pump, water hose, lift,

] Depending on where the fire is and is not life threatening, all guests have been evacuated from rooms, outlets or
facilities, evacuated to hotel assembly point and assist with guest comfort.

Hotel Assembly Point The Hotel Main Entrance

Once all guests have been evacuated from rooms, outlets, or facilities, evacuate to hotel assembly point.

If the fire cannot be extinguished in a safe manner, evacuate the guest to Primary Mutual Aid Hotel in the
contract and seal off the area by closing the door.

] Ensure all have evacuated from the building to a safer location.
Report any injury and casualty to GM.

No sign of fire.

] Search the area to determine the cause of the alarm.
] Report to the Control Room.
n
POST EMERGENCY
] Report to the Control Room for debrief.

[ ] Request information from the CMT/ ERT on incident and prepare fire incident report.
] Ensure incident and incident report is formulated and send to IHG within 24 hours.
] Summary of the casualty incident report.

9
COMMUNICATOR ACTION CARD
Action by Call Center
EMERGENCY PROCEDURES
] Remain calm, but act quickly when Emergency Phone XXXX rings, answer putting other guests on hold.
] On advice from the Control Room that the hotel is in an emergency call the MOD.

= Nature of crisis (e.g., fire, bomb)
= Status of crisis (e.g., evacuating, investigating)
] After inform MOD call the CMT team advising them of the following information
= Nature of crisis (e.g., fire, bomb)
= Status of crisis (e.g., evacuating, investigating)
= Senior Manager on site (MOD / GRM)

] Determine locations of disabled guests or guests with special needs by calling their rooms and asking them to
await assistance.

] Contact the Control Room and advice status of disabled guests.

] Answer all internal guest phone calls and inquiries as a priority using pre-determined verbiage.

= ‘The Hotel fire alarms have activated; please can | ask you to make your way via the nearest fire exit
down to the ground floor and assembly in the front of the Hotel. Thank you for your cooperation’!

Ao v A a wa & W < P A9 ad A < <

- 71m:unatytywmnomaumqLwao'lv\mnmm malvwnusuaan"l)Juanmmﬂﬂul-ﬁmmu'lwwlnawqﬂ qm‘mwamaﬂionmla:agusnmmunmmao

Tsousw vaveuqoiluawiuila
] Answer all external guest phone calls using pre-determined verbiage.

= Thank you for calling InterContinental Bangkok Sukhumvit, at present our fire alarms have been
activated and we are investigating at the present time. For more information, please provide us with
your contact number so we can update further situation, thank you for your understanding.

" TsusuBwineinonfiuuda uusdion gyuin dvvmsil ffnnowsadowmgnasimimoluoins Li‘mﬁﬁlmaamﬁﬁaw‘ﬂmsmwaﬂuag.m

sansaudsamuzmsallivnunnudviuliiuesinsiumelssusu, veasvluanuliazain

Then cut the caller off and attend to internal calls.

10




L] Document all rooms you can communicate with.
n Print occupancy report, guest in house list.
n Before evacuation switch operator console to night mode.
] Proceed to Front Desk to transfer telephone console to the Control Room by pressing # X and followed by
extension XXXX. (To cancel the transfer line press # X XXXX on the same telephone)
Go down to the control room with Printed occupancy report, guest in house list.
| Call occupied rooms which you have not yet spoken with if answered inform guest to evacuate immediately.
POST EMERGENCY
] Request information from the Crisis Manager (GM/MOD) on how to respond to guest inquiries.
L] All media inquiries should be directed to the General Manager and Director of Sales & Marketing or MARCOM
Manager.
Obtain forms for logging all telephone calls and relaying messages.
Prepare a 24-hour work schedule and recall operators to work as needed.
CRISIS SQUAD ACTION CARD
Action by Engineering
EMERGENCY PROCEDURES

] Remain calm but act quickly.

] Upon receiving walkie-talkie message of Code One (1).

] If you are on the L floor, put on firefighting personal protection clothing (fire suit) and collect equipment
including oxygen tank, mask, gloves, boots, and helmet. Collect fire trolley Proceed to the location given or
indicated on the fire panel together with security officer via fire lift number 5 Fire Man lift.

= On the fire trolley is a floor plan showing each floor layout, smoke detectors, zones, fire extinguishers
and fire hydrants.

[ ] If you are anywhere else in the Hotel, go straight to the activated zone.

= At every fire hydrant cupboard is a floor plan showing floor layout, smoke detectors, zones, fire
extinguishers and fire hydrants.

11

UPON FINDING INCIDENT

] Ensure the electrical power has been cut off before fighting the fire, only fight the fire if it’s small.
] Try to contain fire within a limited area.
[ ] One member should report to the control room for fire brigade assistance if needed.
] Evacuate and seal off areas if no longer safe to fight the fire.
] Go to the hotel assembly point.
POST EMERGENCY
] Cooperate with local authorities.
] Coordinate temporary restoration of services to property and equipment.
] Work with utility companies and key contractors to restore hotel services.
] Contact waste disposal agency to arrange for removal of damaged goods.
] Assist in setting up the telephone system in the operations center.

SQUAD COMMUNICATOR ACTION CARD

Action by Chief Engineer

DAY & NIGHT ACTION CARD

Remain calm but act quickly.

Upon receiving notification from the ERT team proceed to the Control Room.
Always communicate with Squad Team with a clear message.

Liaise between fire commander, ERT and wait for instruction Through Walkie Talkie.
Inform, report situation at the scene to CMT.

Ensure the equipment works promptly.

Ensure the fire exits door is not obstructed.

Proceed to assembly point once all are evacuated.

Coordinate with security to prepare for fire brigade if needed.

N
N




Hotel Assembly Point The Hotel Main Entrance

] Depending on where the fire is and is not life threatening, all guests to be advised to evacuate to the hotel
assembly point and assist with guest comfort.

POST EMERGENCY

Report to the Control Room for debrief.

Cooperate with local authorities.

Coordinate temporary restoration of services to property and equipment.
Contact waste disposal agency to arrange for removal of damaged goods.

Assist in setting up the telephone system in the operations center.

GUEST COMMINCATOR ACTION CARD

Action by: Service Excellence Team, FOM, DOSM, DFB

EMERGENCY PROCEDURES
[ ] Upon notification of General alarms sounding
] Remain calm but act quickly.
| ] Print the Downtime Reports:
o Guestin house by room / name.
o Reservation Report. (3 Days)
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o Audit Reports.

] Secure cash, valuables, and confidential information in safety box.
] Go down to the Control Room and obtain an emergency supplies box, fluorescent jacket, and loud hailer.
] Go to the Hotel Assembly point — The front of the hotel.
] Wearing the jacket and assisting guests in assembly point then read out the following message ensuring that each
area of the assembly point can hear you.
o The Hotel fire alarms have been activated, our fire search team is currently investigating, and we are
awaiting the arrival of the fire brigade. Thank you for your cooperation.
o wnrilsnanoudensusiuiinsumuaslsiusisnseseuuazsadminficuings vevauguluanuiwia
Repeat this message several times.
] Ensure guests who are cold have dressing gown or space blanket from the emergency supplies box.
] Undertake a guest roll call, using the guest in house report by guest name order.
] Record all guests that are present and those missing.
[ ] Advise Fire Commander of number of guests missing.
| Advise Crisis Manager of any issues with guests.
] A notification from Crisis Manager to evacuate guests to a mutual aid hotel.

In the event of controllable fire or a false alarm
] Read out the following message ensuring that each area of the assembly point can hear you.
o The fire brigade has deemed the Hotel safe and secure for your return. Thank you for your cooperation.

o wihsduiwdaudeilssusulaeadouadlinnaunduid llulsssuldveveugaluanuiuile

Repeat this message several times.
] Assist guests back into the Hotel and standby as guest Ambassador.
] If necessary, arrange hot drinks or water.

Mutual aid hotel-1 and Mutual aid hotel-2
] Contact Transport Company to arrange mini vans at Hotel Assembly Point (The Front of the Hotel) alternatively put

14




groups of guests in taxis and sends to Mutual aid hotel-1 with employee escort if possible.

] At the Mutual aid hotel-1 make the way to the Hotel lower ground floor lobby and then to the prearranged holding
area — if one is not automatically available use the lower ground foyer.

Take records of guests being sent to the Mutual aid Hotel-1.

Retake guest roll call and advise Crisis Manager of any missing guests.

Make guests as comfortable as possible and await further instructions from the Crisis Manager.

Look after guest comfort and InterContinental Bangkok will provide refreshments.

Depending on the situation guests may need to stay at InterContinental Bangkok, make suitable arrangements.

Mutual aid Hotel-2

] Contact Transport Company to arrange mini vans at Hotel Assembly Point (The Front of the Hotel) alternatively put
groups of guests in taxis and sends to Indigo Bangkok Wireless Road with employee escort if possible.
] At the Indigo Hotel make way to the Hotel lower ground floor lobby and then to the prearranged holding area — if

one is not automatically available use lower ground foyer.

] Take records of guests being sent to Hotel Indigo Bangkok Wireless Road.
[ ] Retake guest roll call and advise Crisis Manager of any missing guests.
] Make guests as comfortable as possible and await further instructions from the Crisis Manager.
] Look after guest comfort and Hotel Indigo Bangkok Wireless Road will provide refreshments.
] Depending on the situation guests may need to stay at Indigo Bangkok Wireless Road, make suitable arrangements.
Primary Mutual Aid Hotel / Business Secondary Mutual Aid Hotel / Business
N/A N/A
Contact Information Contact Information
N/A N/A
] Contact transportation company for guest relocation and pick up point — which evacuation point (The front of the
15
hotel)
Primary Transportation Company Secondary Transportation Company
N/A N/A
Contact Information Contact Information
Company
Contact Number N/A
POST EMERGENCY

Action by: Service Excellence Team, FOM, DOSM, Dir. Rest. & Bars

DAY & NIGHT ACTION CARD

Remain calm but act quickly.

Upon notification of general alarm sounding.

Proceed to the Control Room.

To wait for further instruction from GM, CMT, Fire commander.

Upon evacuation order ensure guests in all area evacuation via nearest staircase with guidance from staff, meet
guest at assembly point.

Check if there is any need of assistance from disabled guest, wheelchair or elderly guest and other guest.
Assign with Service Excellence Team, RDM, DOSM, FBM

= Undertake a guest roll call using guest in house report.

= Record all guests that are present and those missing.

= Advise fire commander of number of guests missing.

= On notification from Crisis Manager to evacuate guest to a mutual aid hotel.
] Once all evacuation proceeds to assembly point.

16




Hotel Assembly Point The Hotel Main Entrance

Depending on where the fire is and is not life threatening, once all guests have been evacuated from their room,
outlets, or facilities, evacuate to hotel assembly point and assist with guest comfort.

Check if all guests have evacuated and ensure roll call has started.
Assisting guests with relocation if needed.
Ensure what method to relocate guest to mutual hotel as per stated in the agreement.

In the event of controllable fire or false alarm.

Read out the following message ensuring that each area of the assembly point can hear.
The fire brigade has deemed the hotel safe and secure for your return, thank you for your cooperation.

EMPLOYEE COMMUNICATOR ACTION CARD

Action by Concierge & Porter

EMERGENCY PROCEDURES

Upon notification of General alarms sounding.
Remain calm but act quickly.

Under direction of the Control Room proceed to the location of the alarm together with security officer via fire lift
number 5 (service lift)

Look for cause of the alarm. (Fire, guest, child, broken sprinkler, etc.)

Using radio, report back to the Disaster Control Room.

If a fire is visible, attempt to extinguish the fire with a PFE if it is safe to do so.

If the fire cannot be safely extinguished, evacuate and seal off the area by closing doors.
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Report back to the Disaster Control Room.
Assist guests by pointing out exits.

Check with control room if any register disables / Special need guests are in house currently and if so, escort to the
fire staircase, then radio to DCR on location of guest for back up.

Go to the hotel assembly point.

On notification from Crisis Manager to evacuate guests and employees to mutual aid hotels whilst assisting the
guests - prepare team to assist the guests to relocate to mutual aid hotel and record which employees are leaving.

Mutual aid hotel-1 and Mutual aid hotel-2

= Contact Transport Company to arrange mini vans at Hotel Assembly Point alternatively put groups of guests
in taxis and sends to Mutual aid hotel-1 with employee escort if possible.

m  Mutual aid hotel-1 make way to the Hotel lower ground floor lobby and then to the prearranged holding
area —if one is not automatically available use lower ground foyer.

m  Take records of guests being sent to the Mutual aid Hotel-1.
m  Retake employee roll call and advise Crisis Manager of any further missing employees.

= Ensure the employees are as comfortable as possible and await further instructions from the Crisis Manager,
the Mutual aid hotel-1 will provide refreshments.

Depending on the situation, a core group of employees may need to be relocated to Mutual aid hotel-1 to
assist with the InterContinental Sukhumvit Bangkok guests.

m  Make a record of names if any employees are sent or go home.

Mutual aid Hotel-2

m  As per InterContinental Bangkok allow ensure employees help guests with transport to Mutual aid Hotel-2.

POST EMERGENCY

Arrange with P&C (HR) to contact all employees to advise them of the status of the crisis.
Prepare information for debrief meeting.
Return items to Control Room.

18




EMPLOYEE SUPPORT COORDINATOR ACTION CARD

Action by P&C(HR), HOD

DAY & NIGHT ACTION CARD

] Upon notification of general alarms sounding.

[ ] Remain calm but act quickly.

| Proceed to the Control Room and wait for further instruction from fire commander, ERT and FFT.

] Resume to work if it is a false alarm.

| Proceed to assembly point to coordinate with department heads once evacuation announcement has been
activated.

] Ensure each department undertakes roll call and all staff have evacuated to assembly point.

[ ] At the assembly point check if any staff need any medical assistance.

] Contact the Control Room to provide first-aider or medical ambulance for any injuries.

] Communicate with Human Resource Department and staff need count, report missing person, injury, or number
of casualties to the Control Room.

Hotel Assembly Point The Hotel Main Entrance

] Depending on where the fire is and is not life threatening, all guests will be advised to evacuate to the hotel

assembly point and assist with guest comfort.
POST EMERGENCY

= Arrange with HR / DH to contact all employees to advise them of the status of the crisis.

] Prepare information for debrief meeting.

] Return items to Disaster Control Room.

19

FIRST AIDER ACTION CARD

Action by Security

20
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ELEVATOR FAILURE PROCEDURE / ELEVATOR EMERGENCIES

SOP REFERENCE:

5$C004-2023

DEPARTMENT:

SECURITY

EFFECTIVE DATE:

ISSUED BY HOD:

APPROVE BY GM:

APPROVED BY GM

Purpose:

When an incident occurs, the priority in this situation is to get the passenger out safely from the elevator.

Procedure:

The following steps in case of an elevator trap:

¢ Any associate hearing an alarm ringing from an elevator should immediately attempt to determine:

¢ The elevator that the alarm is coming from.
o Whether the elevator doors are open or closed.

e Whether any persons are trapped in the elevator and determine if anyone needs medical attention.

¢ The floor number the elevator is on.

¢ The associate should then immediately contact the Operator and report the incident.

e FOR THE SAFETY OF THE PASSENGERS AND ASSOCIATES, ONLY AN AUTHORIZED ELEVATOR MECHANIC SHOULD
ATTEMPT TO RELEASE PASSENGERS FROM AN INOPERATIVE ELEVATOR.

Why is this task important for you and
our guests?

Answers:
1. To ensure the hotel guests’ safety.
2. To ensure the staff member safety.

STEPS

HOW/STANDARDS

TRAINING QUESTIONS

The OTS upon being notified of an elevator failure, call the
elevator to determine if any guests or associates are trapped
inside.

If the elevator is empty, report the incident to Engineering.
Engineers turn off the lights, lock the elevator, and place a
barricade in front.

Contact the elevator maintenance company to immediately
dispatch a mechanic.

The engineer meets the mechanic upon arrival to inform him
of all known details.

If the elevator has passengers inside, advise them to remain
calm and let them know help is on the way. Maintain phone
contact with the passengers to reassure them.
Determine if any passengers need medical attention. If so,
immediately contact local emergency services to be contacted
by the operator.

Confirm which elevator is inoperative and notify the
Emergency Response Team as well as RDM.

Call Security with the details of the elevator failure.

Ask passengers if they would like anyone to be notified that
they are delayed.

Engineering and Security make a report of the situation at the
end.

1. How many elevators are
2. When the elevator was

3. The elevator stuck who

in the hotel.
stuck who responsibility.

open the elevator door.
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