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RENOVATION OR DECORATION WORK AT CONCORDE HOTEL KUALA  LUMPUR 

 

1. All contractors engaged in any works in the Hotel’s premises are to submit the list (as seen on the 

final page) of their workers to the Security Office before commencement of work. The list is to 

include their Names and NRIC for Malaysian/PASSPORT Number, Nationality (for foreigner). Any 

changes or additional to the list submitted must be informed to the Security Office promptly. 

 

2. All workers must surrender their identification papers to the Hotel’s Security Office every time they 

enter the premises and in exchange will be given a Security Pass. This must be done before they are 

allowed entry and proceed to their work area. The Security Pass must be worn at all times while in 

the premises and to be returned at the end of each working day to the Security Office on exchange 

for their identification papers. The Management reserved the right to refuse entry or evict any 

workers who failed to adhere to the arrangement. 

 

3. Workers are allowed access to their work area using the following route: 

 Tower Wing workers hoist – Facing Berjaya 

 Delivery vehicles for the contractor shall only use the Lrg. Perak Entrance (Gate 4) 

Any changes in the route in and out will be made known from time to time 

 

4. Workers are allowed access to their work area after getting their security passes and proceed to the 

designated route. 

 

5. All loading and unloading of materials must be at the Hotel receiving areas. 

 

6. Hard knocking jobs or any other kind of knocking works are to be carried out only after clearance 

given by the Special Group Project Manager or Duty Manager in charge. 

 

7. Should there be a need for a job to be done after normal working hours 1.e 1900 hours, an overtime 

form must be filled in and submit to the Security Office upon approval from the Special Group 

Project Manager. 

 

8. The contractor’s site supervisor is to ensure that all windows and doors are to be closed and shut 

before they leave their work area. 

 

9. Workers are not allowed to loiter around the Hotel premises other than their work area. The 

contractor’s supervisor on their workers’ behavior should institute proper control. Workers are not 

allowed to be at any other area apart from their work area. 
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10. Workers are not allowed to use any of the Hotel’s public area toilet at all times. Workers are to use 

only the designated toilets. 

 

11. SMOKING, EATING, DRINKING & SLEEPING are strictly prohibited at the work area. 

 

12. All contractors are to arrange their own Workman’s compensation policy and be responsible for the 

safety of their own workers. They shall not make any compensation claim form or whatsoever from 

the Hotel. In view to this the contractor are to ensure that their workers are equip with safety gears 

i.e helmets / hard hats, safety boots etc. STRICTLY NO slipper! 

 

13. All construction materials are to be in the designated areas only and to be concealed from site. 

Contractors are to be responsible for their own equipment. 

 

14. All kinds of removal from site must be through the Security Office. Proper exit pass and permission 

must be obtained from the designated Hotel’s representatives before items are to be taken out. 

 

15. Good Housekeeping work within the contractor’s work area must be maintained. Workers are 

responsible for the daily removal of waste materials from the Hotel’s premises. In the event that the 

hotel have to clear, the cost will be charged to the contractor. 

 

16. A security deposit (refundable) of RM5000.00 may be required depending on the scope of work. This 

deposit will be refunded to the contractor upon completion of the project and clearance from the 

Special Group Project manager. All contractors are to be liable for any damage incurred to the 

Hotel’s property of others caused by their workers. 

 

17. Please be informed that promotional/decorative materials are not to be tacked, knocked, hacked or 

pasted on all columns, walls or any part of the building/function area. Organisers will be held liable 

for damages caused, and the cost of repair will be borne by the organizer.  Props or display items 

(dimensions & weight) must be declared and made known to the hotel in writing and subject 

to approval.  The hotel reserves the right to reject entry/display of items should the organisers fail to 

inform the hotel on such intention.  Any items brought into the hotel are at the organiser’s own risk 

and the hotel cannot be held liable for any damages caused. 

 

18. The Hotel Management reserved the right to refuse entry or evict any workers who have infringed 

any of the House Rules above or who have failed to adhere to the conditions set by the 

Management. The contractor shall be fined a sum of RM 100.00 (Cash on the spot) per misconduct 

for violating any of the above House Rules. 
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I understand the rules mentioned and will ensure that all my workers comply and adhere. Below are the 

scopes of work that I will be doing. (pictures/sketch attached) 

 

Pls fill in scope of work and items brought in ………………………………………………………………………………………………. 

 

……………………………………………………………………………………………………………………………………………………………………… 

 

……………………………………………………………………………………………………………………………………………………………………… 

 

………………………………………………………………………………………………………………………………………………………………………   

 

Name of Workers / Nationality Msian IC/Passport Name of Workers / Nationality Msian IC/Passport 

1.  6.  

2.  7.  

3.  8.  

4.  9.  

5.  10.  

 

Vehicle Type / Number 

1. 

2. 

3. 

 

 

 

…………………………………………………………………    

Name    :          

NRIC No. :         

Date   :         

Company Stamp:       


