VI.

VILI.

VIILI.

XL

. Mileage Log (1page)

. Approved Travel Agencies (1page)

APPENDIX |

Travel and Accommodation

Motor pool Price List

*drivers use this form to log their travels and passenger will
countersign the form for validity

Gas Withdrawal Slip (1/4 size page)
*drivers fill-up this form to request gasoline and must be
approved by LP/UPM/PC then forward it to Production Accountant

Hollywood Suites Directory of Services (2pages)

Casablanca Gardens Apartment & Hollywood Suites Rate Card ---

Booking Request Form (BRF 1page)

Alternative Housing (2pages)

Laundry Process and Ticket (2pages)

Trip Order & Authorization Form (TOF 1page)

Airfare Purchase Order Form (1page)
*goes with TOF when endorsing for approval



BIGFOOT ENTERTAINMENT PHILIPPINES INC.
PRODUCTION SERVICES
MOTOR POOL

VEHICLE MONTLY RENTAL
MAKE/UNIT _ [BODY TYPE PLATE NO. | VEHICLE DISCRIPTION | DAILY RATE [WEEKLY RATE/4 DAYS[MONTHLY/21 DAYS
NISSAN URVAN MONHTLY RENTAL

}AIWMESCAPADE 201 _[URVAN'DS _|YDL-24] 12 seater//Exacutive PHp. 2,800,00 PHP, 11,200,00 ___|Php,58,800,00 ‘
NISSAN/ESCAPADE 202 [URVAN'O6 _|YDL-251 12 seater//Executive Php, 2,800,00 PHP, 11,200,00 Php, 58,800,00
INISSAN/UTILITY 003 |URVAN'OS _|YEE-491 15 seater/Utiity Php. 2,500.00 Php. 10,000.00 |Php.52,500.00
NISSAN/UTILITY 04 [URVAN'O6 |YEE-501 15 seater/Utility Php. 2,500.00 Phe. 10,000.00 Php.52,500.00 ‘
NISSAN/UTILITY 05 [URVAN'OS |YEN-759 18 seater/Utility with folding seats. Php. 2,500.00 Php. 10,000.00 Php.52,500.00
|NISSANIUTILIYV 206 |URVAN'O6 [YEN 760 18 seater/Utility with folding seats. Php. 2,500.00 Php. 10,000.00 Fhp.52,500.00

TRUCK MONTHLY RENTAL

MIT. FUSO FIGHTER¥ 01 |REF VAN YCR-B75 3.5 TONS 18 FT. ALUM.REFF. VAN Php.2,660.00 Php. 11,440.00 Php.60,000.00
MIT. FUSO FIGHTERX02 |REF, VAN __ |YCH-272 3.5 TONS 17 FT. ALUM. REFF. VAN Php.2,860.00 Php. 11440.00 Php.60,000.00
ISUZU FORWARD#03 _ |DROP SIDE |YDR-601 3.5 TONS 17 FT. DROP SIDE TRUCK __[Php.2,620.00 Php. 10480.00 Php.55,000.00
[SUZU ELF REF. VAN |YEV-475 1.5TONS ALUM REFF. VAN PHP. 2,500.00 PHP. 10,000.00 PHP. 52,500.00
MIT. FIGHTER #04 REF. VAN |4789986 3.5 TONS 18 FT. ALUM.REFF. VAN Php.2,860.00 Php. 11,440.00 Php.60,000.00
NISSAN VANETTE PICK-UP __ |YED-453 DROP SIDE PICK UP Php. 2,100.00 Php. B,400.00 Php. 44,100.00

\GENERATOR SET MONTHLY RENTAL
DENYO 150 | KAMATSU S6D108 GEN. SET 150 KVA__| Php.12,500.00 Php. 50,000.00 Php.262,500.00
Terms and Condition
1, Rate quated is for 12 hours rantal only with out driver and fuel.

with additional fraction of Php, 250.00 per hour.
2. Driver should be, to the renter's expense but hired through the Mator Pool.

3, Preventive maintenance Is shoulderd by BFE.

4, Rented truck are fully loaded of equipment as requierad by the renters
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BIOFOOT ENTERTAINMENT

BIGFOOT ENTERTAINMENT
GAS WITHDRAWAL AUTHORIZATION FORN GAS WITHDRAWAL AUTHORIZATION FORM
DAIVER! DATE! )
s - i DRIVER DATE!
[VEHICLE NO- RIF. NO.
CHARGED TO CHARGED TO
DEPARTMENT / PRQIECT DEPARTMENT | PROIECT
ITINERARY ITINERARY:
NO. OF LITERS PARTIOULAAS NO. OF LITERS PARTICLLARS
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Wating, Graana |
i Chani
QL hanas
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REMARCS REMAANS:
REQUESTED BY APPROVED BIY: rrQUESTED BY: AOTRONTD BY:
BIGFOOT ENTERTAINMENT
BIGFOOT ENTERTAINMENT
GAS WITHDRAWAL AUTHORIZATION FORM
GAS WITHDRAWAL AUTHORIZATION FORM
DRIVER DATE: - - a
IVEHICLE MO REF. NO. DRIVER DATE!
CHARGED TO [VEMICLE NO- REF. NO.
CEFARTMENT | PROJECT CHARGED TO
CEPARTMENT | PROJIECT
ITINERARY
ITINERARY.
NO. OF LITERS PARTICULARS
NO. OF LITERS PARTICULARS
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REQUESTED BY: APPROVTD BY:
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RATE CARD

{(For BIGFOOT GROUP OF COMPANIES only)

CASABLANCA GARDENS APARTMENTS

usD PHP
CGA Superior & Standard Nightly Monthly Nightly Monthly
Less than 1 Month 20 1,000
1 - 3 months 500 25,000
3 - 6 months 480 23,900
6 - 9 months 460 22,700
9 - 12 months 440 21,500
HOLLYWOOD SUITES
usb PHP
HS Executive Suites Nightly Monthly Nightly Monthly
Less than 1 Month 50 2,500
1 - 12 months 1,120 56,000
HS Junior Suites
Less than 1 Month 45 2,200
1 - 12 months 1,020 51,000

All rooms are set up for double occupancy.
" Additional charge for third guest: Php400. Maximum of three adults in a room.

-

Check-in Time: 2:00 pm / Check-out Time: 12:00 noon. Early check-in & late check-out are charged half-
day if within 6 hours from schedule; otherwise, full day charge applies.

Rooms will be released by 6:00 pm unless paid in advance. Cancellation notice or ‘No Show' after 6:00
pm will be subject to a one-night charge.



Please tick preferred accommaodation

(mm-dd-yy|

Haollywoed Suites (First Floor-Executive)
Hollywoed Suites {Second Floor-De luxe)
Casablanca (Queen Room)

Casablanca (Twin Room)
Casablanca (Quad Room)
Bigfeot Rames Studios (Queen/Bunkbeds)

Bigfeot Ramos MG's 10th Floor Apartment

Guwst Name
Campany
Addrass
E-maid Add

Bocked try

Contict No.

Desigraton

E-mmal Ads

Actwval Dade

Departire Dae

Floht Detardks ETA

Trareport Acrangement

Floht Detarks Trareport Acrangement

Cramges

Accemmodalon
NDO /100

Arport Teansbers

Personal Comparny

Ofher Transpart Senvices (cty tours, shopping,

«

PROCEDURES:

Complete 3 Booking Request form or Legse
Appication Form, whichever & apglicable and sand

entartained without the form. &Mdnml
shoud read: Name of Guest ! Date of Amval and
Departure ! Number of nights.

Cacelmion & No-Show Fees
M confirmaed, note that cancellation of the reservation
iy only be done at lesst 24 hours prioe to the day of

artival. Otherwise, a caa (1) right charge will apphy
Fara No-Show’ on the arial date, Here Wikl be a 441

Carcellaton Fee equivalent to the mumber of nights
bocked but not %o exceed three {3) nights.

Watlsted Reservations
I cn waitist, reservation request wil be put on hald
wrtil a room wil become availsble.

Cranges on Bookings
For amy dmant or ofa 9, the

same form should be used. Aways indicate the
Booking Reference No_ issued in the first Booking
Canfirmaticn.

Checkiniout Time

Crack-n time is 2PM. Check-oul fme s 12NN,
‘Guest checking-in earier Than the check-in Ime
should book a day earker Lo guaranies for & reom.
For late check-ous, 8 ralf day charge or one-night
wilbe bikd.  Guests are 1o sumendar the reom kay
ana keyy fob upon chack oul. Otherwise, ha'she wil
be charged accordingly.

Guest Nome
Room Number
Passpon &

Birhday

Phone Accees Code *

Nabonadty

Reguests

* For sulik, Phone Azt Code mil be achided § du-sctivaled upon chedk-in'-oul respedively. NOD & 10O

s ety

~Bigloat wil ot ba responstis of monmey Naslry o B wikisbie lofl by B guedt in B oo, A sabety
deposk bas, subject 1o space bmisaton, s avarlabie o fe Front Desk Counter at the Holywood Sultes

- For Office Use Only -

Booking Ret No
Contrmason No

Front Desk Ofcar

R of charges i | haraby
e that | am p  §abia for the
of my

Gueat's Name & Signature



ALTERNATIVE HOUSING

Alternative housing can only be used once Casablanca and Hollywood Suites are full.
At that point, one must attain approval before one can move to other venues. The
following are suggestions:

EAST TOWN VILLAS

... YOUR HOMEAWAY FROM HOME. ..
For reservations and other inquiries, please contact:
Mitchell - +63-32-344-7726

Features

2 airconditioned bedrooms
2T&B

Fully furnished house
Storage room

Laundry area

Amenities

Security
Swimming pool
Small function area
Rates

Rental rates can be negotiated depending on the duration of stay of guests.
*Excluding electricity and water

ABEJO’S HOUSING UNIT

Kauswagan, Bangkal,
Mactan, Lapu-Lapu City 6015 Cebu

For reservations and other inquiries:

Emilio — 495-7972 / 0919-4293832
Features
- 3 air-conditioned bedrooms
- fully furnished house
- garage
- ideal for 7 — 9 people

- Deep Gold rental (P25,000) including electricity and water
- Rate can be negotiated depending on the duration of stay of guests



LAUNDRY SERVICE

Casablanca and Hollywood Suites provide laundry services for their in-house guest and
tenants. Independent laundry shops are especially accredited to ensure quality and prompt
service.

1. Guest shall fill up the Laundry Ticket and may request for pick-up of their laundry
through the following channels:
a. Front Office 493-8889 ext. 6100 / 340-3591
b. Housekeeping Office 493-8889 ext. 7301
c. Any Room Attendant on Duty

2. The Laundry Ticket together with the laundry items are picked up by the assigned
staff.

3. Upon pick-up, the attending staff checks the items on the list in front of the guest, if
present. If the guest is not around, the items are checked in the presence of the guard
on duty or the Room Attendant or Supervisor who will serve as witness for any
damages or valuables found.

4. Stains or damages (i.e. missing buttons, snags, etc.) are noted down in the Laundry
Ticket. Guest/s should acknowledge these notes by signing the ticket.

5. Laundry items are endorsed to our contracted laundry shop for processing. Processing
may take one to three days depending on the kind of service requested.

6. Guests are notified when the processed items are ready for delivery. The attendant
then collects payments.

7. Missing items, missed deliveries, or any concerns on the delivered items shall be
reported to the Housekeeping Office or the Front Office within 24 hours from
delivery.



