EIOBEF|A Daily use of the building

1 ‘ HAODOKBIEERE Opening and closing hours of entrance doors

ZELEHADORBAREILRROESYTY .

The opening and closing times of the building's entrance are indicated in the following chart.

‘ F;-ﬁﬁE Times when open ‘ Eﬁﬁﬁ Times when closed ‘ 'ﬁ%% Remarks

IRV _ KR (12831H~1A38-2A%E38ER) .
Entrance AAIVNT VA 7:00 23-30 RFIEBALN £ TOHAOZRAELET,
Main Entrance All doors, excluding the hotel entrances, are shut on days the building

is closed (From Dec. 31 through Jan. 3, the third Sunday in February).

23:30~7:00ICAESN 2B E
S ADEASEYm] 24 r5 B AR EE P BE B/ =R —H—RPUBETT .
Side doors for after hours Entering and exiting possible around the clock.  The SHINJUKU PARK TOWER Card is required
when entering from 23:30 to 7:00.

* EILEROBAE L BADOHMBHEIEESNBIENHUET .

% Opening hours may change due to maintenance work.

{KEEH Days when closed

MFREBF. ERFHR(12A31H~1A3H) 2BDOEIHEREWELET,
The building is closed during the year-end and New Year holiday (from Dec. 31 through Jan. 3) and the third Sunday in February.
OEREBRICIE. AT LB ERELLTOHAOZAKENELET  HIC.2BORERR. ERBZRICKLDEHED
RFRIEREZENELFEATH2ED . ENBE EABEESBHYWNELET,

All doors, excluding the hotel entrances, are shut on days the building is closed. On the third Sunday in February, the entire building shuts down
for an inspection of the building's electrical power equipment in accordance with the Electric Utility Industry Law. No one can enter the building.

Q) LRDARERDED . XPCZR[TREFRETIHEIE. FTOFMOLLVZLET,

Additional closing days will be reported in advance.

HE/IN—IXT—H—K  SHINJUKU PARK TOWER Card

ZELTRH.EYMOBLELOZAREONERESOD . tF1UT e (NRE ARE) 2HFo/ICH—F Y
AT LEFRALTEVET.

For the tenants' security and to improve user-friendliness, this building uses an IC card system that combines the functions of security
guard (for entering and exiting the offices and the building) .

(1) EHE% Regulations for leasing the cards
FT74ABICONTIE EEEEESMAH L TIROEETIABENEHRWVELET,

The card is leased to the tenants based on the tenants' floor spaces. For office floors, one card is leased for each 5m? of space.

Q) ELEEEZBADH—RNDBINFAT Extra issuance of IC cards
EHERZBADZD—RNOBMRETEIHFLEDBEE. [HBEN—IL2T—D—NEBMREITRAE |2 ARERTS
(B—REE)MPIRBT. BHK > EZ—(TELO3-5322-6601/24B MK IS) ANTIRHE TSV, Z0BE . REA
BERVET,

If you require extra IC cards, please submit the additional card issuance application for the SHINJUKU PARK TOWER Card to the

Disaster Prevention Center (03-5322-6601 / 24 hours a day) via the tenant administrative division (card management division). In this
case, a fee is charged as a general rule.

@) HFRE-EHE Maintenance and management
CABREDERICSVT.RE- BEEZLTTEV. WA BESIOREOTHEFICESZEHICOVTIE K>
22— (TELO3-5322-6601/24BHME) CTEEEZRUVPRETDOT. TERET I,

It is the tenants' responsibility to keep and manage it. The Disaster Prevention Center (03-5322-6601 / 24 hours a day) are not responsible for
lost or stolen cards or problems that occur due to lock failures.
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(At B#ICKDEMANIE Lost or stolen claims
MEABLCRHEEORRIT. LRBLEDLZHEPHICEHF K >R — (TELO3-5322-6601/24 BB X S) NTEET
SV BB D REPREBICHZVIDFUN—DREERVETOT. HELVINEREE T SOWETIOBROEAL
FHFET XK R—ADTEEE. [HB/NN—VRT—H—NEWE (MR S HER) FERTHRAZS]|EZ
ABERE (H—NER) HFIRBATIRETZ0,
To prevent crimes, please immediately contact the Disaster Prevention Center (03-5322-6601 / 24 hours a day), if your card is lost or
stolen. ID numbers are necessary to invalid lost or stolen cards so your number is your responsibility. After you contact the Disaster

Prevention Center, please submit a “SHINJUKU PARK TOWER Card Accident Notification (Loss, Theft, or Malfunction Notification) &
Reissuance Application Form” to us via the tenant administrative division (card management division).

B)YH—RDEMFIT Additional issuance of cards

MK BHICEDD—PNOBMETICOVWTR FAED[FHE/NN—IKXT—H—NEME (MK BE WER) FHR
TRAE|ZZABERB (D—NEE) HPMIBBETHKE>E—(TELO3-5322-6601/248FEXFIi5) N1 H
TEW. ZOHBEHH (2) ICECTEMRBITWZLET . £ MEICKSIBETICONTE. [#HELEZD—RN] &
FMED#HB/N—0RT—h—RNEE (ML B - HTERB) RBRTHRAZIEZZABRERE (HD—NEE) BBFIRE
HCIRETIV. ZOHE. BEICTHLOD—NERBOELET,

If you require an IC card because your one was lost or stolen, please submit “SHINJUKU PARK TOWER Card Accident Notification (Loss, Theft,
or Malfunction Notification) & Reissuance Application Form” to the Disaster Prevention Center (03-5322-6601 / 24 hours a day) via the tenant
administrative division (card management division). Your card will be issued based on the condition indicated (2). As for additional issuances
due to malfunctioning ICs, please submit the malfunctioning IC card together with “SHINJUKU PARK TOWER Card Accident Notification

(Loss, Theft, or Malfunction Notification) & Reissuance Application Form” via the tenant administrative division (card management division). Q
In this case, new cards will be replaced free of charge.

4 | T NX—&— Elevators

(DEITERFETEROEBYTT ., (ELHARNPEEIR)

The operation hours of elevators are below. (See p. 8 of the Building Guide.)

‘ NO. Elevator numbers ‘ pER TR | Operation hours

g OZONE'ZI’\—JD'\\/H“/j&l/X_Ff)'ﬁﬁ% 39~42 7:00~23:30 (1) (Note 1)
Usage OZONE/ Hall/ Shops & Restaurants/ Parking lots

?7{1%% 4~35

or offices only

bR 43.64

ers
#H Gx2) Allday (Note 2)

Rk 36~38.61~63

or cargo only

3w AR E A 3

For emergency/cargo

AT HTOE~1BEIHABOR. 41 SHOAZFE/N—I8T7—H—NIKYBEEHNOTFHATEET OZONE-R—ILEE (B~T7H) ICDWTIE. Q
BEERBOAEITVCLET.

Note 1: By using SHINJUKU PARK TOWER Cards, No. 41 elevator can be used between the 5th basement level and the 1st floor after operating hours. Operated
only during business hours for OZONE and Hall floors (between 3rd and 7th floors).

FE2FTAARBILAN—E—ICOVWTIE  HZEOIAREOFEI 2 TER EYIESNET & ZOBIEFREIEERYET .,

Note 2: As for office elevators, if a tenant's floor is locked, the floor will not be served.

* CVEELEGEREEZEREIRIEPHUET .

* The above-mentioned operating hours may change due to building maintenance.

@ ESYOERFZRIREFEHOCHBOBRIRE. FTHOEERMRERO(TELOB-5322-6611/FH:00~17:00) &
BHEAEETE0,
Please consult with the Customer Service Center (03-5322-6611 / weekdays 9:00 a.m. to 5:00 p.m.) in advance when heavy items need
to be carried or elevators need to be used for a long period of time.

(BIEFEBREDIL X—&—BFT Operation of elevators in emergencies
@ HE-FEOHEF. BFEBICELL. ARLET. AKOBEE . BER THDIBABETL FL-BERELET,

In the event of an earthquake or power failure, elevators will stop at the nearest floor and open. If fire breaks out, they will
move directly to the 1st floor and then stop and open.

@ HWEOHEIF. ILN—Z—RICHBEL THDME—RTH LKLY R—EEEERY . ZDIRRICEOTTE0,
If any failures occur, please contact the Disaster Prevention Center by using the interphones in the elevators and follow the instructions.

B AK HEBEREFILN—KEFBATIIEDNTEELA.

Elevators cannot be used in times of fire or earthquakes.
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ZEREFAF  Air conditioning

(MZER[AMEERE (AT721L) ETROEEITT .

Air-conditioning hours (core time) are indicated below:

\ 74 A Offices | OZONE (1) 0ZONE (Note 1) [ 23y T & ANT Y shops & Restaurants

[ BRE Restaurants [ B - B —E R Shop services
5HME B
117 30.59m 5 oo

9.5 continuous hours a day

A1:0ZONEEWKR OKEER) OZREGZIEVcLELA. Ko, —BLERIAFT XA LERBUET,

Note 1: OZONE is closed every Wednesday. No air conditioning is operated then. Some areas may differ from the core time.

XELNARERRZEFAEGZVLEEA.

% No air-conditioning is operated when the building is closed.

(2) B9\ B8R ((KBEERZ S ) After hour operations (including operations on holidays)
LREFEEUNCEHEGEZCAFLDHBRIF. TROFEICKUFEAZRHEGRZRBFL TT 0,

If you require air conditioning outside of the above-mentioned hours, please follow the instructions below to apply.

B 8 S1 B 0 2 A B ]

Deadline to apply

‘ BEH & Application forms BRLIAA-ZE-BYBEL Apply, amendments, cancellations
F74A-0ZONE TRFNAT L (AB—2UN) 59 <EIR/FIEFEREIC K . BIRF AR
Offices/ OZONE Air conditioning reservation system (online) The effects of the immediate start/stop function are
applied instantaneously.
a3V T&LANT Y R Sb R R E FEADITRHET
Shops and Restaurants After-Hours Air Conditioning Request Form Before 17:00 of the requested day

‘ +t P B 68 BF B Lighting hours for common areas

ERARMLORTRBIE. TROEEITT,

Lighting hours for each floor are indicated below.

FT74A0E— | YavT&LANTY |[EVRALANT Y i) [T ‘ F T4 A Gx2) ‘ OZONE Gx3)
Office lobby Shops & Restaurants Business Restaurants (Note 1) | Lounge Offices (Note 2) OZONE (Note 3)

Lighting hours Business hours

AT B ) 7:00~23:30 ‘7:oo~1 8:00 | AERHE ‘9:oo~21 :30

A1 L. BER. IBRIREDILORITOLEEA,

Note 1: Lighting is not provided on Saturdays, Sundays and holidays because the restaurants are closed.

A2 HBN—URT—H—RERVTERICAE (MHE) SN TOBHBFICOVTROVWELET  BEBEDPIANTIER YN ShDEBIT
WelET . BHB TLN—2—FVBZ R (BB, 160, 240 . 1) RO —HH—NIEEHTUZICDONTIET7:00»523:30F TR
WELET .. F2 EEEDOPRVEHE BT SE O ELEET.

Note 2: Lighting comes on during the time you are in the office by using the SHINJUKU PARK TOWER Card. Lighting is off when all areas of certain floors are

set on alert. Lighting on the elevator transfer floors (8th, 16th, 24th and 31st floors), and some areas that do not work with IC cards is on from 7:00 to
23:30. Lighting will be browned out during hours when few people are around.

A3 OZONEEKR OKEBB) ERfTWelERA. £ . 3ROHAR—IILERARITETBBEREEEEVELEY . AB EEEODRVOEEH
BREIDHZDRITERVET o

Note 3: OZONE is not lit on Wednesdays because it is closed. When the Hall is open, only the 3rd floor will be lit depending on the events taking place there.
During hours when few people are around, only security lights will be on.
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ABEEZERY AT L Armada (FILXYA)  Tenant-exclusive system Armada

HEL TR ELDOEEBROAFCPHERMAZHORS  FEBORFRE RLABRBEZIABED/NY IV ZAL
TAYE—YMERATITOTWERLTABREER AT A Armada (FILYH) | (CABBEELEEBEEONRS
MAI2 =7 —23a>V—IL)ZHRBLTOET . FMICOVTIE B MBET N Z2Z5RBO L ZFBTE.

This building uses the tenant-exclusive system Armada (an interactive communication tool between tenants and the building manager)
that allows tenants to obtain building management information, submit various applications, make inquiries, and perform various
other functions using their own personal computers (via the Internet). Please refer to Operation Guide (provided separately) for details
on how to make use of the system.

8 | BEKOMYWEBZ (F71R) - #FE Change of lighting bulbs (offices) and failure
EZNER(EHAN FEOH) ZRIEALSBEE. FAED [ ERRBKEE | 2K 2—ATRETE0,
BREBENERONVBAICETZERR. CABEOEHERYEFT,
T BTEHATEROTESGZRRELEBAIF B 2—(TELO3-5322-6602/248 X IK) £TIEHE
TEW,
When light bulbs (fluorescent bulbs or emergency lamps) in rental rooms need to be changed, please submit the prescribed Light Bulb
Replacement Request Form to the Disaster Prevention Center.
The cost of replacing light bulbs in rental rooms shall be borne by the tenant.
In addition, in the event that bulbs in corridors or other shared areas fail, please contact the Disaster Prevention Center (03-5322-6602 /
24 hours a day).

9 FAEDOWE  Failure of facilities
BEERN . HEINOHEERSPIORRICHBETLRIBTEDPDODYVEL LS. ESICH XY X —
(TELO3-5322-6602/24EMIG) EFCIER TSIV BB . CABEDPRESNZEE. FEHEIEFICDODNT
DHF BEFRI.CABREBS TIT>TTIL.
When you discover any kind of failure with the building's facilities, call the Disaster Prevention Center (03-5322-6602 / 24 hours a day)
immediately . The maintenance and management of your own property is your responsibility.

10| #;BE  Postal mail
HEDICOVTIR . BEEANOMRER M T Z2ZFATSV. AB AEFORRICOVTR . EEBERICHH
LIAHTE0N,
For postal mail, please use your post-office box in the Post Office on the 1st basement level. Please apply to the post office directory to
obtain a box.

11| ZUNU—t>RZ—(BBEAMIR) Delivery center (in-house delivery)

UL ERBREOHYEHRT2BOTUN) -2 E—CT—HLTEN EESIOEET DV AT LZEABL
TOWET . FL . BAICEIZAR - BRmOBEH BEFEXFOV-—EADHIEVWETOT. T UNU—E>&—
(TELO3-5322-6416) ICa¥flzB ML aDLET I,

All courier parcels are accepted at the delivery center on the 2nd basement level. Please use this center. It also offers relocation and
services to move furniture and other items inside this building. Please call the delivery center (03-5322-6416) for details.
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Parking lots

BESOIFBICOVTIE. [BEESEERY | 28FL W EELEEDISRBEDETRICEOTT S,

Please comply with parking lot management regulations and follow the clerk's instructions.

(1 )'E"% E% 5. A ﬁ Business hours, Usage

‘ = ZEBF R Business hours ‘ & Usage

B %4 R 25 EMZNER. FHEA

Floors B2F 7:00~23:30 Regular contracted cars, unpacking
T 3P 24BFEEE ERZWER. ATILEH
B3F Roud-the-clock services Regular contracted cars, exclusive use for hotel guests
T 4B 7:00~23:30 EHRNER. —KEM(KHEE)
B4F Regular contracted cars, General cars (pay-by-the-hour)
T 5P 7:00~23:30 EHZNER
B5F Regular contracted cars

KABEIIATIIVERERELTHELET,

% Parking restricted on holidays except for the exclusive use of hotel guests.

(2)EM|FIRR Vehicle restrictions
‘ $Wﬂ47\ (BE}:E) Sizes of vehicles (maximum)

R = _x 5 B
Efr%nz;j_t:ytpes igﬁi Egth 5.6m(—#5.0) \TVEildth 2.1m gight 2.1m

5 30t

weight

B REEY

Cleaning and Waste

(1)B=ERBEHR Cleaning of the rental rooms

BEADBRICOVTI EILBRBOMA L HBELOMERICE DB/ T2 — (TELO3-5322-6615) ICTE

BN LET . BB TOBANERIK. CABZEDEHERVET .,

For reasons concerning building operations and management, the Cleaning Center (03-5322-6615) cleans the rental rooms based on

the building's specification. The tenants are responsible for the costs of cleaning in their areas.

‘ 15 A SpeciﬂcationsA‘ 15 B Specifications B ‘ T4k C Specifications C

H¥517 RENF 21— L8 (LARYER) 1E.H 1@, H 3E B
Daily cleaning Vacuuming floors (spot removal when required) Once daily Once daily Three times per week
BANELR 183 1E|H 1E|.H
Cleaning of trash cans Once daily Once daily Once daily
IR ES - Rk L TR 1E|.H 1E|,H 1E|H
Ashtray cleaning and disposal of cigarette butts Once daily Once daily Once daily
M bk = 183
Desktop cleaning with wet cloth Once daily
BEbRE 10,5 10,58 2B B
Windowsill cleaning Once daily Once per week Twice per month
KPR B B R E 1@,/ B 1@,/38 2@/ A
Door cleaning Once daily Once per week Twice per month
EH H—Ruhov>T— 18| F 1| 1|
Regularly Carpet shampoo Once annually Once annually Once annually

XEENOBFRAIVEVNER) DZFEBIERBZEAITZ0,
*Please refrain from using cleaning outlets (black) in rental rooms
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(2)FEBERER Cleaning of common areas
LELDOATAAOE— BT . BE. IHEE. BKEE.ABEHATOBRICOVTE.BERE> 22—
(TELO3-5322-6615) TEEWZLET .

The Cleaning Center (03-5322-6615) conducts cleaning of the building's office lobby, corridors, stairs, washrooms, hot water service rooms,
and exteriors of common areas.

(BB - BIBEFE Pest control
EILROBERBFOLD . BERtEE2—(TELO3-5322-6615) ICTEERSLOHBIBEMREICIGC THRRB
BFEWVELET REOBRICIFE. BRIICTESWVELETOT. ZHNBEWET,

For hygiene management of this building, insecticide and sterilization are carried out occasionally by the Cleaning Center (03-5322-6615).
The tenants are informed in advance of the work. Please cooperate with this.

(4)BEEWAIE Garbage disposal
DD BUBEZE. BIUR Separation of waste, collection
LELTREEDORE BERILETOZDICHFNEINZERL TEVETOTHINBHZANVDEOTH T
FEOET . DAOABICOVWTIEEILAARRDO U A I BEYDAINFE—BERIZISBT .

This building tries to recycle and reduce the output of garbage. Thank you for all of your cooperation to separate garbage. For
separation, please refer the listing of waste separation for recycling.

@K%F&E?% Large-sized garbage
HAIIRE—BWEXEREZEYOLEBICOVTEF. . CABEOEFRICEVWTIT>TIEV. 2B BEICTHE
w242 —(TELO3-5322-6615) TREZERVET (—HAEBTZERWBEDPHUET) FAED [FREFEIIE
Ik IESE ] 2 IR TS0,

The tenants are responsible for disposal of large items. The Sanitation Center will accept some disposal with costs. (Some items
may not be accepted.) Call 03-5322-6615 for details. Please submit the prescribed Special Garbage Collection Request Form.

@ﬁ%%%iﬁmfi Disposing confidential documents
BREICTERE>X—(TELO3-5322-6615) TAVET . FAED [ERFIIBINEKES | Z2ZRETI0,

This service is available at the waste disposal center (03-5322-6615). A fee is required. Please submit the prescribed Special Garbage
Collection Request Form.



