
CRYSTAL PAVILION 
Exhibitors’ Briefing
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How to get to Okada Manila

• From SM MOA- take southbound of Diokno Blvd; 

Go straight until you reach New Seaside drive. for 

self-parking, go straight and turn left to the 

Rotunda entrance; For queuing and ingress, turn 

left and then right at Boulevard 2000

• From NAIAX/Skyway: Take Entertainment City 

Exit; Drive along New Seaside Drive; for self 

parking, turn left from traffic light intersection; go 

straight and turn left to the Rotunda entrance; For 

queuing and ingress, turn left at Boulevard 2000 

(first intersection)

• From Edsa Extension-Heritage Plaza area -

from EDSA,  turn left at Roxas Blvd, go straight 

and upon reaching MIA Road intersection, turn 

right at New Seaside Drive; Go straight. For self 

parking, turn left from traffic light intersection; Go 

straight and turn left to the Rotunda entrance; For 

queuing and ingress, turn left at Boulevard 2000 

(first intersection)

• From Cavitex: Turn left at Pacific Drive; Turn 

right at Macapagal Ave; Turn left at New Seaside 

drive; For self parking, turn left from traffic light 

intersection; Go straight and turn left to the 

Rotunda entrance; For queuing and ingress, turn 

left at Boulevard 2000 (first intersection)

Going to 

MOA

NAIA / Skyway



Crystal Pavilion

4/11/2025 3

Location: Upper Ground Floor, Pearl Wing, 

Crystal Corridor 

Entrances / Access:

The Fountain Foyer entrance

The Promenade- Casino Entrance

The Promenade – The Gift Boutique

Escalator: 2 – Pearl and Coral Escalators

Restrooms: 2

The Fountain Viewing Deck Access: 2



INGRESS
Queuing Area & Guidelines
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Ingress Requirements 
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Organizers

• Final list of exhibitors

• List of staff who will manage the 
ingress 

• Samples of vehicle or delivery 
pass, ingress ID, event ID cards 
for exhibitors, contractors, media, 
etc

• Ingress ID for all staff pref with 
Photo

• Guest / Vehicle Identifiers (if 
applicable)

Contractors

• Vehicle Pass

• Signed Outside Contractors 
Agreement Form (OCA)

• List of manpower

• List of vehicles and plate numbers

• Names of drivers

• List of equipment

• Government-issued ID for staff

• Presence of a DOLE-Certified 
Safety Officer Level 2

Exhibitors

• Vehicle Pass (if applicable)

• Signed Outside Contractors 
Agreement Form (OCA)

• List of manpower

• List of vehicles and plate numbers

• Names of drivers

• List of equipment

• Government-issued ID for staff

• Indemnity form (food exhibitors)

• Health Certificate (food exhibitors)

 Must be emailed to the organizers / Okada Manila team

 Bring (2) hard copies of each document to be presented at Gate 4

No ID, incomplete vehicle and staff list and other requirements, NO ENTRY.



Sample Manpower List
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No. Name Company Name of Event / 

Purpose of Visit

1

2



Issuance of:

- Queueing number

- Ingress ID (c/o Org)



Gate 4 
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Gate 4

Queuing and 

Validation Area

FOUNTAIN FOYER  ENTRANCE

Step 2: Proceed to Drop off point 

• After Contractor’s ID issuance,

contractor may now proceed to Fountain 

Foyer entrance  ( Pearl Side)

Note: Refer to FM the structural capacity of the 

Façade.

• K9 Man dog team to manually check and clear all

equipment /items based on the submitted equipment

list before entering  Okada Manila premises.

• When cleared, contractors  may now unload all 

equipment 

/items  and enter  the event venue to start their set-up.

Step 3 : Set –up 

• Contractor to ensure to have a printed copy of OCA 

on hand for Security’s random check inside the 

venue .

Fountain 

Foyer



Queuing area
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Waiting area 

for 6-wheeler

Wing vans / 6-wheeler trucks will have to park at the designated waiting area. Smaller transport vans are 

recommended for ferrying the items going to the Fountain Foyer entrance 



6-Wheeler Vehicles
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• Only vehicles / trucks with 

max capacity of 4,200 kg  

are allowed to go up the 

Fountain Foyer drop off.

• Container vans / 10-

wheeler trucks with more 

than 4,200 kg max 

capacity will have to 

remain parked at the 

Queuing Area. 

• Smaller transport vans are 

recommended for ferrying 

the items going to the 

Fountain Foyer entrance 



Exhibitors/Contractors
DROP-OFF AREA

4/11/2025 12



DROP-OFF AREA FOR CONTRACTORS AND EXHIBITORS 
WITH EQUIPMENT AND SUPPLIES  
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The Fountain Foyer 

Entrance

Ingress hours: 

12MN – 10AM (10hrs)

Vehicle Type:

All 4-wheelers

Elf trucks

Baggage/Cargo limits:

4200 kg gross weight

Can Accommodate  2 

vehicle at a time 

Note: 

Large 6 /10-wheelers 

trucks are not allowed 

to go up.

Drop-off  area:

4-wheelers 

Outside

Inside



Ingress Requirements 
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Final and approved list of exhibitors

List of all contractors and their respective staff

Event ID cards of Exhibitors, contractors, crew as issued by 

the Organizer to be sent in advance

Sample of Vehicle / Delivery tags to be issued by the event 

organizer

Delivery vehicle details:

Vehicle type | Plate number | Driver’s name | Crew / 

Passengers’ Names

All staff and crew whom will ingress must wear the 

contractor’s pass.

Staff and Crew’s names must match the list provided to 

Okada Manila. Kindly avoid last minute changes. 

No ID, incomplete staff list and other 

requirements, no entry. 

Outside Contractor’s Agreement form (OCA)

In case of hiring transport companies such as LalaMove or 

Transportify, Organizer must advise and identify who these 

exhibitors are to the Okada Manila team.

Indemnity Form for Food Merchants



Occupational Safety & Heath (OSH) Briefing 
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Each contractor with more 10-50 workers must have a DOLE-Certified Safety Officer 2 (SO2) on their team 

that will oversee the safety of the worker during the event set-up. For 1-10 workers, a Safety Officer 1 (SO1) is 

advised. (RA 11058 per DO 198-18 requirement)

All workers (organizers, suppliers, contractors) are required to attend the Security & Safety Briefing to be 

facilitated by the Okada Manila Occupational Safety and Health (OSH) team prior to the start of activity. No one 

is allowed to conduct work activity on site without the briefing. 

OCA form shall be signed by the representative stating that he / she understood and completely agrees to adhere

to the new guidelines imposed by Okada Manila. 

In case of multiple ingress days, the Contractor’s SO2 will be responsible in cascading the safety briefing initially 

done by Okada Manila’s OSH team to the new and incoming exhibitors / vendors / suppliers. 



Ingress Recap
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ID Issuance 

and Validation 

– Gate 4

UNLOAD 

/LOAD   

Proceed at Drop-

off area 

OR queue AREA



Exhibitors staff
INGRESS AND EGRESS with parked vehicle
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Ingress/egress of exhibitors with parked vehicles at the 
basement (NO EQUIPMENT)
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Escalator A

Depending on availability, 

exhibitors may have 

designated parking areas 

during the expo days that will 

take them straight to the 

Crystal Pavilion area.

Allowed to carry bags / boxes / 

parcels with maximum size of 

11 in width x 10 in height
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Designated Parking Area for Exhibitors

Lower Ground Floor Area

Signage to be placed in the area as guide

B Side (CORAL)A Side (PEARL)



Crystal Pavilion Basic Layout
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Reminders on Ingress
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Follow the designated schedule.

Sandos, shorts, slippers are not allowed.

Exhibitors and staff must wear their Staff ID all the time.

Strictly no smoking inside the exhibition area.

Deliver items straight to the venue by using your own push 

carts. Do not drag the items to avoid damage on the floor.

Heavy carpentry are not allowed inside. Please make sure to 

submit a list of equipment, materials, and staff names to 

Okada Manila. 

All personnel must practice good hygiene and proper 

sanitation.

No parking of vehicle at the unloading point (DROP and GO).

Exhibitors’  using container vans / six-wheeler trucks must 

observe standard truck ban schedule as mandated by the 

government.



General Venue Guidelines
Crystal Pavilion
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Security & Safety

4/11/2025 24

Okada Manila’s Security & Safety Division and its personnel 

shall be the prevailing security team in all events and expos.

Maintain 3-4 meters guests’ walkway in the layout and in the 

actual setup.

A standard space (9 sqm) for the Okada Manila Security 

Command Center must be considered in every event layout. 

Do not block or place any form of obstruction to the fire hose 

cabinets located within the Crystal Pavilion. 

Do not block or place any form of obstruction to the fire exits 

and ducting areas found in the Crystal Pavilion. Any set-up 

shall at least have 4 meters clearance from the fire exit and 2 

meters clearance from the ducting area. 

Should organizers / exhibitors / merchants require their own 

external security detail, this must be pre-coordinated with 

Okada Manila management team for clearance and 

alignment. 

For the external security detail, strictly no wearing of 

SecurityType A uniform or any form of identifier (ID’s, 

badges, t-shirt prints) that spells out “Security”. Civilian 

clothes / polo barongs are recommended. Moreover, these 

teams will be regarded as marshals or ushers. 

Don’t hesitate to report suspicious persons and activities to 

the nearest Security on-duty or at the Command Center.



Food, Beverage, and Hygiene
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Cooking with the use of open flame is strictly prohibited inside 

the area. Food items may be prepared using electronic 

appliances.

All food kiosks with cooking activities must have a fire 

extinguisher (Type K, 10lb) and protective matting displayed 

inside the booth. 

Practice Clean As You Go (CLAYGO) to maintain workspace 

cleanliness.

Styrofoam and plastic boxes, cups, straws, bags and other 

takeaways items are prohibited in accordance to Paranaque 

City Ordinance 18 – 40. Please refer to Annex B.

All food merchants must submit a fully-accomplished 

INDEMNITY FORM. Merchants shall also declare all pre-

packed food items to be sold as well as menu and food items 

to be prepared inside the booth. NO INDEMNITY FORM, NO 

ENTRY.

Waste bins must be lined with plastic lining and covered. 

Proper segregation of waste is encouraged. 

All equipment used onsite must be cleaned and sanitized daily 

to prevent cross-contamination. Merchants must also ensure 

that equipment and materials are pest-free.

Merchants must ensure all displayed cooked food items, meal 

sets, raw ingredients, toppings, condiments, and sauces are 

properly covered and neatly packed to avoid contamination. 

Avoid placing items directly on the floor.

Ensure clean chillers and freezers are available as needed.

Use appropriate type of equipment for display of ready to eat 

food items (hot holding / cold holding).



Food, Beverage, and Hygiene
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All retail food items must display clear and readable product 

name and expiration date.

Hand hygiene stations are recommended to be present in 

each booth. Paper towel or disposable tissues must also be 

available. 

High-risk food items such as raw seafood, salads, cream or 

coconut-based hot dishes are prohibited. 

Follow the 4-hour rule for hot food holding and ensure 

temperature control equipment is used (ex. chafing dish, 

display warmer, heating lamps, microwave oven, etc.)



Food-Handling Staff
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No wearing of accessories (ex. Watches, bracelets, earrings, 

rings, etc). Facial hairs and false eyelashes are also not 

allowed.

All staff involved in food handling and service must wear 

personal protective equipment such as hair nets, disposable 

gloves during their duty.

Food handlers must possess valid health certificate. Those 

with no health certificates can use the Health Declaration form 

and must be monitored by Okada Manila representatives. 

Fingernails must be properly trimmed and kept clean. 

Staff must wear proper uniform / wardrobe. Sleeveless shirts, 

shorts , and slippers are prohibited.



Housekeeping | Parking
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Okada Manila Public Area Housekeeping team shall maintain 

cleanliness and upkeep of the venue. Exhibitors are 

responsible for the upkeep of their respective booths. External 

housekeeping staff are not allowed to enter booths for 

security reasons.

Garbage  may be left in the designated areas / trash bins 

provided by Okada Manila Public Area Housekeeping team.

Parking is free at Okada Manila. Valet for regular passenger 

vehicles are available at the Pearl and Coral driveways for a 

standard fee.

Parking for delivery vans is at the designated waiting area as 

discussed in the previous slide.

Should there be a dining section, organizer must deploy its 

own stewarding team whom will be responsible in bussing out 

of used plates, cups, utensils and other food wastes.



Displays & Exhibit Goods
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Exhibitors may use sound equipment in their booths so long it 

does not disrupt the activities of neighboring exhibitors. Rule 

of thumb: Sound and noise should not exceed 88 decibels 

when measured from the aisle immediately in front of a booth.

Each non-food booth / exhibitor must have at least (1) 5-lb 

Type ABCDE Fire extinguisher. 

Display and sale of firearms, sharp objects, prohibited drugs, 

obscene materials, helium balloons, flammable and other 

explosive materials are prohibited unless covered with 

applicable permits from corresponding government agency.

Items for sale displayed in public areas must be directly 

related to the nature of event and with prior approval from  

Okada Manila Management

Display and exhibition of live animals are prohibited.

Okada-owned fire extinguishers / fire hose boxes must not be 

obstructed by exhibits/booths nor removed from its original 

place.

Display and selling of fake, counterfeit and/or Class A goods 

are strictly prohibited and may be pulled out without prior 

notice.



Displays & Exhibit Goods
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Exhibit displays should withstand normal contact caused by 

neighboring exhibitors and guests. Display racks, tables, etc. 

must be able to hold the product or materials displayed on 

them.

Exhibitors may store a supply of product stocks within their 

booth space so long as these items do not impede access to 

utility services, create a safety hazards, or look unsightly. 

Over storing is strictly discouraged.

Potentially hazardous display items such as bulky sculptures 

and the likes should be cordoned off and placed in a spacious 

area (ex. hall or studio) 

For automobile / vehicle displays, maximum load of each vehicle must 

be no more than 3800 kgs with live load having 100 lbs/sq. ft. at the 

Crystal Pavilion.

Fuel level must be no more than ¼ of the gas meter. 

Platform for car display is highly recommended to ensure the weight is 

evenly distributed. 

Car exhibitor / organizers are advised to bring their own ramp / 

matting during ingress and egress.
Strictly no selling of counterfeit and / or Class A items inside 

the venue.



Stock Replenishment | Pullouts

4/11/2025 31

.

Replenishment of stocks is allowed 1 hour prior to opening 

and during operation hours. Standard ingress procedures 

apply.

In case of stock / equipment pullouts, a duly-signed gate 

pass authorized by the organizer must be presented at the 

Security personnel in every exit point.

All merchants are expected to open and close their respective 

booths in accordance to the official operation hours. Early 

closing is discouraged. Late opening and no-show’s may be 

subject to penalty fees.

Never leave the booth unattended.

Booth owners must ensure they secure their own booths after 

operation hours by covering it up with cloth or net.



Guidelines on Egress
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Abide by the designated egress schedule. No one will be 

allowed to pull out items from the venue prior to the 

designated schedule.

Pull-out of items will be made at the Drop-off areas/Pick-up 

Point only. Leaving of items inside the exhibition area after the 

egress schedule is prohibited and will be disposed immediately 

without prior notice to the exhibitor or organizer.

Maintain 3 meter wide unobstructed egress path clearance 
especially going to fire exit/doors.

Follow same process as Ingress. 

Same Entry / Exit Point



Annex A
Food, Beverage, and Hygiene Form | Outside Contractors Form
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Outside Contractors 

Agreement
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Indemnity Form
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Sample filled-up Indemnity form
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Health Declaration form



Annex B
Paranaque City Ordinance 18 - 40
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Annex C
Paranaque City Hall Special Permit References
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Information and sample form were taken from the Paranaque City Hall’s website and Facebook page. There 

might be changes without prior notice. Best to check their website or visit the BPLO office in person.   
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Information and sample form were taken from the Paranaque City Hall’s website and Facebook page. There 

might be changes without prior notice. Best to check their website or visit the BPLO office in person.   
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Thank you!
For concerns, questions, and clarifications, please reach out to 

destinationmarketing@okadamanila.com


