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Task

Description

Represents a rmanual

the process.

activity of

Automatic Task

Represents an
of the process.

autorrmatic activity

Flow direction

Imput or
decision.

output of the task or

INntermal Audit
Control

Controls
Audit

defined by NH INntermnal

Systernms

Applicatio or Tool.

Start/End

INndicates the beginning or the end
of a process.

NManual Process

NManual Business process
composed of tasks, decisions,
flow directions, documents and

Decision point

It is originated after one task and it
generates two or another decision.

Report or
document

It is a physical or electronic file
used as Nput or output of a task.

Notifications

External/Intermal Notifications.
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Process: Expan.

Subprocess: Expan:

n Lease & Management
n_Lease & Management Contracts

Process Owner: SVP Development

Task

EXP Expansion_Opportunities &
Projects

Task Description

Come from task10 in NHORG-EXP 1-Expansion_Opportunities & Projects: Submission
the terms (also commercial and technical conditions) to the Legal Department in order
to drafting the new contract. Projects, Construction & Engineering Department will be
copied in the e-mail sent

When

+2 working days from
final acceptance by the
Landlord

Corporate IT & Organization Department

Proces Leader: VP Develpment

Responsible

Expansion Department

Frecuency

Minute / E-mail

+2 working days from

Preparation, signing and submitting | Preparation and submission to Legal Department the "Letter of Intent” (LOI) signed by y 3
01 o e ! e arlond nct Expancion Depeiment fnl scceptae by he Expansion Department Ad-hoc Document (LOY) signed / E-mail
7 working days from Lease or management contract bt (according
1| Drawupthe lease or management | Draw up the lease or management contractand send t o the deparmens imlved in | " MO S8 O Legal Department Adhoc Pt
contract the project in order to validate the wording
contract terms. E-mail
[All Departments involved in the proyect and Expansion Department will submit +3 working days from Al Departments imoned
11 Wording validation feedback and validation to Legal Department about the wording of the contract terms | the receipt of the terms P Ad-hoc E-mail
Expansion Department
that concern them by Legal Area
Technical Service Agreement | Projects, Construction & Engineering Department will validate and submit to Expansion | 3 Working days from Projects, Construction & Engineering
12 the receipt of the terms Ad-hoc TSA Contract/ E-mail
(henceforth TSA) validation  |and Legal Department the TSA of the new project. Department
by Legal Area
Request al legal ceriificates and documentation of the building, acivity and
installations to the Landlord, including;
- As built project and drawings +3 working days from
13 Request alllegal certificates and | "0 icates of instalations (tests, permits, legal inspections, etc.) the receipt of the terms | " r0jects: Construction & Engineering Ad-hoc E-mail
documentation to the Landlord Department
- Due diligence by Legal Area
- Contracts (supplies, maintenance, legionella, communications, etc.)
- Potential isks ceriificates (such as contaminated soil, asbestos, etc.)
+2 working days from Lease or management contract o (accordin
14 Update the draft and send it to the | Draw up the new lease or management contract and send it to the Landlord & the receipt of all Legal Department Adhoc “L:O e country 9
landlord & Expansion Department | Expansion Department to validate the wording validations from all Expansion Department E-mail
departments involved
Lease or management contract i (according
15 | Reviewthe draucomments received |\/.jjare tna proposal of Landiord is according to the terms of the negotiation +2 working days from Expansion Department Ad-hoc o the country)
from the Landlord the receipt by Landlord E-mail
- - Evidence: Email sent by the expansion
) The drafting of the new contract is carried out by the legal department In accordance Execution: Ad-hoc g
1-A1 | interal audit Control (FOP.02.C01) | 8 A xpansion Gomitiee NIA SVP Legal Affairs Toating veary | Management dep:;T:er: with the proposal
Ifthe landlord does not agree with any previous term approved by the Expansion
, | sendthe newterms to Legal Area & |Commitee, the new terms will be set o the Legal Area and al departments involved Adhoo Expansion Deparment Adhoo omail
others departments (if applicable) | for analyzing those changes. Expansion Department will be able to cancel the new P P
project or escalate the new terms to the Expansion Committee for a new approval
Review internally the draft provided by
3 the Landlord, update it with the new | Review the draft by Legal and submit it to departments involved for review and mark up. ﬁm‘;’l‘l‘é’:‘g&?ﬁ:“" Legal Department Adthos Lease or ma"ag‘:':::"zg::::a)“ & (according
terms and submit it to departments | Update the draft with the new terms and submit it to departments involved for validation. All Departments involved Y
involved departments involved E-mail
Send new draft to Expansion Department to validate the wording and continue with the | MXimun 5 working days Lease or management contract.tt (according
Send draft reviewed to Expansion from the receipt of all
4 same process (from Order 1.1 il Order 4) il final version is in an agreed form with the Legal Department Ad-hoc o the country)
Depariment to validate the wording validations from all
Landlord and Expansion Department. E-mail
involved
: e ; Evidence: Email sentto the Legal
4-Al | intemal Audit Control (EOP.02.C0z) | T @Xpansion departments verifies if the that proposal of Landlord is according to the NIA SVP Expansion Execution: Ad-hoc | oo iment with the OK of the Expansion

terms of the negotiation and validates the wording of the contract

Testing: Yearly

Department

+2 working days from
Expansion Depart.

Expansion Department or

Lease or management contract.txt (according

5 | Submit draft updated to the Landlord |Submit draft updated to the Landlord for review and final approval Ve ey ool Dot Ad-hoc totne conty
legal department
LEGAL_Contract signature process by Attorneys in fact: Sign the Legal Template in
LEGAL Contract signature process -
6 order to be sure that the contract has been properly reviewed for the NH Departments | Before contract is signed . g’;":ﬁﬁ‘_‘;“:z’:"a"r‘:"“;m Ad-hoc LEGAL Contracts review
by Attorneys in fact involved i the negotiation. gal Dep
Sign the lease or management Legal Department (or Expansion Depart, as ‘. o
7 et Sign the lease or management contract between the landiord and the Company. Ad-hoc the case may be) Ad-hoc By e-mail with scaned contract or "In situ
g1 | Communication of the signed contract [Communication of the signed contract / project o the Management Committee and | +2 working day from the Expansion Department Adhoo omail
I project SVP positions signature
Send an e-mail including below information to all BU departments involved and the
related HQ: Compulsorily to SVPs / VPs at Headquarter (Finance, Operations,
Marketing & Communication, Commercial, Internal Audit, Legal, HHRR, Assets &
Development), BU Management Commitie.
Optionally,if Operations Regional or the Hotel Manager are involved in the process, the Contract signed &
82 | Communication of the signed contract |BU Operations Director is responsible to spread them the information. 2 W"”;‘";a:z‘:e"""‘ the Eg tzg: EZZ:"“:“:“‘I Ad-hoc E-mail with link to LEA - Lease Contracts
- New contract and any other relevant documentation (such us Technical Service Summary Database.xls
Agreement)
- Lease Contracts Summary Database link il be attached in e-mail sen, indicating
that the update information of the new contract will be updated within a maximun of 5
working days
. o Evidence: Email sent by the legal
8-Al | Intemal Audit Control (EOP.02.Cog) |There IS n place a communication process of the new contract signed in order to NA SVP Legal Affairs Execution: Ad-hoc | department to involved departments with the
inform to the involved departments.
new signed contract
R Update the NH Lease Contracts 1':::%1&?::&:"5:’:‘?“:; g‘:f:l;;‘::".";ﬂr"”‘:‘zenzﬁ”;':":r"/'ﬁijsa::‘b‘;"'ﬁﬁ;"g‘;eal‘ +5 working day from the BU Legal Department Adhoc LEA - Lease Contracts Summar
Summary Database e e oten signature HQ Legal Department Databasexis
Two different types of sharepoint database access will be available:
1.- Access only for HQ / BU Legal Departments: For display, downloads and updates /
changes of the lease contracts summary database". BU/HQ Legal Department
91 | Sharepointdalanase & documeN's 5 -For the rest of depariments  positions tha require access for display and NiA SVP Legal Department NiA Legal Sharepoint
downloads (updates or changes will ot be allowed). SVP & Directors Departments wil HQ Departments
be able to request access for any position of their teams by request to SVP - Legal
Department, providing the names and e-mails of the authorised positions.
Physically and electronically file the new signed documens. Also file the contract in
english version (not required for spanish contracts):
1.-The Legal position who has been involved in the signature process will upload the
scanned and signed documens to +2 working day from the: BU Legal Department ’
o File the contract 1.1.- The sharepoint enabled for this purpose. Only by authorised positions and signature HQ Legal Department Ad-hoc Legal Sharepoint
departments will have access to this sharepoint (documents and database).
1.2.- The Legal Corporate Server.
2.- Original contracts or addendums will b filed in the HQ / BU General Archive
- 5 working days from
11 | Record the financial effects of the  |Record the financial effects of the new lease or management corract e oo o v Finance & Administration 8U Adhoe sap
lease or management contract | Check that the payments comply with the rental conditions signed. D o
1-A Internal Audit Control (EOP.02.C04) The Finance Departments of the BU checks that the amounts entered in the accounts NA BU Financial Director EXEDU.ﬂﬂn: ‘Ad-hoc EVIdeﬂCE'. K_eep a screenshot of the account
matches with the contract signed Testing: Yearly entry jointly with the contract signed
12 | Reviewthe recorded financial effects | ek that the amounts entered in the accounts as a result of the new contract are Ad-hoc Finance & Administration Department HQ Monthly sap
correct and in accordance with the accounting regulations in force.
The Finance Department checks that the amounts entered in the accounts as a result s | e s e e T e s
12-Al | Internal Audit Control (EOP.02.C05) |of the new contract are correct and in accordance with the accounting regulations in NIA HQ Financial Director ition: g ! 9
[ Testing: Yearly linearization
CPX CAPEX Budget Follow Up orofecte, Conetraction 8
13 | Process: Monitoring the progress |Monitoring the progress of the works if new contract has CAPEX or works terms Ad-hoc rojects, "'l‘)se‘:]“: n‘;’;m ngineering Weekly “In situ”
of the works
Report any relevant work issue could
Report any relevant work issue could affect o the legal / economics terms signedin | +2working days from | Projects, Construction & Engineering y mail o "
14 | aflectiothe legal economics 1S | et g ake the corresponding decisions or actions the anomaly detection Department Ad-hoe Exmal & supporing documents
Sudget Monitoring and Management | C1eck that the first PL budget approved and loaded in SAP_Fi has, as a minimum, the Controlling and Financial Planning
15 o 9 29 same figures that the Business Case approved by the Expansion Committee when the. Ad-hoc epartment HQ / BU Ad-hoc sAP
Control_Hotel Process -
! project / investment was approved for it Operations Department
Controlling and Financial Planning departments checks that the first P&L budget
. ’ approved and loaded in SAP_F! has the same figures that the Business Case ’ | Execution: Ad-hoc | Evidence: Comparative between Business
15-Al | Internal Audit Control (EOP.02.C08) |10 oued by the Expansion Committee when the project / investment was approved for R SVP Controlling and Financial Planning (=00 yeary plan figures and figures loaded in SAP
it
Budget Monitoring and Management |identify Real - Budget gaps filling the budget tracking template (including the 3erd working day of each|  COntrolling and Financial Planning
16 committed) month artment HQ / BU Monthly SAP

Control_Hotel Process

Operations Department
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