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Shipping & Box Handling

for Sales, Catering, and Convention Services


In order to effectively manage shipments that are coming in/leaving the hotel for Catering and Convention Service groups, note the following is needed:

1. In the miscellaneous field of the Banquet Event Orders, include the number of boxes being shipped to us by the group, the shipping method and the receiver’s name.  (the receiver is the manager servicing the group and the on-site group contact)

2. Additionally, communicate with the clients ahead of time to make sure that they 

have labeled their boxes to include the following:

· Name of the Group

· Meeting Dates

· On-site contact (group contact)

· Hotel contact (manager servicing group)

· Hotel address

· Return address with shipping information

3. The hotel will accept shipments up to three days before the group arrives.  There is an additional fee of $10 per box per day for all items stored for more than three days.

4. Box charges are complimentary if they are under 10 pounds.  If the boxes weigh 10.1-50 pounds, the box charge is $5; 50.1-100 lbs is charged at $10 per box, and 100.01-150 lbs is charged at $15 per box. Any boxes 150.1 or over and pallets are charged are $75 and will be charged to the group hosting the event unless a drayage company is contracted by the group for shipping and storage.
5. We have limited storage space.  If there is a group that has a large shipment of boxes and we have space available (two days before the function), please utilize a small meeting room (unless it’s a high demand day) for storage.  

6. The hotel is not responsible or liable for shipping out boxes.  It is the responsibility of the on-site contact, exhibitor to coordinate outgoing shipments.

7. All packages, boxes must be properly taped and labeled with correct mailing addresses. No P.O. Boxes or C.O.D. boxes are accepted.

8. All outgoing boxes must be accompanied by a shipping label filled out by the shipper.

9. There are no weekend courier services 
10. The hotel does not store perishable items 
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