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Exhibitor Shipping Form 
* A completed form is required at the time boxes are delivered to the exhibit table. *

Please return this form to: Kerri Higgins

via fax# 619-275-8932 or to khiggins@missionbayhilton.com. 

Please contact # 619-275-8983 with questions.

COMPANY NAME: ___________________________________ BOOTH #: ___________________
ADDRESS: _______________________________________________________________________
PHONE #: _____________________ FAX #:__________________EMAIL:_____________________
PACKAGES:
 Packages will be accepted up to 3 business days prior to event. Packages will be stored by the Resort until the exhibitor picks them up or requests to have them delivered to the meeting space.  Please note that if a hotel staff member moves your boxes/crates for you into the event space, you will be billed $2.50 per box and $5.00 per crate. Please also note that the hotel does not own a forklift, so any shipments requiring our staff to move them must be able to be moved with a pallet jack or a bell cart.
NOTE:  PACKAGES WILL NOT BE DELIVERED UNLESS THE ONSITE PERSON REQUESTING THEM IS PRESENT.

# OF IN-BOUND PACKAGES EXPECTED: 
_____
ADDRESS PACKAGES TO:
NAME OF EXHIBITOR ONSITE:_____________________________________




Hilton San Diego Resort





1775 E. Mission Bay Drive





San Diego CA 92109





Exhibit Company / Group:______________________________________
OUT-BOUND PACKAGES*: 

   (Estimated count, exact number determined on-site)  

EXHIBITORS MUST ARRANGE A PICK-UP WITH THE SHIPPING COMPANY DIRECTLY. Exhibitor is responsible for packing, labeling, and arranging pick-up for all outgoing packages. Hotel is NOT responsible for any items not property labeled or shipped out.
PAYMENT METHOD:


 FORMCHECKBOX 
 CREDIT CARD 



Card Number: 






 Expiration Date: 



Card Holders Name: ___________________________________________________________

 FORMCHECKBOX 
 CHARGE TO GUESTROOM 

Name on Reservation: 





 Confirmation #: 

___________
I hereby authorize the Hilton San Diego Resort to charge my credit card or guestroom for the detailed billing as noted above.

SIGNATURE: __________________________________________Date: ___________________
ADDITIONAL EXHIBITOR INFORMATION:

PARKING INFORMATION WHEN ONSITE: 

Daytime Parking is available on property. Please pull a parking ticket at the gate when you pull in. You may pay with a credit card at the gate when you leave, or pre-pay at the Pay Station located near the Hotel Lobby.

Parking Rates:


$5.00 up to 3 hours


$8.00 for 3+ to 6 hours


$12.00 for 6+ to 18 hours

SET UP / TEARDOWN TIMES: 

Set Up: Thursday, February 15th: 6am – 9:30am in Terrazza Ballroom / Foyer

Teardown: Saturday, February 17th: 5pm – 8pm


(For teardown please note, you are responsible for packing up all items and arranging shipment)

WHAT IS PROVIDED BY THE HOTEL: 

Each exhibitor will have (1) 6’ x 30” table with black linen and (2) chairs set by the Hotel.

SHIPPED ITEMS: 

Items shipped to the Hotel will only be delivered to your table if you have returned a completed Exhibitor Shipping Form to the Hotel. If you do not, then the items will be stored until you request them from the Hotel bell staff and a form must be completed at that time. The exhibitor is solely responsible for packing all items, labeling packages, and scheduling a pick-up with the shipping company. Hotel is not responsible for any items left behind or not properly shipped out.
POWER / AUDIO VISUAL NEEDS:

For any power that is needed at the exhibit table or for audio visual requests, please contact PSAV directly at 619-275-7971 or by completing the PSAV Exhibitor Form.

HOTEL RESTRICITIONS:
The Hotel has the right to request items to be moved that are in violation of fire codes or Hotel rules (including but not limited to: obstruction of walkways and doors). No exhibits allowed over 6’ high.
HOTEL RESTRICITIONS:
The Hotel has the right to move items that are in violation of fire codes or Hotel rules (including but not limited to: obstruction of walkways and doors). No exhibits allowed over 6’ high.

PRINTING NEEDS:
FedEx Office Print & Ship Center:

5375 Napa St. 106

San Diego, CA 92110

619-293-0201

FedEx Office Print & Ship Center:

Pacific Plaza II

1834 Garnet Ave.

San Diego, CA 92109

858-483-1852

