Information for Shipping Boxes to the 
2005 Responsive Space Conference

Note:  If at all possible, please walk your displays in.  We have a storage room available for the relatively small exhibit boxes.
· All boxes/packages sent to the hotel need to be clearly marked with the following information:

· Attendee's Name/Company

· On-Site Contact Name: Regina Jenkins

· Attendee’s Arrival Date

· Name of Conference: Responsive Space Conference

· Conference Dates: April 25-28, 2005
· Westin Contact Name: Luz Acosta

· Address:  Westin, 5400 W. Century Blvd., 
Los Angeles, CA 90045

· Please label all boxes 1 of 4; 2 of 4; etc., to enable the hotel to determine if the entire shipment has been received.

· As storage space is limited, please do not send boxes more than 3 days in advance. If shipments arrive prior to 3 days before the meeting, the hotel will refuse delivery.  

· Exhibitors are responsible for their own shipping charges. The hotel cannot accept C.O.D. shipments.

· The hotel cannot accept responsibility for packaging or sealing boxes.  A hotel shipping form must accompany shipments.  All the major carriers have regular scheduled pickups from the hotel Monday through Friday. The outgoing shipping charge can be paid by credit card or charged to your room if you are staying in the hotel.

· If you have freight/materials sent to the hotel, a service charge will be accessed at the following rates:
Each box received by the hotel is subject to a $5.00 handling fee; Pallets are at a rate of $80.00 each.

· In addition, there will be a $1.50 delivery charge for each box shipped to the hotel that is to be delivered to your booth.  You will be charged upon delivery of freight/materials.  This charge can be paid by credit card or charged to your room if you are staying in the hotel.
