Information for Shipping Boxes to the 
2009 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:

1) Above Shipping Label:

Note to Westin Convention Services:

Please deliver these __ (#) boxes to the 
   AIAA Responsive Space Conference Registration Table 
   between noon and 1 pm on April 27, 2009
Company Name and contact person: ___________________
Conference Staff Contacts: Julie Jackson and Susan Graven
2) On Shipping Label: 

Westin Hotel LAX
Attn. Nely Salazar, Convention Services Manager

(for AIAA Responsive Space Conference – April 27-39, 2009)
5400 W. Century Blvd.
Los Angeles, CA 90045
· Number all boxes as following example: 1 of 4; 2 of 4; etc.

· Please do not send boxes to arrive at the hotel more than 3 days in advance. 

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

· If you have freight/materials sent to the hotel, each box is subject to a $5.00-$25.00 handling fee (depends on weight of boxes); Pallets are at a rate of $80.00 each. 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.

· For shipping at end of conference:  All the major carriers have regularly scheduled pickups from the hotel Monday through Friday. The outgoing shipping charge can be paid by credit card, billed to your companies account number or billed to your room. You are responsible for properly sealing and labeling all boxes. 
LAST FED-EX PICK UP IS AT 4:00 PM, 
LAST UPS PICK UP IS BETWEEN 2:00-3:00PM AND 
DHL PICK-UPS ARE TO BE SCHEDULED BY EXHIBITOR AS NEEDED.
