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HoTELs & REsoRTS





Inbound Shipping &Storage Form


Packages should be marked: 

Crowne Plaza Indianapolis Downtown at Union Station

ATTN: Casey Louie




ITE Great Lakes District Annual Meeting
NAME OF PERSON PICKING UP: ​​​​​​​​​​​​​​​​​​​__________________________________
                
123 West Louisiana Street




 
Indianapolis, IN  46225




 







Method of Payment:




                                                Credit Card: __AX__MC__VS__DS__DC__Other__
   





                CC# _______________________________Exp________

Event: ITE Great Lakes District Annual Meeting                                Print Name on Card: _____________________________
Exhibit/Trade Show Dates: 6/8- 6/10
Vendor:  _________________________________

Set Up Time / Date: _________________________
Address: _________________________________

Tear Down Time/Date:  ____________________ 
City:  _______________State _____ Zip _______

Table/Booth # __________________________(if known)

Telephone: _______________________________

Meeting Room Assigned: __________
Fax:  ____________________________________

On-Site Contact for Company: _______________
Email Address: ____________________________
	Description
	Qty
	Cost Per box
	Delivered to
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The Crowne Plaza is committed to providing you with an outstanding experience during your stay. All guest and event packages being shipped to the hotel must follow the address label standards (listed above) to prevent package routing delays. Please schedule your shipment(s) to arrive 2-3 days prior to the event start date to avoid additional storage fees. Use the name of the recipient who will be on-site to receive and sign for the package(s). NOTE:  ALL SHIPMENTS ARE TO BE PRE-PAID PRIOR TO THE EVENT 
TERMS AND CONDITIONS: The Hotel nor the employees, will be liable for any damages, whether direct or indirect damages, relating to or arising out of any loss or damage to any package or its contents, unless a package is lost after receipt at the Hotel, in which case such liability shall be limited to the lesser of $100 or the liability of the carrier indicated above. By sending your package to the Hotel, you agree to be bound by any additional terms and conditions that the Hotel may establish from time to time for receiving and delivering of packages.
Important:  Read all rules and regulations before completing and signing this order form.

BY SIGNATURE BELOW, I agree to all charges specified and agree to abide by the rules and regulations.  I am authorized to sign for company.

Name (Please print): _______________________________________________________________________________
AUTHORIZED SIGNATURE: _______________________________________________DATE:________________
Standard Guidelines for Inbound Packages

We are pleased to accept and store all boxes and shipments according to the following guidelines:

1. Due to limited storage space, packages should be delivered to the hotel no more than 3 days advance. Exceptions to this must requested through your Convention Meeting Manager.

2. Packages shipped to the hotel must be addressed as follows:

All packages MUST show the shipper’s phone number and name.

Crowne Plaza Indianapolis Downtown at Union Station
Attn: Casey Louie






ITE Great Lakes District Annual Meeting
NAME OF PERSON PICKING UP: ​​​​​​​​​​​​​​​​​​​ 
123 West Louisiana Street




 
Indianapolis, IN  46225
3. All Exhibitors, Vendors, and Attendees of a Convention/Trade Show in which an outside drayage company/decorator is utilized MUST ship all their freight through their decorator. Please do not ship directly to the hotel, as all packages will be turned over the drayage/production company assigned to the Trade Show. It is highly recommended that the Meeting Professional be advised of this and communicated to all exhibitors. Vendors and groups: Notification of expected delivery dates/ packages quantities is required. Please note: detailed guidelines should be requested and are available for exhibit shows.
4. Inbound Shipment fees:

	#
	Weight
	Fee per Package

	
	<5#
	$5

	
	6-20#
	$15

	
	20-50#
	$20

	
	50-75#
	$25

	
	Crate 
	$75/EA

	
	Pallet
	$75/EA


Pallets are charged a fee of $75.00 per pallet and crates are charged $75.00 per crate. Hotel will not break down any pallets. Pallet/s will be placed into a storage room but Vendor/Exhibitor/Attendee must provide own man power and tools to break down pallet or crate. 

The first two packages shipped to the hotel weighing less than 30 pounds are free of charge.

Packages should be received during shipping & receiving hours: Monday – Friday 8:00 am – 3:00 pm 

5. The package fees can be billed to a guest’s room, a credit card number with an accompanying signed credit card authorization or Group Master Account. All packages will be held until a payment method has been confirmed. Also, all transactions are subject to a 24% service charge and 7% tax. 

6. Do not ship valuables –Crowne Plaza Union Station is not responsible for contents. 

7. We recommend that guests place a packing slip in both the inside & outside of each package. 

8. The hotel policies on safe package handling are based on advice from the United States Postal Service (USPS) and the Federal Centers for Disease Control and Prevention (CDC). 

9. Items left behind for longer than 5 days will incur an additional storage fee of $10.00 per day that will be billed to the Group Master Account or credit card on file. 

10. For unclaimed packages or items left behind after a guest departs, the Shipping & Receiving Manager will call the guest or the shipper to obtain information to forward the packages. Any

forwarding charges incurred are the sole responsibility of the guest and will not be paid for by the hotel. If no information on an unclaimed package is available, the unclaimed package will be discarded seven days after your departure. 

11. The hotel will not accept COD (Cash-on–Delivery) packaging without payment in full before the delivery is made.

