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PLEASE COMPLETE THIS FORM FOR YOUR SHIPPING REQUIREMENTS 
SUBMIT TO Christina Taddeo AT:
christina.taddeo@loewshotels.com 
Exhibitor/Sponsor On-Site Contact Information:

NAME: __________________________		COMPANY: __________________________

EMAIL: __________________________		CELL PHONE: _________________________

In-Bound Shipping 
☐ I will NOT be shipping anything to the conference 
☐ I estimate shipping approximately__________ (# of) boxes to the Loews Chicago O’Hare Hotel. Please indicate dimensions and details (Tracking Numbers preferred) for any boxes you will be shipping: _____________________________________________________________________________________________

_____________________________________________________________________________________________ 

Return Shipping 

☐ I have a FedEx Express Account and will bring my own form for shipping 
☐ I have a UPS Account and will bring my own form for shipping 
☐ I do not have a UPS or FedEx account but have read the instructions below and will bring my own form with payment information for shipping 
☐ I will NOT have a return shipment 


All packages and boxes sent to the hotel must be marked as follows:
Address packages to: 
· Group’s Name
· Onsite Contact Name:  Lisa Varzino
· Exhibitor Name/ Booth # (if applicable):
· Attn:  Onsite Contact Name Lisa Varzino
· Loews Chicago O'Hare
· 5300 N River Road
· Rosemont, IL 60018
· (# of total boxes)
Incoming Packages:
Packages will not be accepted earlier than three (3) days prior to the event’s date. The hotel is not responsible or liable for the delivery conditions and security of the packages.
Outgoing Packages
We advise bringing ready to ship labels since we do not have a full-service package room. 
PLEASE NOTE: UPS outgoing packages would have to have a scheduled pickup in order to ship out. This is only for UPS pickups and does not affect our FedEx pickups. This pickup would have to be scheduled by the shipper with the UPS account as they would have to provide payment for their pickup. They would provide UPS with the below information for pickup. 
· Number of packages
· Pickup Time Between 6AM-4PM
· 5300 N. River Rd.
· Rosemont, IL, 60018
· Pickup at dock in rear of hotel

It would be a pickup fee per pickup, not per package. The fee would be between $10-$13 per account getting picked up.
Packages will be picked up from meeting space and brought to the shipping area at the conclusion of the event.  Due to limited on-site storage, there will be a $25.00/day, per item charge for all packages left at the property more than three (3) business days. 

Thank you.
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