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Shipping and Receiving Policy

Due to the nature of our business, the hotel receives a large volume of boxes to our bask W
your assistance by strictly adhering to our shipping and receivinigypolThis will allow us to
efficiently deliver boxes and packages for your group, exhibaods attendees. Based on the
volume of items being received and transporting may incur additional charge.

The following rules apply to all boxes shipped to the hotel:
- The Hotel is not responsible for perishable items.

A labor charge will be assessed if the Hotel's sdasce is required in unloading vehicles and/or
moving items to storage areas.
The Hotel must be advised if there are any itemghieg over 100 Ibs. that will be displayed in any
function room or area.
All shipments should be received no sooner thaay® grior to the conference

The Hotel accepts no responsibility for the return of packages or sitipatehe conclusion of

your function. These arrangements can be made through the Concierge or your

Catering/Convention Services Manager.

PACKAGES FOR THE GROUP/ORGANIZATION:
Please ship materials with the following address:

UDECOTT for Hyatt Regency Trinidad

Your Organization’s On-Site Contact This line mandatory
Convention/Event Name, Date of Event This line mandatory
Level 1 Albion Court

61 Dundonald Street

Port of Spain

Do not address boxes towards the Hyatt Regency Trinidad.

To have your boxes delivered onsite:

- Contact the Shipping and Receiving Department through the Meeting Concigxme o
Catering/Convention Services Manager.

- A Convention Services Staff Member will deliver the boxes to your meeting. room

- Please note: Boxes will not be delivered unless an authorized signer yaur group

is there to receive the packagesrhis is necessary to confirm delivery of shipment.

- Please note that DHL can store and deliver your items to the hotel prior tewamir
upon request.

- Please have your tacking numbers available onsite to help locate your gackage
Due to limited storage space, we request your notification of any matesiak shipped tf
the Hotel prior to your arrival.




PACKAGES FOR VENDORS/EXHIBITORS: :

We strongly recommend using a drayage or exhibitor company to handle package
delivery for your vendors or exhibitors. Your Catering or Convention Services Mangger
can supply you with a list of exhibit companies.

NOTE: If an exhibit company is being used, boxes and materials are to be shipped
directly to the exhibit company

If your group is not using an exhibit company, please include the attached Shippingand
Receiving Exhibitor Form in your exhibitor packets. This form contains shipping

information for exhibitors as well as billing information.

PACKAGES FOR ATTENDEES:
Please include the following information in your registration materialatfendees of
your event/conventions:

Shipping address for hotel:
UDECOTT for Hyatt Regency Trinidad
Attendees Naméiotel Guest This line mandatory
Convention/Event Name, Date of Event This line mandatory
Level 1 Albion Court
61 Dundonald Street
Port of Spain

To have your materials delivered to your guest room, please contractltbibelat
extension 4520. Package delivery fees apply and will be posted to your guest roo
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SHIPPING AND RECEIVING FORM

™

Show Information

Please note: This form is for vendors/exhibitors only.
If a drayage/exhibit company is being used, boxes are to be shipped directly to the exhibit company.

Convention / Main Group:

EXHIBIT ROOM: Regency Il BOOTH#

Exhibitor's Name:

Contact Person: Phone

Address:

City: State: ZIP:
ITEM Quantities TOTALS

Letter, package or
envelope (next day)
Regular size box (up to 16x24)
Large box (over 16x24)
Display case/hard case with
wheels
Pallets

TOTAL

Method of Shipment (ex: DHL, FedEx, UPS):

Payment Information
Credit Card Credit Card # EXP.
| hereby agree that any and all charges incurred for the event that | am holding at the Hyatt Regency Trinidad Hotel will be
charged to my credit card as shown above. Full payment by Credit Card or Check, including sales tax, is due in advance.

Purchase Orders are not accepted.
SIGNATURE: DATE:

Please address materials shipped to the hotel with the following:

UDECOTT for Hyatt Regency Trinidad
Exhibitor's Name, Onsite Contract Name <—-- THIS LINE REQUIRED

Convention/Main Group Name <--- THIS LINE REQUIRED
Level 1 Albion Court
61 Dundonald Street
Port of Spain

To receive your boxes/ packages on-site:

- Contact the Shipping Department through the Meeting Concierge or Hotel Operator

- A Convention Services Staff Member will deliver the boxes to your exhibit area

- Please Note: Boxes may not be delivered until a member of your group is there to receive the packages
- Appropriate charges as listed above will be applied to your credit card

- Please have the tracking numbers available to help locate your packages

The Hotel accepts no responsibility for the return of packages or shipments at the conclusion of your function.
These arrangements can be made through the Business Center, located on the Third Floor of the hotel.

The hotel is not responsible for perishable items. A labor charge will be assessed if the Hotel's assistance is required in unloading
vehicles and/or moving items to storage areas. the hotel must be advised if there are any items weighing over 100 pounds that will
be displayed in any function room or area. All shipments should be received no sooner than 3 days prior to the conference/event.



