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Convention Order Form
Name of Convention: ____________________________________________________________________

Name of Exhibitor: _____________________________________________________________________

Name of Contact:  _________________________________________Contact Number: _______________

Contact Email Address: __________________________________________________________________

Dates of Convention: From____________________________ To________________________________

Note: Requests must be received two weeks prior to the event to guarantee electrical hookups and equipment availability.   Please return complete form with check, money order or credit card number to the above address.

	Electrical Circuits: 

______Up to 15 Amps/110 Volts---------------------------------------------------------------------$15.00 per day/booth_______

______ 16 to 20 Amps/110 Volts---------------------------------------------------------------------$20.00per day/booth_______

______21 to 30 Amps/110 Volts---------------------------------------------------------------------$30.00 per day/booth_______

	______Up to 15 Amps/208/220 Volts/Single Phase-----------------------------------------------$20.00 per day/booth______

______16 to 20 Amps/208/220 Volts/Single Phase-----------------------------------------------$30.00 per day/booth______

______21 to 30 Amps/208/220 Volts/Single Phase----------------------------------------------$40.00 per day/booth______

Additional Electrical Circuits Available.  Please call for information.

	Internet Connection:   High Speed Internet Connection (non-taxable)   
Number of Participants (estimated bandwidth) ________

SUPERIOR INTERNET          $__________/person = $__________
SIMPLE INTERNET          $__________/person= $__________
  SUPERIOR <25 people $8/person │26-50 people $6/person │51-100 people $5/person
  SIMPLE <25/people $4/person │26-50 people $3/person │51-100  people $2/person

	Package Receiving/Handling/Storage Fees
Receiving/Handling Fee ____# of Box(es)  ____# of Box(es)[Over 3lbs]  ____# of Crate(s)  ____# of Pallet(s) ____#of Booth(s)/Trunk(s)

Receiving/Handling Fees
(Charge includes receiving, storage, handling, and outboard shipping.)

Boxes (3 lbs. or less)

$5 per box 

  Boxes (over 3 lbs.)

$10 per box

Booths, Trunks 

$30 per Booth, Trunk (regardless of size/weight)

Crates [1ft. – 5ft.] 

$75 per crate (regardless of size/weight)

Crates [6 ft. – 7ft] 

$100 per crate (regardless of size/weight)

Crates [7 ft. & up]

$150 per crate(regardless of size/weight)

Pallet

$150 per pallet

Storage Fee [over (3) days]

$25 per day



	Audio-visual Requirements:

A variety of audio-visual equipment is available for rent.  Please contact our sales department directly for your needs.  Special equipment for hookups (wiring, special plugs, connectors, etc.) not available in Engineering stock will be charged at retail price.  Please allow at least two weeks notice.
Name on Card _____________________________________ Type of Card ______________________________

Credit Card # ____________________________________________ Expiration Date _____________________

Authorized By: _________________________________________________ Title: ________________________

Signature______________________________________________________ Date: __________________________


(  Please checkmark if you require an emailed receipt. 

9100 Corporate Hills Drive

Wichita, KS  67207

316/651-0333

Fax 316/651-0634
PACKAGES/BOXES

	
	

	All packages should be shipped and INDIVIDUALLY labeled to the hotel as follows:
	Wichita Marriott Hotel
Group or Show Name

Attn: (Registered Guest Name with Check-in Date)

9100 E. Corporate Hills Drive

Wichita, KS 67207

Hotel Contact Name (if applicable)


	
	

	Multiple boxes/containers should each be marked as follows:
	“(box#) of (total # shipped)”

Example:  Box 1 of 4, Box 2 of 4, etc.



	
	

	Shipping Policies:
	1.  All packages must be labeled as specified above.

2. Due to limited storage space, packages received more than three (3) days prior to the event will incur a $25/day storage fee.
3. Hotel will deliver packages to the event location on setup date. Group/Exhibitors are responsible for all unpacking and setup of exhibit items.

4. After event, Group/Exhibitor will be responsible for dismantling, repacking, and sealing of outbound shipments. 
5. Outbound shipments must be properly labeled and sealed for pickup to include billing account number.  Packages left at vendor tables, will be taken to the designated outbound area near the back dock entrance.
6. Group/Exhibitor must contact their shipping vendor for outbound shipments and cover any pickup fees (if applicable).

7. Any packages not picked up after 30 days, will be disposed of.


	
	

	

	Any special shipping and receiving requirements, please contact your Event Manager in our Sales Office at (316) 651-0333 ext. 6170.  Thank you.



Incoming Shipping Charges

(Charge includes receiving, storage, handling and outboard shipping.)

	Envelopes to Guest
	Complimentary
	

	Boxes (3 lbs. or less)
	$5 per box 
	

	Boxes (over 3 lbs.)
	$10 per box

	Booths, Trunks 
	$30 per Booth, Trunk (regardless of size/weight)

	Crates [1ft. – 5ft.] 
	$75 per crate (regardless of size/weight)

	Crates [6 ft. – 7ft] 
	$100 per crate (regardless of size/weight)

	Crates [7 ft. & up]
	$150 per crate (regardless of size/weight)

	Pallet
	$150 per pallet
	

	Items for non-registered Guests
	$25 additional charge per item
	

	Storage Fee [over (3) days]
	$25 per day
	


· All package charges for individual guests/exhibitors registered with

· hotel will be placed on the guest room folio.

· All other package charges will be placed on the group master account.

Email completed forms to � HYPERLINK "mailto:salesoffice@wichitamarriott.com" �salesoffice@wichitamarriott.com�


for processing.





9100 Corporate Hills Drive


Wichita, KS  67207


316/651-0333 │ Fax 316/651-0634








Total Package Fees:








$____________








