BOX HANDLING AND SHIPMENTS TO HOTEL

DELIVERIES (LOADING DOCK)

Deliveries to the hotel must be received at the loading dock on McGee Street.  Please ensure your shipments are well marked, indicating recipient (hotel guest) and number of boxes shipped.  The dock does have freight elevator access to the rest of the hotel.  Refer to shipping packages and load-in/load-out for additional information.  See Shipping Packages section.

Exhibit materials must be shipped through the designated drayage company.  Any exhibitor choosing to ship packages directly to the hotel are subject to drayage companies handling costs.

LOAD-IN/LOAD-OUT PROCEDURES

A schedule listing all parties involved in loading-in/loading-out must be submitted to your Catering/Convention Services Manager.  Large crates, trusses and flats may be loaded into the hotel via the loading dock on the first level of the hotel.  Trucks and containers may only be parked temporarily in the loading dock area and must be removed as soon as load-in/load-out is completed.

It is the responsibility of the Group and its contracted vendors to provide equipment needed to move all materials.  The Hotel does not have dollies, flat beds or pallet jacks available for use.

Freight Restrictions:

Freight elevator:


Maximum Weight = 6,000 lbs


7’-10’ Wide, 6’-11’ High, 9’-10” Deep

Back Ballroom service elevators:

Maximum Weight = 3,500 lbs


3’-11” Wide, 6’-11” High, 7’-4” Deep

Ballroom doors (service side):


63” Wide, 82” High

Floor load, maximum weight per square foot:


Ballroom: 1,500 lbs/ft


Pershing Hall: 2,000 lbs/ft

**NOTE: Anything over 1,000 lbs per square foot must have engineering approval.

PACKAGES & STORAGE

Special arrangements must be made for receiving any equipment, goods, displays or other materials that will be sent, delivered or brought into the Hotel.  Failure to do this may result in deliveries being refused or materials being unavailable when required.  The Hotel’s receiving entrance is open from 7:30am-3: 30pm, Monday through Friday.  Any materials being sent to the Hotel must be marked as follows:

CLIENT’S NAME (Person who will ask for and pickup package(s))

COMPANY NAME & CONVENTION NAME or MEETING NAME

HYATT REGENCY CROWN CENTER

2345 McGee Street

Kansas City, MO 64108

Number of Boxes (Ex: Box 1 of 2, Box 2 of 2)

Package handling and storage costs are as follows:



Weight/LBS


Charge



Letter/Envelopes

$5.00

Boxes 0-19 lbs.

$10.00 per box/package



Boxes 20 –49 lbs.

$15.00 per box/package




50 lbs. and up


$25.00 per box/package



Oversize & Display Cases
$25.00 per box/package



Pallets



$100.00 per pallet

 DO NOT send packages to the Hotel more that 48 hours prior to the event. Packages/Items stored for over one week prior to delivery will be charged double the original fee. However, if storage space is unavailable and prior arrangements have not been made for box/package storage, Hyatt Regency Crown Center reserves the right to refuse early freight deliveries.

The Hotel does not accept any liability for equipment, goods, displays or other materials that arrive or fail to arrive at the Hotel.  The Group is responsible for insuring its property for loss or damage.  All packages should be clearly marked with a return address.

Drayage companies must be used for packages necessary for an exhibit show.

RETRIEVAL –When you are ready to retrieve your package from the Hyatt storage area, simply call the bell stand to have it delivered to your location or call extension 51 or 52 to have a bellman bring it to you.

Please remember that most shippers deliver packages to the Hyatt between 10:30am and 2:00pm, and it may take the receiving department a few hours to process all packages once delivered.  Therefore, some same day deliveries may not be available until 3:00pm.

PACKAGES & STORAGE (CONTINUED)
HOTEL PACKAGE/MATERIALS SHIPPING PROCEDURE – All groups or individual guests that would like the Hyatt to ship packages for them must fill out a Shipping request Form for each outgoing item. This will give the Hyatt vital information including proper addresses, phone numbers, billing arrangements, speed of delivery required and requested shipping company. All packages must be securely taped or banded and have an address label on EACH package for the shipment.  All old package labels must be removed or clearly crossed off to insure that there is no confusion during the shipping process.  No US Postal shipments will be accepted, only freight companies such as UPS, Federal Express, etc.

If a group or individual guest wishes to send out a shipment using their own shipping account, and requests that the Hyatt handle the materials to the dock for pick-up, then the outgoing charges will apply:

Weight/LBS


Charge

Letter/Envelopes

$5.00

Boxes 0-19 lbs.

$10.00 per box/package

Boxes 20 –49 lbs.

$15.00 per box/package


50 lbs. and up


$25.00 per box/package

Oversize & Display Cases
$25.00 per box/package

Pallets



$100.00 per pallet

If packages require storing and holding for more than six (6) hours, the Hyatt reserves the right to charge a $5.00 per package storage fee.

Crown Center Exhibit Hall:

Deliveries from Hotel to CCEH add $20.00 to other charges.
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