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Product Table Information 

 
 
Deadline for Reservation and Payment: October 15 
 
 
• Table Fee: $100.00/Full table or $75.00/Half table (Includes one standard 6-foot skirted table 

with 2 chairs).    
 

• Banners/Displays: Floor displays must not be over 6 ft tall. Table displays must not be over 3ft 
tall. All floor displays require purchasing two full table spaces. Nothing may be attached to walls.   
 

• Location:  Foyer outside ballroom doors with your name on the table. 
 

• Staffing: You must provide your own staffing. Conference staff is not available to watch, set up, 
tear down or ship any of your product. 
 

• Set-up & Tear-down Times: Monday after 3PM & Thursday before 10PM. 
 

• Shipping: You are responsible to ship your product to and from the venue. See attached Fed Ex 
Details.  
 

• Disclaimer: Neither ICAL nor Hyatt are not responsible for lost, stolen or damaged items. 
 

• Power Outlets: No power outlets guaranteed. 
 

• Selling Times: Please close tables during morning and evening General Sessions. 
 

• Shipping Instructions: Please see next page for FedEx/Hyatt Regency DFW Guidelines 
 
 

   
                               



Hyatt Regency DFW

Hold For Guest: (Guest Name) (Guest Cell Number)
F�R�)HG([�2I¿FH�DW�+\DWW�5HJHQF\�'):�
�����1��,QWHUQDWLRQDO�3NZ\
'DOODV��7;�������
(Convention / Conference / Group / Event Name)

)HG([�2I¿FH�%XVLQHVV�&HQWHU
Hyatt Regency DFW
�����1��,QWHUQDWLRQDO�3NZ\
'DOODV��7;������
3KRQH��������������
)D[��������������
Email: usa5608@fedex.com

Operating Hours 
0RQ�±�Thurs������DP - 
6pm Fri: �:00am - 5pm 
Saturday: Closed 
Sunday: Closed

)HG([�2I¿FH�LV�FRPPLWWHG�WR�SURYLGLQJ�\RX�ZLWK�DQ�RXWVWDQGLQJ�H[SHULHQFH�GXULQJ�\RXU�VWD\���$OO�JXHVW�DQG�HYHQW�SDFNDJHV��������������
EHLQJ�VKLSSHG�WR�WKH�KRWHO�PXVW�IROORZ�WKH�DGGUHVV�ODEHO�VWDQGDUGV��LOOXVWUDWHG�EHORZ��WR�SUHYHQW�SDFNDJH�URXWLQJ�GHOD\V���3OHDVH���
schedule your shipment(s) to arrive 3–4 days prior to the event start date to avoid additional storage fees. Use the name of the 
UHFLSLHQW�ZKR�ZLOO�EH�RQ�VLWH�WR�UHFHLYH�DQG�VLJQ�IRU�WKH�SDFNDJH�V����3OHDVH�GR�QRW�VKLS�DQ\�LWHPV�WR�WKH�DWWHQWLRQ�RI�WKH�+RVSLWDOLW\�
0DQDJHU�RU�&DWHULQJ�	�&RQIHUHQFH�0DQDJHU��XQOHVV�WKH�LWHPV�DUH�VSHFL¿FDOO\�IRU�WKHLU�XVH��L�H���KRWHO�VSHFL¿FDWLRQV��URRPLQJ�OLVWV��
signed documents); this includes any room drops or deliveries to any other area of Hyatt Regency DFW. 

Shipments are held for a limited number of days. If a package has not been picked up and no contact information is provided, the 
SDFNDJH�ZLOO�EH�UHWXUQHG�WR�WKH�VHQGHU��ZKR�ZLOO�EH�UHVSRQVLEOH�IRU�DOO�DGGLWLRQDO�VKLSSLQJ�IHHV��)RU�PRUH�LQIRUPDWLRQ�RQ�SDFNDJH�
UHWHQWLRQ��WKH�5HWXUQ�WR�6HQGHU�SURFHVV��RU�WR�VFKHGXOH�SDFNDJH�GHOLYHULHV��SOHDVH�FRQWDFW�WKH�)HG([�2I¿FH�%XVLQHVV�&HQWHU�DW�
������������.  Package deliveries should only be scheduled after the recipient has checked into the hotel. 

0HHWLQJ�RUJDQL]HUV�DQG�SDUWLFLSDQWV�DUH�HQFRXUDJHG�WR�FRQWDFW�)HG([�2I¿FH�LQ�DGYDQFH�RI�VKLSSLQJ�WKHLU�LWHPV�WR�+\DWW�5HJHQF\�
'):�ZLWK�DQ\�VSHFL¿F�TXHVWLRQV��,I�\RX�KDYH�DQ\�VSHFLDO�QHHGV�VXFK�DV�UHIULJHUDWLRQ�UHTXLUHPHQWV��DIWHU�KRXUV�GHOLYHU\�UHTXHVWV�RU�
FKDQJHV�WR�\RXU�PHHWLQJ�GDWHV�RU�URRPV��SOHDVH�ZRUN�GLUHFWO\�ZLWK�\RXU�(YHQW�6HUYLFHV�0DQDJHU�ZKR�ZLOO�FRPPXQLFDWH�WKHVH�QHHGV�
WR�)HG([�2I¿FH�LQ�DGYDQFH�RI�\RXU�HYHQW���

,Q�PRVW�FDVHV��)HG([�2I¿FH�ZLOO�FRPSOHWH�GHOLYHU\�RU�SLFNXS�RI�SDFNDJHV�ZLWKLQ�WKH�FRQIHUHQFH�DQG�PHHWLQJ�URRPV��OREE\�DUHD�DQG�
JXHVW�VXLWHV�RI�+\DWW�5HJHQF\�'):��EXW�SOHDVH�FKHFN�ZLWK�WKH�EXVLQHVV�FHQWHU�IRU�VSHFL¿F�GHOLYHU\�OLPLWDWLRQV�WKDW�PD\�H[LVW��,Q�FDV-
HV�ZKHUH�D�GUD\DJH�FRPSDQ\�RU�GHFRUDWRU�LV�XVHG��)HG([�2I¿FH�WHDP�PHPEHUV�ZLOO�UHOHDVH�DQ\�GUD\DJH�GLUHFWO\�WR�WKH�GHFRUDWRU�
LI�WKH\�DUH�RQVLWH�ZKHQ�WKH�VKLSPHQWV�DUULYH��,I�DQ\�GUD\DJH�RU�SDUFHOV�UHTXLUH�RYHUQLJKW�VWRUDJH��)HG([�2I¿FH�ZLOO�UHTXHVW�KDQGOLQJ�
fees be collected from the decorator. If you are using a drayage company or decorator for exhibitor packages, these packages must 
EH�VKLSSHG�GLUHFWO\�WR�WKH�GUD\DJH�FRPSDQ\�RU�GHFRUDWRU�VSHFL¿HG�DGGUHVV��3OHDVH�QRWH�WKDW�)HG([�2I¿FH�WHDP�PHPEHUV�FDQQRW�
OHQG�RXW�DQ\�PRYLQJ�HTXLSPHQW�WR�D�JXHVW��ZKLFK�LQFOXGHV�SDOOHW�MDFNV��GROOLHV��DQG�ÀDWEHG�FDUWV�

,Q�PRVW�FDVHV��)HG([�2I¿FH�ZLOO�FRPSOHWH�GHOLYHU\�RU�SLFNXS�RI�SDFNDJHV�WR�JXHVW�VXLWHV�DW�+\DWW�5HJHQF\�'):��EXW�SOHDVH�FKHFN�
ZLWK�WKH�EXVLQHVV�FHQWHU�IRU�VSHFL¿F�GHOLYHU\�OLPLWDWLRQV�WKDW�PD\�H[LVW��)HG([�2I¿FH�LV�QRW�DXWKRUL]HG�WR�OHDYH�SDFNDJHV�LQ�JXHVW�
VXLWHV�WKDW�DUH�QRW�RFFXSLHG��$�JXHVW�ZLWK�DXWKRUL]DWLRQ�WR�VLJQ�IRU�WKH�GHOLYHU\�DQG�DSSURYH�DQ\�FKDUJHV�IRU�KDQGOLQJ�DQG�GHOLYHU\�
fees must be present in the suite.

PREPARING YOUR SHIPMENT

SHIPPING AND RECEIVING  INSTRUCTIONS

3$&.$*(�/$%(/,1*�67$1'$5'6�$1'�)('(;�2)),&(�&217$&7

PACKAGE DELIVERY WITHIN THE HOTEL

PACKAGE DELIVERY TO GUEST SUITES

%R[�BBBB�RI�BBBB

Package Shipping Instructions



v060315_STD

PACKAGE HANDLING AND STORAGE FEES

3DFNDJHV�ZLOO�EH�DYDLODEOH�IRU�SLFNXS�LQVLGH�WKH�)HG([�2I¿FH�EXVLQHVV�FHQWHU��UHFHLYLQJ�IHH�ZLOO�DSSO\����3DOOHWV��FUDWHV��GLVSOD\�
cases and other heavier items may be scheduled for delivery by contacting our staff at the number located on the previous page 
�GHOLYHU\�IHH�ZLOO�DSSO\����3DFNDJH�GHOLYHULHV�VKRXOG�RQO\�EH�VFKHGXOHG�DIWHU�WKH�UHFLSLHQW�KDV�FKHFNHG�LQWR�WKH�KRWHO���,Q�RUGHU�WR�
PDLQWDLQ�WKH�SURSHU�FKDLQ�RI�FXVWRG\��)HG([�2I¿FH�UHTXLUHV�WKH�SDFNDJH�UHFLSLHQW¶V�VLJQDWXUH�EHIRUH�D�SDFNDJH�FDQ�EH�UHOHDVHG�
IURP�)HG([�2I¿FH��5HOHDVH�VLJQDWXUHV�DUH�FDSWXUHG�DW�WKH�WLPH�RI�SDFNDJH�SLFNXS�RU�SDFNDJH�GHOLYHU\�WR�WKH�UHFLSLHQW��

$OO�RXWERXQG�SDFNDJHV�PXVW�KDYH�D�FRPSOHWHG�FDUULHU�DLUELOO�DI¿[HG�WR�HDFK�SDFNDJH���3DFNDJLQJ�VXSSOLHV��ER[HV��WDSHV��DQG�HWF���
DUH�DYDLODEOH�IRU�SXUFKDVH�ZLWKLQ�WKH�)HG([�2I¿FH�EXVLQHVV�FHQWHU���)HG([�2I¿FH�RIIHUV�SDFN�DQG�VKLS�VHUYLFHV�LQ�WKH�EXVLQHVV�
FHQWHU��ZKLOH�SDFNDJLQJ�VXSSOLHV�DUH�DOVR�DYDLODEOH�IRU�SXUFKDVH��)HG([�([SUHVV��VKLSSLQJ�ER[HV�DQG�DLUELOO�IRUPV�DUH�DYDLODEOH�DQG�
FRPSOLPHQWDU\���2XWERXQG�SDFNDJHV�WR�EH�SLFNHG�XS�E\�D�WKLUG�SDUW\�FRXULHU�VKRXOG�EH�FRRUGLQDWHG�LQ�DGYDQFH�ZLWK�D�)HG([�2I¿FH�
WHDP�PHPEHU���2XWERXQG�KDQGOLQJ�IHHV�ZLOO�EH�DSSOLHG�WR�DOO�SDFNDJHV��UHJDUGOHVV�RI�FDUULHU��LQ�DGGLWLRQ�WR�VKLSSLQJ�WUDQVSRUWDWLRQ�
fees.

UPON YOUR ARRIVAL

UPON YOUR DEPARTURE

5HFHLYLQJ�� GHOLYHU\� DQG� VWRUDJH� FKDUJHV� DUH� SD\DEOH� DW� WKH� WLPH� RI� GHOLYHU\�� 5HFLSLHQW� PD\� EH� UHTXLUHG� WR� SUHVHQW� JRYHUQPHQW�LVVXHG� SKRWR� LGHQWL¿FDWLRQ� DQG� VLJQ�
IRU� GHOLYHU\�� 6KLSSHU� PXVW� FRPSO\� ZLWK� DOO� DSSOLFDEOH� ORFDO�� VWDWH� DQG� IHGHUDO� ODZV�� LQFOXGLQJ� WKRVH� JRYHUQLQJ� SDFNLQJ�� PDUNLQJ�� ODEHOLQJ� DQG� VKLSSLQJ�� 2%7$,1� ),5(��
&$68$/7<� $1'� $//� 27+(5� ,1685$1&(� 21� 3$&.$*(� &217(176� 35,25� 72� 6+,33,1*�� 1HLWKHU� WKH� +RWHO� QRU� )HG([� 2I¿FH� DQG� 3ULQW� 6HUYLFHV�� ,QF��
SURYLGH� VXFK� LQVXUDQFH�� 1HLWKHU� WKH� +RWHO� QRU� )HG([� 2I¿FH� DQG� 3ULQW� 6HUYLFHV�� ,QF�� QRU� WKH� HPSOR\HHV�� DJHQWV� RU� FRQWUDFWRUV� RI� HLWKHU� ¿UP� ZLOO� EH� OLDEOH� IRU� DQ\�
GDPDJHV��ZKHWKHU�GLUHFW�RU� LQGLUHFW�GDPDJHV�� UHODWLQJ� WR�RU�DULVLQJ�RXW�RI�DQ\� ORVV�RU�GDPDJH� WR�DQ\�SDFNDJH�RU� LWV� FRQWHQWV�� XQOHVV�D�SDFNDJH� LV� ORVW�DIWHU� UHFHLSW�DW� WKH�
+RWHO�� LQ�ZKLFK�FDVH�VXFK� OLDELOLW\�VKDOO�EH� OLPLWHG� WR� WKH� OHVVHU�RI������RU� WKH� OLDELOLW\�RI� WKH�FDUULHU� LQGLFDWHG�DERYH��%\�VHQGLQJ�\RXU�SDFNDJH�WR� WKH�+RWHO��\RX�DJUHH� WR�EH�
ERXQG�E\�DQ\�DGGLWLRQDO�WHUPV�DQG�FRQGLWLRQV�WKDW�WKH�+RWHO�RU�)HG([�2I¿FH�DQG�3ULQW�6HUYLFHV��,QF��PD\�HVWDEOLVK�IURP�WLPH�WR�WLPH�IRU�UHFHLYLQJ�DQG�GHOLYHULQJ�RI�SDFNDJHV�

TERMS AND CONDITIONS

PACKAGE WEIGHT
PACKAGE PICKUP OR DROP 

2))�%<�*8(67
PACKAGE PICKUP OR DELIVERY 

%<�)('(;�2)),&(
Flat Envelopes ���00

 �����
0.0 – 1.0 lbs. �����

 �����
1.1 – 10.0 lbs. ������ ������
10.1 – 20.0 lbs. ������ ������
20.1 – 30.0 lbs. ��5��� ������
30.1 – 40.0 lbs. ��0��� ������
40.1 – 50.0 lbs. ��5��� ������
50.1 – 60.0 lbs. ��0��� ��8���
Over 60.0 lbs. �55��� ������

3DOOHWV�	�&UDWHV
 ���80���OE�����������0LQLPXP� ���80���OE�����������0LQLPXP�

$�RQH�WLPH�SDFNDJH�VWRUDJH� IHH�ZLOO�DSSO\� WR�
each package received and stored for more 
WKDQ�¿YH�����FDOHQGDU�GD\V���,WHPV�PHDVXULQJ�
over 6.5 feet in size are considered oversize 
DQG� ZLOO� EH� DVVHVVHG� DQ� DGGLWLRQDO� RYHUVL]H�
IHH� LI� VWRUHG� IRU� PRUH� WKDQ� ¿YH� ���� FDOHQGDU�
days.


�)RU�LQERXQG�RXWERXQG�SDOOHWV�RU�FUDWHV��WKH�UHFHLYLQJ�DQG�GHOLYHU\�FKDUJHV�DUH�FRQVROLGDWHG�LQWR�D� 
VLQJOH�IHH�RI����80���OE�����������0LQLPXP���ZKLFK�LV�DSSOLHG�WR�HDFK�SDOOHW�FUDWH�KDQGOHG���$�ODERU� 
IHH�RI��������SHU�KRXU�ZLOO�DSSO\� IRU�EUHDNLQJ�GRZQ�SDOOHWV��EXLOGLQJ�SDOOHWV��RU�H[FHVVLYH�SDFNDJH� 
KDQGOLQJ�PRYLQJ�GXH�WR�D�FXVWRPHU¶V�UHTXHVW���7KH�ODERU�IHH�FDQ�EH�FKDUJHG�LQ����PLQXWH�LQFUHPHQWV� 


�1R�KDQGOLQJ�IHHV�ZLOO�EH�FKDUJHG�IRU�RXWERXQG�SDFNDJHV�ZHLJKLQJ�����SRXQG�WKDW�DUH�EURXJKW�WR�WKH� 
)HG([�2I¿FH�%XVLQHVV�FHQWHU�E\�D�JXHVW�

Hyatt Regency DFW
Package Shipping Instructions

PACKAGE WEIGHT
STORAGE FEE
AFTER 5 DAYS

Flat Envelopes No Charge
0.0 – 10.0 lbs. �����
11.0 – 30.0 lbs. ������
31.0 – 60.0 lbs. ������
Over 60.0 lbs. ������

Pallets & Crates ������
2YHU����¶�LQ�6L]H ������


