
(Guest Name) (Guest Cell Number)

555 Canal Street

(Convention / Conference / Group / Event Name)

555 Canal Street

Phone: 504.654.1057
Fax: 504.654.1842
Email: usa5038@fedex.com

Operating Hours
Mon – Fri: 7:00am - 7:00pm
Saturday: 10:00am - 6:00pm
Sunday: 10:00am - 6:00pm

-

schedule your shipment(s) to arrive four days prior to the event start date to avoid additional storage fees. Use the name of the 

arranging for deliveries to all areas on the property. 

-

event is being handled by a drayage company or decorator, please ensure your shipments are being sent directly to the drayage 

-

-

for handling and delivery fees must be present in guest rooms and/or meeting rooms.

PREPARING YOUR SHIPMENT

SHIPMENTS WITH  SPECIAL REQUIREMENTS

ON-SITE PACKAGE DELIVERY 

PACKAGE DELIVERY TO GUEST SUITES / MEETING ROOMS

Shipping Instructions
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PACKAGE HANDLING AND STORAGE FEES

, pallets, crates, 
display cases and other heavier items may be scheduled for delivery by contacting our staff at 

fees.

UPON YOUR ARRIVAL

UPON YOUR DEPARTURE

-

TERMS AND CONDITIONS

PACKAGE WEIGHT
PACKAGE PICKUP OR    PACKAGE PICKUP OR DELIVERY 

Envelopes up to 1.0 lb.
0.0 – 1.0 lb.

1.1 – 10.0 lbs.
10.1 – 20.0 lbs.
20.1 – 30.0 lbs.
30.1 – 40.0 lbs.
40.1 – 50.0 lbs.
50.1 – 60.0 lbs.
60.1 – 150.0 lbs.
Pallets & Crates*

assessed an additional oversize fee if stored for 
* For inbound/outbound pallets or crates, the receiving and delivery charges are consolidated into a 

Shipping Instructions

PACKAGE WEIGHT
STORAGE FEE
AFTER 5 DAYS

Envelopes up to 1.0 lb. No Charge
0.0 – 10.0 lbs.
10.1 – 30.0 lbs.
30.1 – 60.0 lbs.
60.1 – 150.0 lbs.
Pallets & Crates
Over 6.5’ in Size

ADDITIONAL SERVICES

-

-
.
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555 Canal Street

Hotel Ext: 4420
Phone: 504.654.1057
Fax: 504.654.1842
Email: usa5038@fedex.com

Monday–Friday: 7:00am - 7:00pm
Saturday: 10:00am - 6:00pm
Sunday: 10:00am - 6:00pm

Hotel Ext: 4330
Phone: 504.523.5625
Email: pm5038@fedex.com

TERMS AND CONDITIONS

DECORATOR SHIPPING INSTRUCTIONS

A. 

 

long as advanced notice and approval is provided during the event planning stages.  Outbound handling fees apply to all outbound 

-
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1. 
return address and not the address of the property.  
Please note
the shipping/transportation charges.

2. 
3. 
4. 

Center during normal business hours.

Outbound Shipping Instructions for Events

* For inbound/outbound pallets or crates, the re-
ceiving and delivery charges are consolidated into a 

is applied to each pallet/crate handled.  

-
-

-
ditional services. 

Hotel Ext: 4330
Phone: 504.523.5625
Fax: 504.654.1842
Email: pm5038@fedex.com

Email: usa5038@fedex.com

Monday–Friday: 7:00am - 7:00pm
Saturday: 10:00am - 6:00pm
Sunday: 10:00am - 6:00pm

-

the hours listed. Complimentary FedEx Express® shipping supplies and 
airbills are also availble 24 hours a day.

PACKAGE WEIGHT
Envelopes up to 1.0 lb.

0.0 – 1.0 lb.
1.1 – 10.0 lbs.

10.1 – 20.0 lbs.
20.1 – 30.0 lbs.
30.1 – 40.0 lbs.

40.1 – 50.0 lbs.
50.1 – 60.0 lbs.
60.1 – 150.0 lbs.

Pallets & Crates*


