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Shipping Procedures

e Material Handling Charges

These fees cover the storage of materials three days prior to exhibit, delivery to your meeting room/booth,
and pick up of materials after the close of the show for outbound shipping.

e Schedule of charges

Box/Tube Items less than 10 pounds $5.00 each
Box or Items between 10 and 20 pounds $10.00 each

Box or Items between 21-50 pounds and 40"x40"x40" $15.00 each
Items between 51-100 pounds $20.00 each
Pallet/Skid/Crate $175.00 each

For any items over 100 pounds, please call the Conference Services Manager to make special handling
arrangements. There may be a $5.00 surcharge, per item, on all drayage for which we do not receive
prior notification and a delay in the materials being delivered.

Total Materials Handling Charges $

All drayage charges may be paid in advance by credit card or can be posted as a room charge. If
drayage is not paid in advance, the contact/vendor on sight representative must pay the charges before
the materials will be delivered to the exhibit booth.

The Sheraton Denver West Hotel will accept freight THREE (3) days prior to the beginning of the conference.
Shipments must be sent with freight charges pre-paid. C.O.D. shipments will not be accepted. Storage
charges will apply to freight stored for more than THREE (3) days.

PLEASE LABEL AND NUMBER EACH PIECE AND ADDRESS TO:

Sheraton Denver West Hotel
Hold For: NAME OF YOUR CONFERENCE
Name of Exhibitor/Guest Name
Guest arrival date
360 Union Boulevard
Lakewood, CO 80228
Box ___ of (ex. 1 of 2)

FOR ALL SHIPMENTS WEIGHING OVER 500LBS, THE DELIVERY TRUCK MUST HAVE A LIFT GATE. THE
SHERATON DENVER WEST HOTEL DOES NOT HAVE A FORK LIFT. WE HAVE THE RIGHT TO REFUSE
SHIPMENTS THAT DO NOT COMPLY WITH THIS REQUEST

The Sheraton Denver West is independently owned by Lakewood Hotel Associates and operated by Lakewood Hotel Company
under a license issued by The Sheraton LLC.
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Denver West

QOutbound Shipments

Please have your shipping documents correctly and completely filled out for your return shipments. Freight
companies will not pick up any materials with incomplete labels. Exhibitors must make their own outbound
shipping arrangements. Do not use the Sheraton Denver West Hotel address as a return address. In
the event that the Sheraton Denver West Hotel address is used and the Sheraton Denver West Hotel is
billed for your shipment, you will be charged for the freight and handling.

Exhibitors using UPS should have "Call Tags" issued for the pick up of materials after the show at the same
time they are arranging shipment of materials to the Sheraton Denver West Hotel. Exhibitors using other
shipping companies must call to schedule the pick up of materials.

It is recommended that exhibitors check in with their shipping company prior to their arrival in
Lakewood to confirm all outbound shipments. After three days, a storage fee of $25.00 per item, per
day will be assessed.

Company Name Ordered By

Address

City State Zip
Phone Booth
Fax

Credit Card Type
[ | Visa/MC [ ] American Express [ ] Discover

Credit Card Number .
Expires

Cardholder Information
Cardholder Name (as it appears on
card)

Credit Card Billing Address

Address Line 2

City State Zip

Phone Fax

I, hereby authorize Sheraton Denver West to
bill charges incurred from the above referenced event/stay to my credit card.

Cardholder Signature
Telephones

The Sheraton Denver West is independently owned by Lakewood Hotel Associates and operated by Lakewood Hotel Company
under a license issued by The Sheraton LLC.

Date
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Denver West

In house analog telephone line — Analog line (data compatible) routed via Hotel's PBX. Dial 9 for local
outside access, long distance charges additional.

Direct analog outside telephone line — Analog line (data compatible). Service provider will activate a line
on Hotel's wiring, Hotel engineering staff will activate to exhibitor booth. Hotel is not responsible for
service performance of direct lines.

All rates quoted below are for PRE-ORDERS and include installation of service. Rates are flat charge per
event (not daily). Any order requiring special services may be subject to additional service or labor
charges.

Available Services

Service Rate oty Total
Dial 9 (Dial out only) $60.00

Limited Availability per line $

DID (Direct Inward Dial)* $90.00

Limited Availability per line $

Direct outside line $120.00

Limited Availability per line $

Dates Needed

What are you using your line for?  [] Phone ] Computer [] Fax [ ] Modem

*Dial 9, for outside calls, direct line into hotel. Telephones are provided upon request.
Long distance charges will apply and billed separately.

Please be advised that prices above are hook-up/rental fees.
You will need to establish billing or utilize a calling card or credit card for long distance calls.

Name of Conference

Dates

Company Ordered By

Name

Address

City State Zip
Phone Fax Booth

Internet/Intranet Network Services

The Sheraton Denver West is independently owned by Lakewood Hotel Associates and operated by Lakewood Hotel Company
under a license issued by The Sheraton LLC.
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Available Service

Denver West

DIA (Dedicated Internet Access) T1 — Data Only 1.544 Mg Service — VPN Capable 50-100 times faster
than dial-up connection — connects via Ethernet Card (also known as NIC card): $500 per day.

All rates quoted below include installation of service to the meeting room(s). Rates are for HSIA only and
do not include any set-up charges that may be incurred prior to or during your event. Rates are per day
per user. Any order requiring special services may be subject to additional service or labor charges.

Service

Single HSIA Connection
Wired Ethernet Connection

Additional HSIA Connections
Wired Ethernet Connection

Wireless HSIA Connection
First three users

Wireless Additional Users
4+ users w/purchase of 3 user package

Dedicated T1 (1.5 Mg)
$500 Per Day

Name of Conference
Dates

Rate oty Total
$175.00
per day/per line $

Dates Needed

$125.00
per day/per line $

Dates Needed

$175.00
per dayffirst 3 users $

Dates Needed

$25.00
per day/per user $

Dates Needed

$500.00
Per day $

Date Needed

Company Ordered By

Name

Address

City State Zip
Phone Fax Booth

Booths

Oty

The Sheraton Denver West is independently owned by Lakewood Hotel Associates and operated by Lakewood Hotel Company

under a license issued by The Sheraton LLC.
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Denver West

Premium booth: 6’ x 30" draped table, two chairs, and $25.00 per booth /
wireless internet access for exhibitors and basic power. per day. Lle
Banner Hanging

Only authorized hotel personnel can hang banners. Please make arrangement for banner hanging 3 days
prior to arrival. Banner hanging fee: $20.00 per banner (flat fee).

Electricity

110~1 110v hot, 1 neutral & 1 ground, 20 amp/1700 watt max

220~2 110v hot, 1 neutral & 1 ground

208 Single Phase ~ 2 110v hot & 1 ground, 50 amp max

208 Triple Phase ~ 3 110v hot & 1 ground, 50 amp max

(Customers must specify if neutral is needed)

Fee per day: Oty

110v outlet $35.00 per outlet
220v outlet $45.00 per outlet
208v outlet (single phase) $150.00 per outlet Onsite request $250.00
208v outlet (triple phase) $200.00 per outlet Onsite request $250.00
Total amps needed for all plug in equipment Found on back of equipment

Power strips or other multiple-plug adapters are not allowed unless surge-protected. Customers must
provide plug ends for 208 & 220 services. All rates quoted above are for PRE-ORDERS. Rates are a flat
charge per event (not daily). Any order requiring special services may be subject to additional service
labor charges.

It is our intent to provide quality utility services for our client, however the Hotel cannot be responsible for
any damage to electrical, mechanical, or computer equipment caused by power usage, loss of building
telephone service or any failure deemed an “Act of God”. It shall be the responsibility of the client to
provide adequate surge protection for their equipment and act in good faith with installation & removal of
equipment including but not limited to any electrical, mechanical or computer equipment. It shall be the
responsibility of the client to ensure that their equipment is unplugged & properly secured during non-
operating hours.

Company Ordered By
Name

Address

Phone Fax Booth

Limitation of Liability

The Sheraton Denver West is independently owned by Lakewood Hotel Associates and operated by Lakewood Hotel Company
under a license issued by The Sheraton LLC.
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Denver West

The Sheraton Denver West Hotel is not responsible for damage to uncrated materials; materials
improperly packed or concealed damage.

The Sheraton Denver West Hotel is not responsible for loss, theft, or disappearance of exhibitor's
materials.

The Sheraton Denver West Hotel is not responsible for any loss, damage, or delay due to acts of God,
strikes, lockouts or work stoppages of any kind or to any cause beyond its control.

The Sheraton Denver West Hotel shall not be liable to any extent whatsoever for any actual, potential, or
assumed loss of profits or revenues, or any collateral costs, which may result from any loss or damage to
an exhibitor's materials which may make it impossible or impractical to exhibit same.

INSURANCE - It is understood that The Sheraton Denver West Hotel is not an insurer, which insurance
should be obtained by the exhibitor. It is suggested that exhibitors arrange all risk coverage. Exhibitor’s
materials should be insured from the time they leave their firm until they are returned after the close of the
event. Exhibitors should notify their general liability and workman’s compensation carriers of their
participation in the event at the Sheraton Denver West Hotel. The Sheraton Denver West Hotel requires
proof of liability and workman’s compensation for all exhibitors participating in this event.

The consignment or delivery of a shipment to The Sheraton Denver West Hotel by an exhibitor, or by any
shipper to or on behalf of the exhibitor, shall be construed as an acceptance by such exhibitor (and/or
other shipper) of the terms and conditions set forth.

Safety Regulations

The safety of everyone working in the exhibit area is all of our concern.

To ensure safety from electrical shocks, falling items and damage to materials, please do not attach items
to the drapes or metal framework for your booth. The Sheraton Denver West Hotel will deny any liability
for such acts.

Standing on chairs, tables and other furniture is prohibited. This furniture is not engineered to support

your standing weight. The Sheraton Denver West Hotel cannot be responsible for injuries, falls or
damage caused by improper use.

Function Space Guidelines

The Sheraton Denver West is independently owned by Lakewood Hotel Associates and operated by Lakewood Hotel Company
under a license issued by The Sheraton LLC.
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The Hotel does not permit anything to be affixed to the walls, floor or ceilings of the function
rooms and assembly area, unless the Hotel gives approval in writing. Any items will be removed and
the cost of repair/replacement will be the responsibility of the Exhibitor. The Exhibitor will reimburse the
Hotel for damages incurred by any displays or items affixed to Hotel property. This includes tacks, pins,
nails, wire, packing tape, duct tape, electrical tape and scotch tape. Please check with the Conference
Services or Banquet Departments for approved materials.

Food & Beverage Policies

In accordance to state and local laws, the Sheraton Denver West does not allow events to bring in
outside food and/or beverage products. All food and beverage items for events must be provided by the
Hotel unless written consent is provided from the Hotel to the client prior to the start event.

If the Hotel does not provide written authorization for events to provide their own food or beverage, it is
understood that the client will be responsible for any and all charges related to reinstating any food and
beverage licenses revoked or suspended by the Department of Health and Environment.

Food provided by the hotel must be consumed on hotel property and cannot be removed from hotel
property at any time. “To Go” containers will not be provided to any member of the event at any time.

In the event food is not provided by the hotel, the client understands that the hotel is not responsible from
any illness and/or death resulting from food poisoning or allergic reactions from food products.

The Sheraton Denver West is independently owned by Lakewood Hotel Associates and operated by Lakewood Hotel Company
under a license issued by The Sheraton LLC.
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