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   Package Shipment Form 
Please note that all shipments must be arranged beforehand. The hotel will not schedule any shipment service
Once this form is completed, a Bellman will deliver packages on the event date. At the end of the event a Bellman will come around to collect packages if pickup service is required.
Company Name: ______________________________________________________________________________________

Contact: _____________________________________________________________________________________________

Contact Email (invoice will be sent to this email):  _______________________________________________________________

Contact Phone:________________________________________________

Number of Packages _____________________________

	Package Tracking Number
	Estimated Weight
	Delivery Service: FedEx, UPS, other…
	Estimated Pickup Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Pricing is broken down on back of this page

	Weight Class                  Receiving Fee / Ship Out Fee

	1-5 lbs                              First package $0.00. Each package after is $5.00

	6-20 lbs                            $10.00

	21-40 lbs                          $20.00

	41-80 lbs                          $50.00

	81 lbs and above              $75.00

	Crate/ Pallet                     $150.00 and $1 per pound over 300 lbs


 
The Hotel is not responsible for damage or loss of any items delivered to the Hotel prior to the Event, or of any items or packages left on the property after group departs. Upon request, items left on the premises after departure will be returned to Customer at Customer’s expense.

Please ship packages to the following address:
ATTN: Jeffrey Fenoglio / NAME OF EVENT
Hilton Boston Back Bay 
40 Dalton St 

Boston, MA 02115

IMPORTANT: Before packages are sent, please send this completed form to Jeffrey.fenoglio@hilton.com. A credit card authorization secure link will be sent back to you for payment. 

** Failure to email this form will result in delay of delivery of items**
Hilton Boston Back Bay


40 Dalton Street ~ Boston, Massachusetts 02115 ~ 617.236.1100












