Exhibitor Information Requirements
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MICHIGAN AVENUE
Chicago




909 N. Michigan Avenue

Chicago, IL 60611
	Please complete and email form to:

Nada Krivokuca
nada.krivokuca@westin.com
 Tel. (312) 649-6409 



PLEASE TYPE OR PRINT CLEARLY

	Name of Conference:
	

	Dates of Conference:
	


	Exhibitor/Company Name:
	
	Booth #:
	


	Contact Name:
	


	Contact Address:
	     

	
	     

	Contact Phone#:
	
	Fax#:
	

	Contact Email Address:
	     


	On-site Contact (if different from above) :
	


PAYMENT INFORMATION – 
____Credit card - Please do not include any credit card information on this form.  Once the form is received a secure credit card link will be sent to the listed contact’s email address.
____Guest Room provide name of guest ________________________________________________

Requirements 

Please specify the quantity of each item needed on the line to the left of each item. (Please note the majority of the equipment is charged on a daily basis. Charges are listed next to each item).
Telephone – prices are not inclusive of 14.75 % tax
	
	 Analog Phone line with outside access – local and long distance ($75.00 per day). Local/Long distance charges – to be applied after event


	
	Analog DID Phone Line – outside callers may dial in directly ($200.00 one-time setup fee, additional days $100.00 per day).  Local/Long distance charges – to be applied after event


PSAV® will arrange rental of all power and internet services, data monitors, projection, and audio visual equipment.  For additional items not noted please call the PSAV office at 312-756-0774 to arrange for services. Prices are not inclusive of 9% rental tax and 25% service charge.
Power

	
	Electrical Hook-up/Power strip ($42 per day)


	
	How many amps are required? ​​​​​​​​​​​​​​​​​​​​​​​


Use of open clip sockets, latex or lamp cord wire, duplex or triplex attachment plugs in exhibits is prohibited.  Under no circumstances shall anyone other than the Hotel electrician make any electrical connections.  The chief electrician has the right to refuse any connection where wiring constitutes a fire hazard.
Internet

	
	 Wired Internet Connection (per line) ($250 per day)


	
	Wireless Internet Connection per computer, shared bandwidth ($28.00 per day)



*A technician will meet with you onsite to provide the internet passcode and instructions for connecting


Monitors
	
	46” - 50” LCD Monitor with floor stand & pc shelf ($880.00 per day)


	
	20” – 24” Table Top Data Monitor ($310.00 per day)


Shipping Information
All boxes shipped directly to the hotel will incur handling charges based on the scale listed below and should arrive no sooner than three (3) days prior to the start of the conference. 
· The Hotel will not deliver any boxes to exhibitors without payment confirmation.   Please make sure all boxes have the correct exhibitor name displayed and are shipped as listed below.

· Outgoing shipments must have shipping labels.  For FedEx Regular & Ground, UPS Regular and Ground shipping the exhibitor will need to arrange for pick-up.  Outgoing shipments can be left in the exhibit hall, hotel staff will route to a secured location until picked up for shipping.
· Ceiling height of hotel dock is 12’, for heavy or pallet/crate/skid deliveries trucks with lift gates are recommended – dock is street level.

	Please ship all boxes to the following address:


	Westin Michigan Avenue
Hold for (Function Name/Date)

Exhibitor’s Name

c/o Nada Krivokuca, Meeting & Event Manager
909 North Michigan Avenue 
Chicago, IL 60611


	 0 to 10 lbs
	$5.00 each    X   
	
	71 – 100 lbs.
	$40.00 each     X    

	11 – 30 lbs
	$10.00 each  X   
	
	101+ lbs. 

	$60.00 each     X    

	31 – 50 lbs
	$25.00 each  X   
	
	Pallets/Skids/Crates
	$250.00 each   X    

	51 – 70  lbs.
	$30.00 each  X   
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