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WASHINGTON, D.C.

ON CAPITOL HILL



WIFLE Conference
Hyatt Regency Washington

Exhibitor Policies and Procedures

Electrical and Equipment Orders

Please refer to the enclosed Exhibitor Order Form for a listing of telecommunications, electrical, audiovisual services, and prices.  All equipment and services must be ordered by the due date noted on the order form.  The completed pre-payment form must accompany all order forms. Orders without pre-payment will not be processed.  Please consult your Catering/Convention Services Manager if you have a request for equipment or services not detailed on the order form.

Food and Beverage

The Hyatt Regency Washington must cater any food or beverage served in the exhibit area.  Please consult your Catering/Convention Services Manager for assistance.

Package Handling

Any package being shipped to the Hyatt Regency Washington must be prepaid and addressed as follows:

On Site Receiver’s Name

Sender’s Company 

Group Name / Convention Attending

C/o Catering/CS Manager’s Name

Hyatt Regency Washington

400 New Jersey Avenue, NW

Washington, DC  20001

Since the Hotel has very limited storage facilities, a limit of (10) boxes weighing no more than 50 pounds each can be shipped to the Hotel three (3) days prior to the function.  Shipments received prior to the three (3) days will be returned.  For shipments larger than this, please check with your Catering/Convention Services Manager.  Larger packages must arrive on the day of setup.

Any package being shipped OUT of the Hotel must be prepaid, addressed, labeled and ready for mailing.  

A Convention Services staff member will distribute Shipping Request Forms to be completed prior to the end of the exhibit show.

Following are the prices for letters, boxes and pallets shipped to and from the Hotel:


	Items
	Fee
	Outgoing

(3 Days After Departure)

	Package Handling Fee
	$10.00 per box/$150.00 per Pallet
	$10.00 each box/150.00 each pallet + Shipping Charges

	Storage Fee (Up to Two Days)
	Free
	

	Box/Pallet Storage Fee 

(More than Two Business Days)
	$10.00 per box / $150.00 pallet per day
	$10.00 each box/150.00 each pallet

(After 3 Days)


Signs / Banners

Any signs and banners hung in the hotel must be professionally made.  Hands made signs are not permitted.  The Business Center, located on the lobby level of the hotel, is equipped to make signs.  

Please call 202-942-1574 for a price quote.

No signs or banners may be hung from or on the walls, air walls or doors.

All banners must be hung from pipe and drape which can be purchased through our on site audio-visual company, Swank Audiovisuals.  The charge for pipe and drape is $20 per foot, per day.  The labor charge for the hanging and removal of the banner is included in this daily charge.  Pipe and drape is available in blue or black velour and can be ordered on the enclosed Exhibitor Order Form.

WIFLE Conference
EXHIBITOR ORDER FORM

Orders must be received by May 20, 2004 FORMDROPDOWN 

Send Orders & Payment Directly to:
Hyatt Regency Washington

400 New Jersey Avenue, NW   

Washington, DC  20001

Attention: Andreas A. Jansen, CMP

Phone: 202-393-7927
Fax: 202-393-7927

	Company Name
	

	On Site Exhibitor Contact 
	

	Address
	

	Telephone Number
	

	Fax Number
	

	Equipment Set-Up Date
	

	Equipment Removal Date
	

	Form of Payment


	Guest Room    / Credit Card    / Check      

(Circle form of payment & submit attached payment form to authorize charges)


ELECTRICAL ORDER:

	Quantity
	Description
	Advance Order

(Received by due date)
	Floor Order

(Received at show)
	Total

	
	(5 AMPS)   0-500 WATTS
	$75
	$95
	

	
	(10 AMPS) 501-1000 WATTS
	$85
	$105
	

	
	(20 AMPS) 1501-2000 WATTS
	$100
	$125
	

	
	(40 AMPS) 3001-4000 WATTS
	$140
	$175
	

	
	(50 AMPS) 5,500 WATTS
	$400
	N/A
	


AUDIO-VISUAL ORDER:

	Quantity
	Description
	Order
	Total

	
	Power Strip with Surge Protector & Extension Cord
	$50.00/day
	

	
	20” TV/VCR Combo Unit, Cart with Skirt 
	$115.00/day
	

	
	27” Video Package 

(27” Monitor, VHS VCR, Cart with Skirt)

* DVD Available for Additional Charge *
	$325.00/day
	

	
	Velour Pipe & Drape (Specify Blue or Black)
	Call for Quote
	

	
	21" Computer Monitor
	$220.00/day
	

	
	Flat Panel LCD Monitor (18” or 21”)
	$445.00/day
	

	
	Plasma Screen (42” or 50”) with Stand
	$650.00/day
	


Note: 
Delivery/Installation Fee & Sales Tax Included in All Audio-Visual Prices. Additional Equipment is Available Upon Request.  Please contact Swank Audiovisuals at 202-783-3410 for further details.


PACKAGE HANDLING:

Please complete this section if you prefer to pay for anticipated shipping charges in advance of your arrival.  Any shipping charges not pre-paid will be collected on site upon delivery of materials to the exhibit hall.  

(Please refer to the Exhibitor Policies and Procedures for package handling details.)

Estimated # of Boxes to be Received at Hotel:
_________
X $10.00 =
Total: _____________

Estimated # of Boxes to be Shipped from Hotel:
_________
X $10.00 =
Total: _____________

Phone Request Form
	CONVENTION SERVICES/

CATERING MANAGER:
	
	DATE

ORDERED:
	


	EVENT NAME
	

	
	

	COMPANY NAME:
	

	
	

	CONTACT PERSON & PHONE NUMBER
	

	
	

	INSTALLATION (DATE & TIME):
	

	
	

	REMOVAL (DATE & TIME):
	

	
	

	LOCATION:
	

	
	
	
	
	
	
	

	DIAGRAM ATTACHED:
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 

	TO FOLLOW
	 FORMCHECKBOX 



SERVICE REQUESTED:





- Telephone Line Rental Charges



 


QUANTITY        # OF DAYS
            COST
	IN HOUSE ONLY (ANALOG LINE):

$100.00 per day phone line usage
	
	
	












 QUANTITY      # OF DAYS                 COST
	DIRECT INWARD DIAL - DID (ANALOG LINE):

$200.00 per day phone line usage, plus calls
	
	
	


	             For Use As:
	Modem
	 FORMCHECKBOX 

	Fax
	 FORMCHECKBOX 

	Telephone/Credit Card
	 FORMCHECKBOX 





 QUANTITY      # OF DAYS
            COST
	POLYCOM SPEAKER PHONE:

$200.00 per day (Does Not Include Phone Line)
	
	
	



- Dedicated High Speed Internet Connection Rental Charges:










QUANTITY       # OF DAYS
             COST
	$600.00 per day, plus $150.00 per day charge per IP address

Not to exceed (6) IP addresses per T1 line.
	
	
	


*All Rates Effective As Of January 1, 2004 *    






              Subtotal $



           










      T1 Sub Total $



             25% Late Fee (Less Than 48 Hr. Notice) $

   







            
  
      


           5.75% Tax $













                                   Total $



	Credit Card Number or Master Acct.  Number:
	
	Expiration

        Date: 

	Cardholder Name:
	

	Signature:
	


	JACK #:  


	EXTENSION #: 
	Checked In By: 

	INSTALLED BY: 
	ACCOUNT #: 
	Checked Out By: 


Hyatt Regency Washington                                          

400 New Jersey Avenue N.W

Washington DC 20001 USA

Credit Office (202-942-1523)

Telefax (202-393-7927)

WIFLE Conference

Credit Event Prepayment Form

Complete all sections. Incomplete forms will be returned unprocessed.

Company Name & Billing Address:

_________________________________________ Contact: ______________________________________

_________________________________________ Telephone: ____________________________________

_________________________________________ Fax: _________________________________________________



Date of Event: ____________________________

Credit Card Authorization: 

(Mandatory: Attach a legible photocopy of front & back of Credit Card.)

Account #: _______________________________________ EXP: _______

Cardholder: ___________________________________________________

Cardholder Signature: __________________________________________

Company Check: (Due at hotel 3 working days in advance of the event)

Conditions:

Any charges exceeding prepayment must be paid on site upon receipt of additional Catering or Hotel Services. No credit is extended by acceptance of this form for the client. Credit card authorization received less than eleven days prior will be charged in advance.

I hereby release Hyatt Regency Washington from any liability arising out of its failure to permit contracted event to proceed due to non- receipt of required payment prior to event.

Company Authorization:

Signature of Representative: 

Title: 


Date: 

For Hotel Use Only

Manager: ______________________ Date submitted: ___________ Credit Dept approval: ________   

Estimated Sales: Food/ Beverage $ ________________ Room Rental: ______________ AV: __________

Deposit Previously Received: $ _______________ CC authorization # ____________ Date __________

C/L Acct: _________________
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