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EXHIBITOR SERVICES REQUEST FORM 
Must be received a minimum of fourteen (14) business days prior to your arrival. 

 

 

 

 

Service Begin/End Dates:  ________________    On-site Contact Name:   _________________________ 

            

     Company Requesting Service:____________________________________________________ 

 

                   Address:____________________________________________________________________ 

 

                   City:________________________________________State:_______________Zip:________ 

 

      Phone:___________________ Fax:_______________ E-mail:_________________________ 

 

     Type of Payment: ___Check   ___Visa   ___Mastercard   ___American Express   ___Discover 

 

                   Credit Card Number:___________________________________ Expiration Date:_________ 

 

                   Authorized by:___________________________  __________________________________ 

                                            (Print)     (Signature) 

                    

                                          
   

 

Conference Name:  __CareerMD Career Fair______________     Conference Date: __July 12, 2010______________  

BOX HANDLING/STORAGE 

Each Weight   # Boxes Sub-Total   # Days TOTAL 

$5.00  Cases/Cartons - Under 50 lbs 0 $0.00   0 $0.00 

$10.00  Cases/Cartons - 50 lbs and Over 0 $0.00   0 $0.00 

$25.00 Pallets/Crates - Under 200 lbs 0 $0.00  0 $0.00 

$40.00 Pallets/Crates - 201 lbs - 399 lbs 0 $0.00  0 $0.00 

$65.00 Pallets/Crates - Over 400 lbs 0 $0.00  0 $0.00 

 

Box handling charges will be billed to the guest/exhibitor. Total Box Handling Charges:         $____________ 

 
This line is for Hotel Use only: Porterage Amount: ______________                           Banquet Other Amount: _______________ 

 

Shipping Instructions: 

        In-coming: 

 Ship packages to arrive NO EARLIER THAN 3 DAYS PRIOR TO SETUP.  Boxes that arrive earlier will not be accepted. 

 Address incoming boxes as follows: 

               CareerMD - July 12, 2010 

Attn: Your Name & Company 

c/o Epiphany Stephens, Conference Manager 

Emory Conference Center Hotel 

1615 Clifton Road 

Atlanta, GA  30329 

 

If you are shipping an item that requires special handling, or that is larger than 3 feet square or heavier than 200 lbs., please 

contact your Conference Services Manager at least 14 days in advance.  This includes computer equipment, Internet servers, 

electronics, etc.  The Hotel does not assume responsibility for handling or setup of such items unless special arrangements have 

been made.  Should you contract with the Hotel to move or set up your special items, handling charges will apply. 
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Out-going: 

 We will be happy to assist you with the outgoing handling of your packages.  If you did not bring with you the necessary return 

shipping labels/airbills, please feel free to pick some up at the Business Center.  Packing tape can also be supplied by the 

Business Center.   

 Please pack up your materials/packages, seal them, place the appropriate labels/airbills (with billing information) on them and 

leave them at your booth for processing.  

 If you are having a courier pick-up, please notify the Business Center regarding who the courier is and when they are scheduled 

for pickup.   

 Large crates and cases need to be taken to the dock area, however the Business Center will still assist with making the 

arrangements. 

  ECCH will make every effort to return shipments via UPS and charge the credit card provided for the service within 24 hours 

after the closing of the exhibition.  Any package not removed due to insufficient shipping information provided by the vendor 

or no information provided by the vendor will incur a daily holding fee of $50/day 

 Please call the Business Center with any questions.  404-712-6036 
 

Fax or mail completed form to:  

 

   The Emory Conference Center and Hotel 

   Conference Planning Department 

   Attn:  Epiphany Stephens 

   1615 Clifton Road 

Atlanta, GA  30329 

Phone:  404-712-6195  Fax: 404-712-6235 


