Fe&Xt New Orleans Marriott

Office Shipping Instructions

Preparing Your Shipment

FedEx Office is committed to providing you with an outstanding experience during your stay. All guest and event packages
being shipped to the property must follow the address label standards (illustrated below) to prevent package routing delays.
Please schedule your shipment(s) to arrive four days prior to the event start date to avoid additional storage fees. Use the name
of the recipient who will be on-site to receive and sign for the package(s). Please do not address shipments using property
employee names unless the items are specifically for their use (e.g., hotel specifications, rooming lists or signed documents);
this includes arranging for deliveries to all areas on the property.

If a package has not been picked up by the recipient and no contact information is provided, the package will be returned to
the sender, who will be responsible for all additional shipping fees. For more information on package retention, the Return to
Sender process, or to schedule package deliveries, please contact the FedEx Office business center at 504.654.1057
Package deliveries should only be scheduled after the recipient has completed the check-in process.

Package Labeling Standards and FedEx Office Contact

[(Guest Name) (Guest Cell Number) ) FedEx Office Business Center Operating Hours
c/o FedEx Office at the hotel location New Orleans Marriott Mon.~Fri.: 7:00 a.m. - 7:00 p.m.
(Hotel Address) 555 Canal Street Saturday: 10:00 a.m. - 6:00 p.m.
(City, State, Zip Code) New Orleans La, 70130 Sunday: 10:00 a.m. - 6:00 p.m.
(Convention / Conference / Group / Event Name) Phone: 504.654.1057

Fax:504.654.1842

Box of Email: usa5038@fedex.com

. )

Shipments With Special Requirements

Meeting and event planners, exhibitors and attendees are encouraged to contact FedEx Office with any specific questions in
advance of shipping their items. If you have any special needs (e.g., refrigeration requirements, after-hours delivery requests or
changes to your meeting dates or rooms), please work directly with your Event Manager, who will communicate these needs to
FedEx Office in advance of your event.

On-Site Package Delivery

In most cases, FedEx Office will complete delivery or pickup of packages within the conference and meeting rooms, lobby area
and guest suites, but please consult with a FedEx Office team member for specific delivery limitations that may exist. In cases
where a drayage company or a meeting decorator is used, FedEx Office team members will work closely with those vendors for
proper package routing and release items directly to those vendors if they are on the property when the shipments arrive. Any
decorator or drayage packages requiring overnight storage by FedEx Office will be assessed a handling fee. If your meeting/
event is being handled by a drayage company or decorator, please ensure your shipments are being sent directly to the
drayage company’s or decorator’s specified address. Items that require extra handling, such as pallet/crate breakdown or
build up, multiple pickup or delivery points, or collecting or disposing of packaging materials, will be assessed an additional
fee of $70.00 per hour with a minimum of $35.00 for 30 minutes. This fee will be assessed for each FedEx Office team member
dedicated to perform these additional services. Please note that FedEx Office team members cannot lend out any moving
equipment, which includes pallet jacks, dollies and flatbed carts.

Package Delivery to Guest Suites/Meeting Rooms

In most cases, FedEx Office will complete delivery or pickup of packages to guest suites, but please consult with a FedEx Office
team member for any specific delivery limitations that may exist. FedEx Office is not authorized to leave packages unattended
in guest suites and/or meeting rooms. A guest with authorization to sign for the delivery and approve any charges for handling
and delivery fees must be present in guest rooms and/or meeting rooms.
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FQ(EX® New Orleans Marriott

Office Shipping Instructions

Upon Your Arrival

Packages will be available for pickup at the FedEx Office business center; a handling fee will apply. Packages, pallets, crates,
display cases and other heavier items may be scheduled for delivery by contacting our staff at 504.654.1057 ; a delivery fee

will apply. Package deliveries should only be scheduled after the recipient has completed the check-in process. In order to
maintain the proper chain of custody, FedEx Office requires the package recipient’s signature before a package can be

released from FedEx Office. Release signatures are captured at the time of package pickup or package delivery to the recipient.

Upon Your Departure

FedEx Office offers pack and ship services and packaging supplies, such as boxes, tape, etc., which are also available for purchase
at the FedEx Office business center. All outbound packages must have a completed carrier airbill affixed to each package. FedEx
Express’ shipping boxes and airbill forms are available and are complimentary. Outbound packages and freight to be picked

up by a third-party courier should be coordinated directly with those vendors, and communication should be sent to FedEx
Office indicating when those items will be picked up. FedEx Office will not make arrangements for freight or third-party courier
transportation and/or pickup. Outbound handling fees will be applied to all packages and freight, regardless of carrier, in addition
to shipping/transportation fees.

Package Handling And Storage Fees

; Package pickup or Package pickup or deliver ; Storage fee
Package weight dropgff gy guest l?y IPed Ex Office / Package weight after 5 days
Envelopes up to 1.0Ib. $2.00 $5.00 Envelopesupto 1.0 lb. No charge
0.0-1.01b. $2.00 $5.00 0.0-10.0 Ibs. $5.00
1.1-10.0 Ibs. $10.00 $15.00 10.1-30.0Ibs. $10.00
10.1-20.0 Ibs. $15.00 $20.00 30.1-60.0 Ibs. $15.00
20.1-30.0 Ibs. $20.00 $30.00 60.1-150.0 Ibs. $25.00
30.1-40.0 Ibs. $25.00 $40.00 Pallets & crates $50.00
40.1-50.0 Ibs. $25.00 $50.00 Over 6.5’ in size $25.00
50.1-60.0 Ibs. $35.00 $50.00 A one-time package storage fee will apply to
60.1-150.0 Ibs. $35.00 $70.00 each package received and stored for more
Pallets & crates* - $150.00 or $0.75/1b. > 200 Ibs. than five (5) calendar days. Items measuring
- : over 6.5 feet in size are considered oversize
Package weights will be rounded up to the nearest pound. and will be assessed an additional oversize fee
*For inbound/outbound pallets or crates, the receiving and delivery charges are consolidated if stored for more than five (5) calendar days.

into a single fee of $150.00 or $0.75/Ib. > 200 Ibs., which is applied to each pallet/crate handled.

Additional Services

Items that require extra handling, such as pallet/crate breakdown or build up, multiple pickup or delivery points, or collecting and disposing of
packaging materials, will be assessed an additional fee of $70.00 per hour with a minimum of $35.00 for 30 minutes. This fee will be assessed for
each FedEx Office team member dedicated to perform these additional services. Please note that FedEx Office team members cannot lend out
any moving equipment, which includes pallet jacks, dollies, and flatbed carts.

Terms and Conditions

Receiving, delivery and storage charges are payable at the time of delivery. Recipient may be required to present government-issued photo
identification and sign for delivery. Shipper must comply with all applicable local, state and federal laws, including those governing packing, marking,
labeling and shipping. OBTAIN FIRE, CASUALTY AND ALL OTHER INSURANCE ON PACKAGE CONTENTS PRIOR TO SHIPPING. Neither the Property nor
FedEx Office and Print Services, Inc. provide such insurance. Neither the Property nor FedEx Office and Print Services, Inc. nor the employees, agents or
contractors of either firm will be liable for any damages, whether direct or indirect damages, relating to or arising out of any loss or damage to any
package or its contents, unless a package is lost after receipt on the Property, in which case such liability shall be limited to the lesser of $100 or the
liability of the carrier indicated above. By sending your package to the Property, you agree to be bound by any additional terms and conditions that the
Property or FedEx Office and Print Services, Inc. may establish from time to time for receiving and delivering of packages.
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New Orleans Marriott
Fe%ﬁx@) After-Hours Shipping Form
ce

Monday—Friday 7:00 a.m. - 7:00 p.m. | Saturday 10:00 a.m. - 6:00 p.m.
Sunday 10:00 a.m. - 6:00 p.m.

We are sorry we are not available to assist you with your shipping needs at this time. Please complete
this form and bring your item to the front desk. Once we receive your form and item, we will reach out to
you for further information. For any questions regarding your item, please contact us at 504.654.1057
during normal business hours or Lost & Found at 504.581.1000  ext. 5581

e We cannot ship to any P.O. Boxes (this includes FPO, APO, and DPO).

¢ All information listed is required in order to process your shipment.
A FedEx team member will contact you once we receive your information to discuss shipping
rates, delivery dates, and payment.

e All FedEx shipping account numbers are 9 digits long; we cannot use a printing account
number or a cash-only shipping account.

e If you have a shipping account but do not remember your number, please contact our customer
service line at 1.800.GoFedEx or 1.800.463.3339.

o FedEx Office adheres to company-wide, city, state and federal restrictions that do not allow
us to ship certain items (please see the back for the list).

Sender Information

Name: Phone Number:
Address: Address Line 2:
City: State: ZIP Code:

Email (for tracking notifications):

Recipient Information

Name: Phone Number:
Address: Address Line 2:
City: State: ZIP Code:

Please indicate whether this is a Residence or a Business: [1 Residence [1 Business
Email (for tracking notifications):

Package Information
Declared Value (DV): $ (DV over $100 will incur additional charges based on the value)

Please choose a signature option (additional charges apply):
[0 None [ Direct Signature (recommended) [1 Any adult available 21+
(I Indirect (only available for residential addresses)
FedEx Account #: (optional) [J Sender Account [J Recipient Account [J Third-
Party Account
(Please indicate whether the account belongs to the Sender, Recipient, or Third Party)




Items prohibited for customer dropoff:

o Airbags

¢ Alcoholic beverages*

* Any hazardous substance or
regulated material

* Anything on the Prohibited Items list,
found in the FedEx Service Guide

¢ Anything prohibited by law

o Articles of unusual value (priceless
art, jewelry, collectibles)

¢ (Cash, coins, currency, stamps

 Corrosives, explosives, toxic substances

and ORM-D
e Firearms
e Fireworks
* (asoline
¢ Human or animal remains, body parts
e Live animals or insects

We also do not accept:

o Packages over 150 Ibs.

o Packages larger than 48" x 25” x 25"

« Packages tied with string or rope

« Packages covered in paper or stretch
wrapping

« Two or more packages
banded together

o Packages that are leaking, oil-stained
or emitting a strong odor

o Lottery tickets or gaming devices
where prohibited by state, local
or federal law

* Marijuana, as defined by U.S. federal
law, 21 U.S.C. 802(16), including
marijuana intended for recreational
or medicinal use, and synthetic
cannabinoids

¢ Nail polish

 Pornographic materials

* Tobacco and tobacco products,
including but not limited to
cigarettes, cigars, loose tobacco,
smokeless tobacco, hookah or shisha

¢ Used hypodermic needles, syringes
or medical waste

 Boxes that are visibly used/worn
or have crushed corners
 Quter boxes made of Styrofoam
o Shirt boxes or other retail gift boxes
¢ Rattling, shifting contents
¢ Dangerous goods, hazardous
materials or prohibited items

*Except when shipped in accordance with the terms and conditions outlined in the FedEx Service Guide found at
fedex.com/us/hazardous-materials and with appropriate labeling applied.
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Fe&x® Outbound Handling Fees

Office

Please note that outbound handling fees are charged on a per-package
basis determined by weight using the table below. These fees will be
charged to your room unless other arrangements are made prior to
checkout. Additional fees may apply if package requires repacking for
shipping. By giving us your package at this time, you agree to pay all
applicable handling charges.

Package weight Dropoff by guest Pickup by FedEx Office

Envelopesupto 1.0 lb. $2.00 $5.00
0.0-1.01b. $2.00 $5.00
1.1-10.0 Ibs. $10.00 $15.00
10.1-20.0 Ibs. $15.00 $20.00
20.1-30.0 Ibs. $20.00 $30.00
30.1-40.0 Ibs. $25.00 $40.00
40.1-50.0Ibs. $25.00 $50.00
50.1-60.0 Ibs. $35.00 $50.00
60.1-150.0 Ibs. $35.00 $70.00

Pallets & crates* - $150.00 or $0.75/Ib.> 200 Ibs.

*For inbound/outbound pallets or crates, the receiving and delivery charges are
consolidated into a single fee of $150.00 or $0.75/1b.>200 Ibs., which is applied to
each pallet/crate handled.

Items that require extra handling, such as pallet/ crate breakdown or build up, multiple
pickup or delivery points, or collecting and disposing of packaging materials, will be
assessed an additional fee of $70.00 per hour with a minimum of $35.00 for 30 minutes.
This fee will be assessed for each FedEx Office team member dedicated to perform
these additional services.
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