ISE Central Shipping Information
· Please ship all materials to the Hotel to arrive no earlier than 3 days before the event, but no later than Tuesday, June 5, 2012
· Please complete the credit card authorization form also provided as there are handling charges for all boxes or equipment shipped to the hotel.  Rates are provided by the hotel on the credit card authorization form.  It is to be faxed to the Hotel directly.

· All packages and shipments must have information on the package label located on page 2.

· Please number all boxes. 

· PLEASE bring your tracking numbers with you to assist our staff in locating your boxes in our package room or to track any boxes that might not have arrived by exhibit set up time.

· All outgoing packages must be packed and clearly labeled prior to shipping. Pick up should be arranged by the sponsor.

· Please provide your shipping numbers to T.E.N. by Friday, June 1st, so they can provide a list to the hotel of all deliveries/shipments to be expected and the hotel can have those ready for the day of the event.  Send your shipping information bcook@techexecnetworks.com
· Hotel staff will deliver your shipments to the sponsor pavilion area before setup time.
Set up time is scheduled to begin after 4:00pm eastern on Wednesday, June 6th


Hotel Address

Sheraton Dallas Hotel

400 N, Olive Street
Dallas, TX 75201
Shipping label
See next page…  

The Sheraton Dallas
400 N. Olive Street
Dallas TX  75201
Attention: Brenda Castillo (214-445-7705)
Hold For T.E.N./Brooke Cook 6/6/2012

Sponsor Package Label

Please affix to all items shipped to the hotel

	Dates of Meeting/Pavilion
	
	June 6, 2012

	Meeting Name
	
	
T.E.N. – ISE Central Awards 2012

	Exhibiting Company Name
	
	

	Exhibitor On-Site Contact
	
	

	Sponsor Pavilion location
	
	
Atrium

	Total Number of Boxes
	
	


Box ______ of ______
