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!Exhibitors, 

!Please reference the following instructions for return shipping of your exhibit materials: 

!
SHIPPING VIA UPS 

Ground/3-Day 2-Day Shipping 

Must be paid for by credit card or billed to a guest room. Please fill out the entire form on the 

reverse side of this sheet. If billing to a guest room, no credit card information is needed; simply 

indicate “Billing to Room XXXX” in the credit card number space. Leave this form with your 

packages and they will be processed by The UPS Store. If you would like a copy of your tracking 

numbers, please include your e-mail address in the shipping information box.  

Shipping *with* a UPS account number 

Waybill forms 

SHIPPING VIA FEDEX

May only be done if you have a 9-digit Fedex account number. Standard Express Airbills 

(allowing selection of First Overnight, Priority Overnight, Standard Overnight, 2Day, and Express 

Saver) are available from The UPS Store on the evel and must accompany every box that 

needs to be shipped. 

The  authorization form on the 

reverse side of this sheet must be filled out for these packages in order for them to leave the hotel to 

cover the outbound handling charges associated with shipping. The ‘shipping services /insurance’ and 

‘shipping information’ areas of this form may be left blank, but credit card information or a room 

number must be supplied in the ‘billing information’ box. Leave this form along with the waybills for 

your packages and they will be processed by The UPS Store.

If you have any questions, please do not hesitate to visit our office or contact us by phone or email: 

Ph: (312)268-8290   Email: Store6161@theupsstore.com 






