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Shipping Instructions
Shipping & Receiving of Materials

The following is our recommendation on how to address your shipping labels.  The Omni Los Angeles Hotel accepts no responsibility for the delivery, security or condition of the packages.  Please label the boxes/packages as follows:
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Shipping and receiving hours are 8:00am – 4:30pm Monday through Friday.

Special Instructions:
· Shipments should be sent to arrive no more than [3] business days prior to the event start date.  If materials are shipped more than [3] days in advance, there will be a $20.00 charge per parcel per day for storage.  The Hotel is not in any way liable for the contents of these packages. 
· Packages or materials of excessive weight or value must be approved for receipt by the Hotel prior to shipping.

· Handling of incoming items includes: Receiving items from your carrier – up to [3] days of storage, delivery to the proper meeting space location in the hotel, pick up of packed items after the event, up to [3] days of storage and placing items in the hotel’s loading dock area for carrier to pick up.
· HANDLING FEES: There will be a $10.00 per box/package, incoming and outgoing, handling fee for all boxes/packages.  Each pallet or crate delivered to the Hotel is subject to a $150.00 per pallet or crate handling fee.  Items requiring special handling will be charged accordingly. 
· It is recommended that you e-mail your Conference Services Manager at the Omni Los Angeles Hotel with the number of boxes you have shipped, the shipper and their tracking numbers.  Please reference “Shipment of Materials – (Name of Event and Dates).”
Move-Out

It is the exhibitors' or meeting planner’s responsibility to package their own materials and prepare them for shipment.  The Omni Los Angeles Hotel Banquet Services team will collect your packages for shipping as long as you prepare your own labels and call the carrier for pick-up.  Please notify the banquet staff when your packages are ready before you depart.  The Omni Los Angeles Hotel will not be responsible for any items left behind in the meeting spaces.  Any materials left behind for more than [3] days post event will be discarded. 
Please Remit to:

Omni Hotels & Resorts
251 South Olive Street

Los Angeles, CA 90012
Attn: Accounts Receivable
Credit Card

Please contact your hotel representative for a custom link to Omni’s secure credit card payment site. Omni Hotels and Resorts will accept payment on American Express, Diners Club, Discover Card, JCB International, Master Card, or Visa. 
Federal and International Wire Transfer:

Branch Name: 


Wells Fargo 

Bank Address:


420 Montgomery, San Francisco, CA 94104

Account Name:


Omni Los Angeles Hotel – Cash Concentration
Account #:


4868441510


ABA:



121000248

SWIFT code:


WFBIUS6S

ACH, EFT, and Corporate Trade Payment:

Branch Name: 


Wells Fargo 

Bank Address:


420 Montgomery, San Francisco, CA 94104

Account Name:


Omni Los Angeles Hotel – Cash Concentration
Account #:


4868441510


ABA:



121000248
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ertative for a custom link to Omnis secure credit card payment site.

Card# Please contact your hotel repre:

| Omni Hotels and Resorts will accept payment on American Express. Diners Club. Discover Card. JCB International. Master Gard. or Visa.
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Omni Los Angeles Hotel


251 S. Olive Street


Los Angeles, CA 90012


(213) 617-3300


Attn: Guest Name (The person who will ultimately be accepting the box/package here onsite)





RE: 	(Name of the Event), (Dates of the Event) / David Bautista CS Mgr.


	Exhibitor or Meeting Planner Name and Company


	Box ____ of _____
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