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Guest and Convention Shipment Instruction form

Please complete the information below for the correct delivery and handling of incoming and outgoing materials being couriered or transported to and from the Delta Prince Edward. Please complete as much of the information as possible. Any parcels, conference materials, trade show booths, or any other shipments received by the Delta Prince Edward receiving department will be subject to material handling services charges at a rate of $35.00 per 100 lb, with a minimum 200 lb charge.  

INCOMING MATERIALS: 
Hotel Contact: 
Name of Conference: _____________________________________________

Date of Conference ______________________________________________

Company or Organization material is for: _____________________________

Hold for: _______________________________________________________

Please provide the name of the person attending the conference that is to receive the materials

Number of pieces shipped: ________

*** All exhibit materials must be unloaded at the loading dock area of the Delta Prince Edward.

Any Special Instructions:

OUTGOING MATERIALS:

Shipping Address:_______________________________________________


_______________________________________________


_______________________________________________


_______________________________________________

Contact Name: __________________________ Telephone #_____________

Transport /Courier Company to be Used: _______________________________             Account #__________ 

Has Courier/Transport Company been contacted for pick up: Yes ___ No ___ 

If you do not have an Account please provide credit card #_________________ 

Please specify Freight Method: Ground ____ or Air _____

Method of Payment for additional Handling/Storage Costs: ______________

Account #______________________________________________
Delta Prince Edward

18 Queen Street

Charlottetown, PEI

C1A 4A1
ATTN: 

(Your name): 
Conference Name: 
Conference Dates: 
