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EXHIBIT SERVICE REQUIREMENTS

This Form MUST be signed & returned even if no additional services are required

Standard Conditions for Exhibitors and Displays

NON-FLAMMABLE MATERIALS: All material used in the Exhibit Hall, Ballroom or any other room of the Hotel MUST be non-flammable to conform with the Fire Regulations of New York City. Electrical wiring and equipment installation must conform to appropriate NYC codes. Materials not conforming to such regulations will be removed immediately at the exhibitor's expense. Engines, motors or other powered equipment may be operated only with the consent of the Chief Engineer of the Hotel.

WIRING REGULATIONS BASED ON THE ELECTRICAL CODE OF THE CITY OF NEW YORK: 

New York City code requires that no electrical equipment or apparatus can be connected unless 

it conforms to the electrical code as stated below. The Hotel will supply qualified electricians to correct any infractions at prevailing costs.

All electrical apparatus and splices must be installed in a metal enclosure. All metal raceways, metal lighting fixtures, metal housings of electrically powered equipment shall be grounded. All extension cables shall be three (3) wire cords or other approved type and not more than 10 feet long. One of the wires with green colored insulation is to be used as a ground. The cable must be large enough for the load and have a grounded male plug. Flexible cords are not permitted. Plug in strips shall be mounted not less than two (2) feet six (6) inches above the floor and shall be securely fastened. All late charges for electrical service will be collected on the floor.

SPECIAL NOTICES: Nails, bracing wires or tape used in erecting displays or signs may not be attached to the building without written consent of the Chief Engineer at the Hotel. All property destroyed or damaged by exhibitors must be replaced in its original condition by the exhibitor at the exhibitor's expense. Banners that are approved by the Hotel will be hung by the Engineering Department at a cost of $50.00 - $75.00 each.

All signage displayed in the Hotel must be approved, professionally printed and conform to the Hotel's 22" x 28" foam-core format. The Hotel reserves the right to remove signage not conforming to these standards. Note: Handwritten signage and lobby/street level solicitation is strictly prohibited.

All materials and equipment furnished by the Crowne Plaza on this order are to remain its property and to be removed by the Crowne Plaza after close of the show.

New York City Fire Department regulations prohibit the storage of any materials behind exhibit displays.

Banquet Housemen are responsible for the basic set-up of exhibit and meeting space. 

LIABILITY: The Hotel will not be responsible for any injury, loss or damage that may occur to the exhibitor, the exhibitor's employees or property or any person prior, during or subsequent to (he period covered by the exhibit contract, provided said injury, loss or damage is not caused by the willful negligence or wrongful act of an employee of the Hotel. Each exhibitor expressly releases the Hotel from such liabilities and agrees to indemnify the Hotel against any and all claims for such injury, loss or damage.

INSURANCE: Exhibitors who desire to carry insurance on their exhibits must place it at their own expense.

SECURITY: The Hotel can provide you with recommendations for Security Companies and in some cases (given ample notice) provide you with additional Hotel Security at $65.00 per hour, per guard.

SHIPPING / RECEIVING: Based on limited storage space availability, materials will be accepted by the Hotel no earlier than one (1) week prior to the show. Materials received before this will be subject to an additional storage fee of $75.00 per day.

Materials should be clearly labeled with: name of show; dates of show; name of exhibitor's company (if exhibition); name of recipient and name of hotel’s Convention Services Manager. Note: the Hotel will not accept C.O.D packages.

If your show set-up will be handled by an outside drayage company, the company must utilize union labor. In addition, all aspects of set-up including delivery and pick-up of materials to be handled by said drayage company.

As a full service Hotel, we will aid in the shipping of post-conference materials. Based on the volume of materials shipped in and out on a daily basis, we require all materials to be properly repackaged, clearly labeled and accompanied by completed shipping labels. All materials must have adequate prepaid billing information. The Hotel does not supply shipping labels and/or packaging materials.  If your items do not meet the above criteria they will be stored in the Hotel’s Receiving Dept for one week (7 days) after the end of the event.  During this time a clerk from receiving can be reached at 212-315-6027 to make arrangements for your item(s) to be shipped out, additional fees may apply.   After that period if no contact is made with the Receiving Dept. the hotel will consider it unwanted material and it will be discarded. If using UPS, we recommend contacting UPS and having "call tags" issued with a post-conference pick-up date.

PORTERAGE: Once materials have been received by the Hotel via a shipping service or messenger, a labor fee will be applied for the movement, storage and retrieval of these materials before, during and after the program. This is a one-time round-trip fee per box or item. This fee will be applied to the organization hosting the event. The scale outlines the pricing weight:

0 - 40 lbs:
$ 2.00 
per box 

41 80 lbs:
$ 5.00
per box 

81 - 120 lbs:
$10.00
per box 

121 160lbs:
$20.00
per box 

161 - 200 lbs:
$30.00
per box

All material exceeding 200 pounds will require special handling.

Signature________________________________________________Date____________________________________
Print Name____________________________ Company Name______________________________
EXIBITOR REQUESTS
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RETURN FORM WITH CREDIT CARD

OR COMPANY CECK TO:



RETURN NO LATER THAN: ______________________

Crowne Plaza Manhattan                                                            (After above date late order applies)

1605 Broadway, New York, NY 10019




TODAY’S DATE ___________________________
EVENT NAME:_______________________________
COMPANY NAME:_________________________________ 

ON-SITE CONTACT: __________________________
STREET ADDRESS: __________________________________

ROOM / BOOTH: _____________________________ 
PHONE / FAX #:______________________________________

FUNCTION DATE: ____________________________ 
AUTHORIZED SIGNTURE: _____________________________
	ITEM
	# 

NEEDED
	REGULAR PRICE
	LATE ORDER
	COST

	†15A Power Strip & Extension Cord Per day
	
	$50.00
	$85.00
	

	*Outside phone line*
	
	$150.00
	$200.00
	

	Each Additional Phone Line
	
	$75.00
	$100.00
	

	**High Speed Internet Connection**
	
	$750.00
	$895.00
	

	**Access for Additional Computer**
	
	$100.00
	$135.00
	

	Wireless Internet Access
	
	$350.00
	450.00
	

	Access for Additional Wireless Access
	
	$50.00
	$75.00
	

	Banner Hanging (large banners may require additional fees)
	
	$50.00
	$85.00
	

	† Plugging own equipment directly into hotels outlets is not permitted
	SUBTOTAL:
	$   0.00

	*Phone lines can not be restricted to toll free & local calls.
	21% SERVICE FEE
	$   0.00

	**Denotes services provided by Transbeam®™, a third party vendor.  The attached “Transbeam®™ Terms and Conditions” form must be completed.
	8.375% NYS TAX:
	$   0.00

	
	TOTAL:
	$   0.00


I hereby authorize the Crowne Plaza Times Square Manhattan to charge my credit card number below for all charges incurred for the above-mentioned group.

CREDIT CARD #: ________________________________________________EXPIRATION DATE: _________________

CARDHOLDER’S SIGNATURE: ______________________________________________________________________

NAME AS IT APPEARS ON THE CREDIT CARD:___________________________________________________


BILLING ADDRESS OF CREDIT CARD HOLDERS

Street__________________________________
City_____________________________________State_______Zip Code__________
Payment Policy: Full payment must accompany this order form two (2) weeks prior to set up date. Orders received after this date will be subject to listed late order rates. Only company checks or major credit cards are accepted. Credit card payments must be accompanied by a legible front and back copy of the card along with the card holder’s signature for verification. Please bring any question or concerns regarding this service to our IMMEDIATE attention by either calling the Convention Services Department.

.

TRANSBEAM® ( TERMS AND CONDITIONS

Customer Duties – Customer shall be liable for any loss or damage to the Equipment arising from Customer negligence, intentional act, unauthorized maintenance, or other cause within the reasonable control of Customer, its representatives, employees, agents or invitees.  In the event of any loss or damage to the Equipment for which Customer is liable, Customer shall reimburse Transbeam for the reasonable cost of repair or replacement.

Limitation of Liability – Transbeam shall not be liable for any delay, failure to perform, or damage or destruction or malfunction of the Equipment or Service, disruption or interruption, or any consequence of the above, caused by, occasioned or due to fire, flood, water, the elements, labor disputes or shortages, utility curtailments, power failure, explosions, civil disturbances, government regulatory requirements, acts of God or public enemy, war, military or government requisition, shortages of equipment or supplies, unavailability of transportation, acts of omissions of anyone other than Transbeam, its representatives, agents or employees, or any other cause beyond Transbeam’s reasonable control.

In all situations involving performance or non-performance of Equipment or related programs or Services furnished under this Agreement, the Customer’s sole and exclusive remedy and Transbeam’s sole and exclusive liability will be (i) the adjustment or repair of the Equipment or replacement of its parts by Transbeam or, at Transbeam’s option, replacement of the Equipment or correction of the programming errors, or (ii) if after reasonable and repeated efforts Transbeam is unable to install the Equipment or replacement Equipment in good working order, or to restore the same to good working order, or to make the programming operate, the Customer shall be entitled to terminate this Agreement and receive a refund equal to the excess (if any) of (1) the total amount therefore paid by Customer to Transbeam or Equipment and Services under this Agreement over (2) the reasonable value of Customer’s use of the Equipment and Services.

Transbeam will check that lines & IP addresses are configured properly and coordinate with venue staff or agent for cross connection to hubs and workstations.  Transbeam cannot and does not vouch for the adequacy of the venues internal wiring and shall not be held liable for any delays, service interruptions or any related problem that the Customer might experience.  

Claims will not be considered unless filed in writing with Transbeam by the Customer prior to the conclusion of the Event identified in this Agreement.
IN NO EVENT SHALL TRANSBEAM BE LIABLE TO THE CUSTOMER OR TO ANY OTHER PARTY FOR SPECIAL, COLLATERAL, EXEMPLARY, INDIRECT, INCIDENTAL OR CONSEQUENTIAL DAMAGES, WHETHER SUCH DAMAGES OCCUR EITHER PRIOR OR SUBSEQUENT TO OR ARE ALLEGED AS A RESULT OF, TORTUOUS CONDUCT, FAILURE OF THE EQUIPMENT OR SERVICES OF TRANSBEAM OR BREACH OF ANY OF THE PROVISIONS OF THIS AGREEMENT, REGARDLESS OF THE FORM OF ACTION, WHETHER IN CONTRACT OR IN TORT, INCLUDING STRICT LIABILITY AND NEGLIGENCE, EVEN IF TRANSBEAM HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OR FOR ANY DAMAGES CAUSED BY THE CUSTOMER’S FAILURE TO PERFORM THE CUSTOMER’S RESPONSIBILITIES SUCH EXCLUDED DAMAGES ALSO INCLUDE, BUT ARE NOT LIMITED TO, LOSS OF PROFITS, LOSS OF USE OR INTERRUPTION OF BUSINESS, OR OTHER CONSEQUENTIAL OR INDIRECT ECONOMIC LOSS.

Customer acknowledges and agrees that neither the owner of the Building nor the tenant, nor the prime licensee, nor any other party responsible for the Event in which Customer is a participant, is responsible for the provision of the Equipment or the Services, and that no such third party shall be liable to Customer for any failure or defect in Equipment or Services.

Indemnification – Customer hereby assumes liability for and agrees to indemnify, protect and hold wholly harmless Transbeam and its agents, employees, officers, directors, and any and all successors and assigns, from and against any and all liabilities, obligations, losses, damages, injuries, claims, demands, penalties, actions, costs and expense, including reasonable attorney’s fees, whether in contract, in tort or otherwise, which result from or arise out of negligence or wrongful use of the Equipment or the Services by the Customer or its representatives, agents, employees or invitees.

This Agreement, the Terms and Conditions, and any attached supplements(s) constitute the entire agreement between the parties hereto and supercedes all prior oral or written discussions or agreements.  This Agreement may be amended only by a written agreement executed by both parties.

Governing Law – This Agreement shall be governed by and construed under the laws of the State of New York, without regard to any conflicts or choice of law provisions.

I HAVE READ AND ACCEPT ALL THE TERMS & CONDITIONS DESCRIBED ABOVE.

Authorized Signature



_   _Company Name
 ___
                     
Date__________
CONVENTION SERVICES DEPARTMENT


1605 Broadway  New York, NY 10019


TEL: (212) 315 6160  (  FAX: (212) 315-6187
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