WYNDHAM RIVERWALK
SHIPPING & RECEIVING GUIDELINES

GENERAL INFORMATION:
· The hotel can accommodate receiving and storage of a moderate amount of boxes.
· The hotel does not have a forklift and will not handle freight over 1,000 lbs.
· If you or your exhibitors will be shipping in a very large number of boxes or large/heavy pallets/crates, you must discuss this with you convention service manager.  These type of shows will typically have to go thru a convention decorator or drayage company.

· Hotel cannot move any equipment ordered from a 3rd party vendor

· If your show/expo is in our Fiesta Pavilion (across the street from the hotel – 451 Soledad Street): that space has its own load-in area, but does not have a raised loading dock. Deliveries to the Fiesta Pavilion require trucks with a lift gate. These deliveries must be prearranged.
· The main delivery area at the hotel does have a raised dock (Martin Street) and should also be prearranged.
· Vehicles cannot be parked in either of the loading docks overnight.

SHIPPING INFO/CLAIMING YOUR BOXES:

· All incoming packages for your convention should be addressed to Wyndham San Antonio Riverwalk at 111 East Pecan Street, San Antonio, TX  78205. Include the name of the person claiming the package, the name and date of the convention or group and your booth number, if available. 
· The hotel will not accept any packages sent C.O.D.
· Please schedule packages for delivery no more than (3) working days prior to guest pick up.  Deliveries received more than (3) working days out will be  charged a minimum storage fee of $25.00/day per package, in addition to handling fees.

· All packages can be retrieved by contacting our Banquet Department. You must be present to sign for all package you are claiming. Payment arrangements for handling charges will also be made at that time. Boxes will not be automatically placed in your booth or at your exhibit table.
· Freight addressed to a decorating company but sent directly to the hotel, can only be received when the decorating company is on property to release it to you.  
· There is a labor fee of $20.00/hour (or any portion of an hour), per man, when hotel staff is involved in the unloading or loading of vehicles. These arrangements should be made in advance with your Convention Service Manager.

HANDLING CHARGES 


Letter Package = no charge


Parcels (1 lb -10 lbs) = $10.00


Parcels (11 lbs -25 lbs) = $25.00


Parcels (over 25 lbs / trunks) = $35.00


Crates (0 - 200 lbs) = $35.00 per crate/ Over 200 lbs: an additional $10.00 per 100 lbs


Pallets (Not to exceed 1000 lbs) = $75.00


Pallets or crates heavier than 1000 lbs WILL NOT be accepted at the hotel.

OUTBOUND SHIPPING

· At the conclusion of your convention, please seal and label your boxes for outbound shipping. Your shipping label should include your account number/method of payment

· Leave your boxes at your booth or exhibit tables and our banquet department will move them to the shipping department for you.

· Please schedule pick up with your selected shipper
· Any items or materials left behind without shipping instructions will be discarded (14) days after the client’s departure date.

General Receiving Hours:

Monday – Friday:  6:30 am - 4:00 pm

    Saturday:  
         7:30 am - 12:00 noon

WYNDHAM RIVERWALK SAN ANTONIO

111 EAST PECAN STREET
SAN ANTONIO, TX 78205

210-354-2800
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