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Dear guests,

According to hotel’s general terms & conditions we would like to bring the following procedures to your
attention:

Shipments

Due to limited storage space, we request to ship your packages to arrive no eatlier than three (3) days
before your scheduled function. Storage fees will apply per day and package, to all shipments as indicated
below:

Storage fee (per day and package) — if received 3 days before scheduled function

Price Package Small (0-50cm) € 10,00
Package Medium (50cm-100cm) € 15,00
Package Large (100cm and bigger) € 20,00
Banners € 25,00
Display Case € 55,00
Pallet € 75,00
Crate € 95,00

Furthermore, we kindly ask you to ship all packages to the following address: please use the provided
shipping label (here).

Attention: “NAME OF EVENT” and “COMPANY NAME”
Ferdinand Bolstraat 333

1072 LH Amsterdam The

Netherlands

Shipments without correct address and/or company name might not be distributed or delivered in time /
correctly. Furthermore, we kindly ask you to arrange your shipping out arrangements prior to your arrival
and inform the responsible account manager about the details.

Shipments can be delivered between working days from Monday to Friday between 08:00 and 16:00 hrs,
delivered to hotels purchase department. During the weekend and weekdays after 16:00 hrs, packages
cannot be delivered or shipped.

Goods left behind after the conference will be stored with maximum of 3 days. After that period the
goods will be removed without notification. Any goods left behind without notifying hotel staff will be
removed as well
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Set-Up and breakdown regulations
Full attention must be given so that no damage shall be incurred to the building, furniture or equipment
of the hotel (such as the walls, decorations, carpet and technical equipment).

It is prohibited to nail, or other such activity directly into hotel property. No use of adhesive tape to hotel
property. Fire hydrants, emergency exits (or signs) and sprinkler systems may not be tempered with,
obscured or covered.

Construction work to be carried out on site (hammering, painting, etc) should be to a minimum. If any of
these works need to be carried out, this can be done on a location appointed by the hotel. Materials to
cover floors etc need to be brought by the supplier.

Goods
The hotel is not liable for damage or loss of goods which have been brought into the hotel by an
organiser or guest who is staying there.

Storage
Hotel Okura Amsterdam does not have any storage facility for flight cases or any other material, unless a
function room is contracted for this purpose by the organizer.

Food and Beverages from outside Hotel Okura Amsterdam

All food items catered by an external caterer or self-catered need to be indicated cleatly on all
correspondence towards guests attending the event as well as indicated on all printing material such as
menu cards / buffet tags;

The caterer must adhere to HACCP and Food Safety Standards which certificates needs to be forwarded
for hotels documentation;

The organizer / outside caterer is responsible for the purchase and delivery of all food items towards the
hotel;

The organizer is liable to sign a separate Food waiver and Indemnification agreement;

We appreciate your understanding in the above matters. We are looking forward to welcoming you
shortly to Hotel Okura Amsterdam.

Warm regards,
Exhibitor Cootdinator
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