HILTON SAN FRANCISCO 

DISTRIBUTION REQUEST

Thank you for your interest in distributing materials at our hotel. Distribution requests should be made at least 10 days in advance in order for us to allocate and schedule the appropriate resources.  Please supply the information requested below and read the Terms of Distribution section.

Name of Convention Receiving Distribution__________________________________________________

Date of Distribution_________________________ 
Completion Time____________________________

Item discription_________________________________________________________________________

Distribution Requested by (Company Name)____________________________________________________

Name of Contact(s)______________________________________________________________________

Address_______________________________________________________________________________

Phone_________________________________
Fax_______________________________________

Item to be Delivered OUTSIDE the room:
$1.50 per item_____
$ .75 per additional_____ 

Item to be Delivered under the door or  

INSIDE the room.      


$2.00 per item_____
$1.25 per additional_____

 Please designate where in room you would like item placed:

Assembly Fee (If applicable):

$ .50 per item_____

Assembly instructions:____________________________________________________________________

Item(s) to be distributed :
___   PER PERSON
___   PER ROOM

METHOD OF PAYMENT

(PLEASE CHECK ONE)

___ 
CHARGE TO GUEST ROOM ACCOUNT.

 
Guest Name_______________________________ Date of Stay__________________________

___ 
CHARGE TO MASTER ACCOUNT   (Must be on list of authorized signers)


Name of Authorized Signer______________________ Account Number___________________

___
PAYMENT BY CHECK- Please note payment must be made 5 days prior to distribution date.  Please allow to six weeks if refund is due.  If paying by check, please make check payable to: Hilton San Francisco and Towers, c/o Guest Services Department.

___
PAYMENT BY CREDIT CARD.


Please fill out attached form, and fax back with signed contract.

TERMS OF DISTRIBUTION

1. The Hilton does not assume any responsibility for the items once they are delivered.

2. I would like any undelivered items to be:  ___ Discarded
___ Returned to room of_________________________________

___ Returned to sender. (Please list method of shipment and account numbers)


___________________________________________________________________________________________________

3. Distribution materials should be received at least 24 hours in advance, but not more than 5 days prior to the distribution date. Date materials to be received: ___________________________________ 

4. Quoted number of rooms is based on the number blocked, and can change by the date of the distribution.

5. Delivery to specific persons cannot be guaranteed due to reasons of delayed or late arrivals, changes in hotel, or guest’s personal circumstances.

I understand and agree with the terms of the contract.

Signature_____________________________________
Date_____________________________

333 O’Farrell Street San Francisco, CA 94102
Telephone (415) 202-7723
 Fax (415) 202-7798

