
Office Shipping Instructions 
Preparing Your Shipment 
FedEx Office is committed to providing you with an outstanding experience during your stay. All guest and event packages 
being shipped to the property must follow the address label standards (illustrated below) to prevent package routing delays. 
Please schedule your shipment(s) to arrive four days prior to the event start date to avoid additional storage fees. Use the name 
of the recipient who will be on-site to receive and sign for the package(s). Please do not address shipments using property 
employee names unless the items are specifically for their use (e.g., hotel specifications, rooming lists or signed documents); 
this includes arranging for deliveries to all areas on the property. For larger items or freight shipments please note the 
dimensions of the freight elevator at the Park Plaza hotel which is 76.5" wide x 70" deep x 80" high. 

If a package has not been picked up by the recipient and no contact information is provided, the package will be returned to 
the sender, who will be responsible for all additional shipping fees. For more information on package retention, the Return to 
Sender process, or to schedule package deliveries, please contact the FedEx Office business center at 
Package deliveries should only be scheduled after the recipient has completed the check-in process. 

Package Labeling Standards and FedEx Office Contact 

(Guest Name) (Guest Cell Number) 
c/o FedEx Office at The Hilton Park Plaza
50 Park Plaza
Boston, Ma, 02116
(Convention / Conference / Group / Event Name) 

Box ____ of ___ _ 

Shipments With Special Requirements 

FedEx Office Business Center 

Phone: 
Fax: 
Email: 

Operating Hours 
Mon.-Fri.: 
Saturday: 
Sunday: 

Meeting and event planners, exhibitors and attendees are encouraged to contact FedEx Office with any specific questions in 
advance of shipping their items. If you have any special needs (e.g., refrigeration requirements, after-hours delivery requests or 
changes to your meeting dates or rooms), please work directly with your Event Manager, who will communicate these needs to 
FedEx Office in advance of your event. 

On-Site Package Delivery 
In most cases, FedEx Office will complete delivery or pickup of packages within the conference and meeting rooms, lobby area 
and guest suites, but please consult with a FedEx Office team member for specific delivery limitations that may exist. In cases 
where a drayage company or a meeting decorator is used, FedEx Office team members will work closely with those vendors for 
proper package routing and release items directly to those vendors if they are on the property when the shipments arrive. Any 
decorator or drayage packages requiring overnight storage by FedEx Office will be assessed a handling fee. If your meeting/ 
event is being handled by a drayage company or decorator, please ensure your shipments are being sent directly to the 
drayage company's or decorator's specified address. Items that require extra handling, such as pallet/crate breakdown or 
build up, multiple pickup or delivery points, or collecting or disposing of packaging materials, will be assessed an additional 
fee of $70.00 per hour with a minimum of $35.00 for 30 minutes. This fee will be assessed for each FedEx Office team member 
dedicated to perform these additional services. Please note that FedEx Office team members cannot lend out any moving 
equipment, which includes pallet jacks, dollies and flatbed carts. 

Package Delivery to Guest Suites/Meeting Rooms 
In most cases, FedEx Office will complete delivery or pickup of packages to guest suites, but please consult with a FedEx Office 
team member for any specific delivery limitations that may exist. FedEx Office is not authorized to leave packages unattended 
in guest suites and/or meeting rooms. A guest with authorization to sign for the delivery and approve any charges for handling 
and delivery fees must be present in guest rooms and/or meeting rooms. 

© 2019 FedEx. All rights reserved. 620.MK21.001 1967485R 





Office Inbound/Outbound Shipping Instructions for Events

How to Schedule Inbound/Outbound Shipping 
A FedEx Office team member can be made available at the meeting room listed below to assist and accept outbound packages. 
During this time, shipping supplies will be available to support all of your packaging and shipping needs. 

Meeting Room: ______________ _ 

Date: 
---------------------

St art Time: End Time: 
------ --------

Event Name: 
------------------

Event Contact Name: 
---------------

Contact Phone Number: 
--------------

The FedEx Office business center can also accept packages during 
normal business hours. Packaging supplies (boxes, tape, cushioning, 
etc.) are available for purchase at the FedEx Office business center 
during the hours listed. Complimentary FedEx Express• shipping 
supplies and airbills are also available 24 hours a day. 

Follow these steps to expedite the processing of your package 

FedEx Office Business Center 
Hotel Ext.: 
Phone: 
Fax: 
Email: 

Operating Hours 
Mon.-Fri.: 
Saturday: 
Sunday: 

1. Complete a shipping airbill form and be sure to include a FedEx account number, as well as your personal or business
return address and not the address of the property. Please note: Outbound handling fees are applied to all packages,
regardless of carrier, and are assessed in addition to the shipping/transportation charges.

2. Ensure all of your packages are properly sealed.
3. Affix the carrier's airbill form to each outgoing package.
4. Take your package(s) to the FedEx Office processing area during the times listed above or to the FedEx Office business

center during normal business hours.

Once you have completed the steps above, FedEx Office will process your package(s) into the FedEx Office Package Tracking 
System and securely store them until released to the carrier. Retain your tracking number(s) and you're all set! With FedEx 
Office Guest Package Services, it's that simple. 

Outbound Handling Fees 

Package weight Dropoff by guest 

Envelopes up to 1.0 lb. $2.00 

0.0-1.0 lb. $2.00 

1.1-10.0 lbs. $10.00 

10.1-20.0 lbs. $15.00 

20.1-30.0 lbs. $20.00 

30.1-40.0 lbs. $25.00 

40.1-50.0 lbs. $25.00 

50.1-60.0 lbs. $35.00 

60.1-150.0 lbs. $35.00 

Pallets & crates* -
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Pickup by FedEx Office 

$5.00 

$5.00 

$15.00 

$20.00 

$30.00 

$40.00 

$50.00 

$50.00 

$70.00 

$150.00 or $0.75/lb. > 200 lbs. 

*For inbound/outbound pallets or crates, the
receiving and delivery charges are consolidated
into a single fee of $150.00 or $0.75/lb. > 200 lbs.,
which is applied to each pallet/crate handled.

Items that require extra handling, such as pallet/ 
crate breakdown or build up, multiple pickup 
or delivery points, or collecting and disposing 
of packaging materials, will be assessed an 
additional fee of $70.00 per hour with a minimum 
of $35.00 for 30 minutes. This fee will be assessed 
for each FedEx Office team member dedicated to 
perform these additional services. 
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Text Box
1. There are handling fees for pickup and delivering packages to conference rooms. The best way to ensure your parcel is ready prior to your event is with a free FedEx Shipping account.   2.  If you already have an account, please list account number: FedEx Account # __ __ __ __ __ __ __ __ __ (9 digits)3.  If you'd like to sign up for an account, please visit https://www.fedex.com/register/#/contact to open a free FedEx Shipping account.4. If you'd like to pay with credit/debit card, payment must be made in-store. Keep in mind: package pickup/delivery will be delayed without payment.
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	Hotel Location Name 2: Hilton Boston Park Plaza
	Hotel Location Name: Hilton Boston Park Plaza
	Hotel Location Name 1: FedEx Office Business Center
	FXO Business Phone: 617.423.0204
	Hotel Address: 50 Park Plaza
	State, ZIP Code: Boston, MA, 02116
	FXO Business Center Number: 617.423.0204
	FXO Business Center Fax: 617.423.0204
	FXO Business Email: usa5690@fedex.com
	Monday - Friday Hours: 7:30 a.m. - 6:00 p.m.
	Saturday Hours: 8:00 a.m. - 12:00 p.m.
	Sunday Hours: CLOSED
	Business Center Monday - Friday Hours: 
	Business Center Saturday Hours: 
	Business Center Sunday Hours: 
	Business Center Extension: 
	FXO Hotel Extension: n/a


