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100 Westgate Circle, Annapolis, MD  21401

Phone (410) 972-4300, fax (410) 295-7420

WESTIN ANNAPOLIS VENDOR INFORMATION
	Name of Event
	

	Date of Event
	

	
	

	Vendor Company Name
	

	Contact Person
	

	Address
	

	Phone
	

	Email
	

	Set up time & date
	

	Break down time & date
	

	
	

	Shipping – 
How many boxes? 

What size are they?
Arrival Date?
(See shipping sheet for pricing)
	

	Audio Visual – what requirements do you have

(price sheet attached) 
	

	Internet – 

First Connection: $175.00

Each Additional Connection: $50.00
	

	Power – Each power strip $25.00 
	

	Do you have any additional requirements 


	

	Have you filled out and attached a credit card authorization form
	


**All services are subject to a 22% service charge and 6% sales tax. 
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Credit Card Authorization Form - Vendors
Company/Guest Name: _______________________________Event Date: ________________

Card Holder Name: _____________________________________________________________

(As it appears on card)

Billing Address: _________________________________________________________

                           _________________________________________________________

                           _________________________________________________________

Telephone Number: ______________________________________________________

Credit Card Number: _____________________________________________________

Credit Card Type: _________________________     Exp. Date: _________CNP:_____
Statement of Cardholder

_________ I authorize a charge of 10% of the estimated total to be billed to my card on the date  (Initials)        of signing the event contract.

_________ I authorize a charge of 50% of the estimated total to be billed to my card (30)   

(Initials)        Days after the initial signing of the event contract.

_________ I authorize a charge for the balance of the estimated total to be billed to my 

(Initials)        card seventy-two (72) hours prior to the function.

_________ Others: ________________________________________________________
(Initials)
 FORMCHECKBOX 

For guarantee of guestroom reservations
 FORMCHECKBOX 
  
For payment of meeting room, banquet/catering charges & A/V, plus service charges and all applicable taxes
 FORMCHECKBOX 
  
Payment of Miscellaneous charges and all applicable taxes
 FORMCHECKBOX 
  
For payment of guest rooms and occupancy tax  

 FORMCHECKBOX 
  
For payment of guest rooms, occupancy tax and incidentals
 FORMCHECKBOX 

For payment of incidentals plus all applicable taxes 
 FORMCHECKBOX 
  
Payment of Attrition and Cancellation Charges  
NOTE: If you plan to use the same credit card for all deposits, please initial next to each segment.  With your approval, the hotel will automatically charge this credit card on the contracted due date.

__________________                       __________________________________________

Date                                                   Signature of Cardholder

***A LEGIBLE COPY OF BOTH SIDES OF THE CARD MUST BE SUBMITTED WITH THIS FORM FOR THE AUTHORIZATION TO BE PROCESSED***

The Westin Annapolis

100 Westgate Circle

Annapolis, MD  21401

Telephone:  410-972-4300

Sales/Catering Fax:  410-295-7420
SHIPPING AND HANDLING POLICIES AND PRICES
Incoming/Outgoing Packages

The Westin Annapolis Purchasing Department receives all incoming/outgoing packages for the hotel guests. We provide storage and delivery upon guest arrival.

Rates:

Letters



Free

Box (under 10 lbs.)

$ 7.00 per box

Box (over 10 lbs.)

$ 9.00 per box

Box (over 20 lbs.)

$11.00 per box

Display Cases (under 20 lbs.)
$20.00 per case

Display Cases (over 20 lbs.)
$25.00 per case

Self Contained Pallets

$100.00 per pallet

All incoming package labels must contain the following information

1. Guest Name

2. Convention/Group Name

3. Company/Vendor’s Name

4. Guest Arrival Date

5. Convention Services Manager name

6. Function Room (if assigned)

7. Date of Program

Package will be accepted no more than three (3) days prior to guest arrival or meeting date. Due to limited storage space, please make arrangements for early deliveries or pallet deliveries.

Packages that arrive for guests who have checked out, unclaimed package or packages without proper information on the label will be returned to sender COD
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