
            EXHIBITOR SUMMARY SHEET 
GROUP | EVENT DATES 

EXHIBITOR:                                    

CONTACT:       

ADDRESS:            

        

TELEPHONE:        FAX:       

 

NAME:        

SIGNATURE:        DATE:       

 

Exhibitor shall be fully responsible to pay for any and all damages to property owned by Grand Hyatt New York, its own-
ers or managers which result from any act or omission of Exhibitor.  Exhibitor agrees to defend, indemnify and hold 
harmless, Grand Hyatt New York, its owners, managers, officers or directors, agents, employees, subsidiaries and affili-
ates, from or out of or by reason of any accident or bodily injury or other occurrences to any persons, including the in-
jury or other occurrences to any person or persons, including the Exhibitor, its agents, employees, and business invitees 
which arise from or out of the Exhibitors occupancy and use of the exhibition premises, the Hotel or any part there of. 

 

COMPLETE THIS FORM ,  AND ATTACH ALL APPROPRIATE BACK-UP MATERIALS 

 

# OF TABLES (6X30) REQUIRED:             ___________________________ 

PAGE 2: ENCORE AUDIO VISUAL ORDER FORM 

PAGES 3, 4, 5:  HYATT ELECTRICAL ORDER FORMS 

PAGE 6: COMMUNICATIONS ORDER FORM 

PAGE 7: MAILROOM ORDER FORM 

PAGE 8: PACKING SLIP FOR EVENT BOXES/PACKAGES W/ EXHIBITORS: 

PAGE 9: LOADING DOCK INSTRUCTIONS 

PAGE 10: CREDIT CARD AUTHORIZATION  
 

*********************************************************************************************************************** 

PLEASE EMAIL TO:   

Taylor Born, Events Coordinator 

taylor.swift@hyatt.com     

mailto:taylor.swift@hyatt.com














PACKING SLIP FOR EVENT BOXES/PACKAGES W/ EXHIBITORS: 

 

SHIP TO: 

 

Grand Hyatt New York 

109 East 42nd Street 

New York, NY 10017 

 

Event Name: ______________ 

 

Event Date: _______________ 

 

Booth/Table #: ______________ 

 

Exhibit Contact: _____________ 

 

Hotel Contact:_______________ 



 

 

 

LOADING DOCK INSTRUCTIONS 

 

The directions to the loading dock are the following: 

 

At Depew Place, which is off 45th Street Between Vanderbilt and Lexington Ave-
nues 

 

Best Directional Route: Take Lexington Ave to 45th Street and make a right. Make 
your first left, Depew Place, which is located directly under the Park Avenue Ramp. 

 

Security Procedure: NYPD monitors the deliveries and you may only use Depew 
Place loading dock if you have commercial plates.  

 

Truck Size Restrictions  
Truck should be no larger than 24 feet long and 12 feet high MAX 
 

All freight deliveries will require a receiving appointment. 24 hours notification is 
necessary. 

 

The loading dock hours are 7:00AM to 3:00PM, Monday thru Friday and on Satur-
days on special request. 

 

Please feel free to contact the Purchasing Department at 646-213-6790 if you have 
any questions. 

 

 

 




