Shipping and Receiving Procedures

All boxes shipped to the Grand Hyatt Washington must display a label containing the following information:

GRAND HYATT WASHINGTON

1000 H Street, NW

Washington, DC 2001

Attention: Ashley Hartert
Hold for:  (Guest name or person picking up package)

Arrival Date:  (Guest Arrival Date)

Group Name:  Society of Christian Ethics
Box ____ of _____

Receipt of incoming packages will be billed at a rate of $10.00 each, pallets $175.00 each, no charge for envelopes.

Packages shipped to the Grand Hyatt Washington should not arrive more than 3 days prior to the start of the scheduled function.  The hotel is not responsible for the safe or timely arrival of any packages sent to the hotel by or for the group.  It is the group’s responsibility to check on the arrival of any packages and to check to ensure that the contents are intact.  The Grand Hyatt Washington accepts no liability for lost, stolen or damaged goods.

The Grand Hyatt Washington will accept pre-paid packages and C.O.D. packages. C.O.D.’s will be accepted only if the guest has notified the hotel and has provided the money to the Grand Hyatt Washington.  If a C.O.D. arrives and the guest is unreachable, the hotel will refuse the shipment.
Receiving hours at the loading dock are 7:00 a.m. to 3:30 p.m..  Please be aware of these times when scheduling your delivery of boxes or freight.  Items that are palletized or are of excessive weight must be delivered on a truck equipped with a lift gate in order to have access to the freight elevator.  The entrance to the loading dock is 14’ high and 23’ wide.  The freight elevator has a maximum capacity of 20,000 pounds.  It is 9’ wide x 17 ½ ‘ deep x 10’ high (please note the elevator door opening is 7 ½ ‘ high).

FedEx and UPS deliver to the Grand Hyatt Washington Monday through Friday at approximately 10:30 a.m.  Saturday delivery is available from both FedEx and UPS and must be requested at time of shipment.  Due to the high volume of packages received, please allow time for the package to be checked in and routed.  

Packages that have been properly labeled will be routed to the appropriate meeting room/group office.  If you need assistance locating your packages, please contact the Meeting Concierge (x4945) or the Business Center (x4788).

Outbound shipping from the Grand Hyatt Washington is available through the Business Center.

The Business Center ships both FedEx and UPS.  There is a $10.00 handling fee per box and envelope.  Packages must be brought to the Business Center for processing.  Business Center attended hours are Monday-Friday 7:30 a.m. – 6:00 p.m. and Saturday 8:00 a.m. – 12:00 p.m.  Packages and envelopes brought after 3:00 p.m. will ship the next day.  FedEx and UPS shipping supplies are available at no charge.  Boxes, tape, packing materials are also available at an additional charge depending on materials used.  The attendant on duty is happy to help pack, secure and label packages for shipment.  The Business Center at the Grand Hyatt Washington can arrange for courier service but does not handle large volume shipping.

