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E-mail: info@capitalbusinesscenter.com
 Shipping & Receving 

“Let us relieve your Worries”

The Capital Business Center can ship and receive your package(s) for your meetings or conferences held at the Walter E. Washington Convention Center.  Just fill out the information below and fax it back to us at (202) 249-3968.





Disclaimer:


We, the Capital Business Center are not responsible for lost, theft or damaged packages after they are delivered to room/hall. 








1) Please indicate the date, time and location you would like us to deliver your package(s) for your event. 


 





2) Please indicate the date, time and location you would like us to pick up your package(s) after your event.





_____________________________________________________________________________________________________








Name/Contact:________________________________________________________





Phone Number:________________________________________________________





Company Name:________________________________________________________





Address:_____________________________________________________________________________





_____________________________________________________________________________________





Carrier:	FedEx	UPS		DHL		Other:________________________________





Number of Boxes:________________________





Date of Shipment/Method: (example: Sent out on 3/15/08 – ground)________________________________________________________________ 





Date(s) of Show:____________	














Handling Fees:


Receiving: There is a per box handling fee of:  $5 for envelopes, $20 for small, $30 for medium and $40 for large boxes.  There is an additional $10.00 delivery fee per box when delivered to your conference room or hall.  





Shipping: There is a per box handling fee of:  $5 for envelopes, $20 for small, $30 for medium and $40 for large boxes with your own account.





Storage:  The first three days are complimentary; after the third day there is a $10 a day storage fee assessed.


Send all packages to:


Your Name/Contact Number/Room or Hall your meeting is in


 Capital Business Center


1020 7th Street, NW      Washington DC  20001





* Please put your name, phone number and convention center room number on each package


Please call: Calvin Johnson (202) 438-7272 or Rodney Keller (202) 345-0770   for any questions.








