SHIPMENT INSTRUCTIONS FOR ANY GOODS BEING SENT TO THE HOTEL:

1. All boxes should be to the attention of Ms. Brigita Poceviciute Cluster Events Sales Manager 
[bookmark: _GoBack](For Batel Cohen)
The Montcalm at The Brewery London City Hotel 
Finance Magnates 14-15 November 
52 Chiswell Street
London, EC1Y 4SA
United Kingdom.
+44 (0)207 614 0123

 2. Delivery Address Label: Please attached to each box sent the attached “Delivery Address label” and ,“make sure to fill in “Company Name”, “Contact Name”, “Tel” ,and “Number of Boxes” (if total is 3 boxes you are required to fill in 3 slips with numbering 1/3, 2/3, 3/3) together with the actual shipment slip of the delivery company.

 3. Please make sure to keep a record of all boxes sent 

 4. Please make sure to choose “ALL UNDER / SENDER’S PAYMENT” if any custom tax .import duty is occurred upon dispatching Otherwise, if some custom taxes or impart duties are occurred, the receiver (The Montcalm Hotel) will not be able to assist the Invoice would be forwarded after 2, 3 weeks to the hotel after the event 

 5. Please make sure to fill in correctly all details and information on the actual shipment slip upon dispatching. Especially Values and Items of Content for claiming in the UK and “Sender’s Contact” in case if there is verification of contents.

PLEASE NOTE:
As you know, custom procedures upon arrival to the UK are very rigid. If there is any missing information on the actual shipment slip, boxes will not be released from customs. We are more than happy to receive and keep boxes properly if boxes are delivered to us correctly, however we cannot and will not be responsible or liable in case any of the above is not fulfilled and/or in cases of wrong value of claiming, lack of contacts, etc 

*We recommend producing all promotional items locally, especially sweets and food. If you do ship these items, make sure you have a local colleague/contact available in case of customs issues.

