
ISTA 2023 New York
Sheraton New York Times Square Hotel

Exhibitor Quick Fact Sheet

SETUP: Wednesday, September 27, 2023 - 2:00 PM - 5:30 PM

WELCOME RECEPTION
Within the Exhibit Hall - 6:30 PM - 8:30 PM

TEARDOWN: Saturday, September 30, 2023 - 1:30 PM - 5:00 PM

Gold Silver Bronze Full Introduction

Booth Size 25’ x 8’ 15’ x 8’ 10’ x 8’ 6’ x 8’ 6’ x 8’

6’ Tables 3 2 1 1 1

Chairs 6 4 2 2 2

Badges 6 Full 4 Full 2 Full 2 Full 1 Full

Gala Dinner Tickets 6 4 2 2

Award Dinner Acknowledgement X X

Award Stryker - Best Scientific DePuy - Best Poster

Robotic Symposium hands-on X

Website Logo & Description X X X Logo Logo

Program Book
Full Page inside cover w/logo

8” x 10.5" Trim;
7.25” x 9.75"

Half Page inside cover w/logo
8” x 5.25" Trim;
7.25” x 4.5"

Quarter Page inside
cover w/logo Logo Logo

Attendee Information X X X

Exhibit Hall Monitor Ads PowerPoint 16 x 9

Print Ads/"gifts" in Meeting Packet 8.5” x 11”

● Send the company logo in PNG format and a short description to organizer@istaonline.org
● Send Program Book assets to organizer@istaonline.org by August 21, 2023
● Send Badge Names to organizer@istaonline.org by September 6, 2023
● Send Meeting Packet materials (QTY 650) to the Sheraton Hotel to arrive by September 26, 2023
● Order AV, power, and internet by going to ISTA 2023 Annual Conference

ADVANCE EXHIBIT MATERIAL SHIPPING

Small Packages - For packages less than 8 lbs you will use the hotel business center. Labeling, shipping, and receiving instructions can be found on page 2.
FedEx Office Business Center is located on the lower level of the hotel.

Large Material Handling and Storage - For packages greater than 8 lbs you will use the Sheraton shipping and receiving department. Packages should not
arrive more than 3 days before the congress. Handling fees will apply. Labeling, shipping, and receiving instructions can be found on page 4.

Email the enclosed shipping form to Regina Kim, Event Manager, Sheraton New York Regina.Kim@sheraton.com

(Guest Name - Exhibit) (Guest Cell Number)
c/o Regina Kim, Event Manager, Metropolitan Ballroom/West/Central Park East
Sheraton New York Times Square Hotel, 811 7th Avenue (at West 53rd Street), New York, NY 10019

2023 ISTA Box ____ of ____

ONSITE EXHIBIT MATERIAL HANDLEING DAY OF SHIPPING

Deliveries arriving,Wednesday, September 27, will requireWhite Glove Service from the street to
Metropolitan Ballroom West/Central Park East (Exhibit Hall)

Deliveries must arrive after 2:00 p.m.

Email shipping information to Regina Kim, Event Manager, Sheraton New York Regina.Kim@sheraton.com

(Guest Name - Exhibit) (Guest Cell Number)
Metropolitan Ballroom/West/Central Park East
Sheraton New York Times Square Hotel, 811 7th Avenue (at West 53rd Street)
New York, NY 10019

2023 ISTA Box ____ of ____

For questions please contact Dory Granchi at dory@ccimeetings.com

https://www.istaonline.org/meetings/ista-2023-annual-congress/program/
mailto:organizer@istaonline.org
mailto:organizer@istaonline.org
mailto:organizer@istaonline.org
https://eventnow.encoreglobal.com/myevents/result/index/show_id/b157cf96-abed-ed11-8849-0022482b2484/
mailto:Regina.Kim@sheraton.com
mailto:Regina.Kim@sheraton.com
mailto:dory@ccimeetings.com


SHIPPING & RECEIVING FORM 
 Signed copy of this order form must be emailed to Event Manager, 10 days prior your  arrival
 Installation date and time cannot be guaranteed on all orders placed within 48 hours of installation date
 Incomplete forms cannot be accepted.
 Once form is completed and submitted, a credit card link will be sent for completion.
 Credit card information must be submitted to the hotel 7 days prior to your arrival.
 Packages will only be delivered to desired location if a valid method of payment is on file.

Show/Meeting Name: Show/Meeting Date(s): 

Company Name: Booth No./ Meeting Room: 

Address: City State Zip 

Telephone: Email: On Site Contact: 

Items Quantity Hotel 
Rate 

Additional Service Charges 
per item ($12.50/bell cart): 

Total 

Packages/boxes 0-5 pounds $7.50/box $2.00 $ 

Packages/boxes 6-21 pounds $15.00/box $2.00 $ 

Packages/boxes 22-50 pounds $20.00/box $2.00 $ 

Packages/boxes over 51-100 pounds $30.00/box $4.00 $ 

Pelican Cases $30.00/item $5.00 $ 

Items over 100 pounds $30.00/item $8.00 $ 

Items over 200 pounds $40.00/item $20.00 $ 

Inbound / Outbound Pallets $200.00/item $100.00 $ 

Outbound Package/boxes Handling Fee $5.00/item $2.00 $ 

Subtotal $ 

8.875% NY Tax $ 

Total $ 
PACKAGE ROOM HOURS OF OPERATION: 
Monday 7 am – 3 pm, Tuesday – Thursday 6am-8pm, Friday 6am – 2pm, Saturday & Sunday 8am – 4pm 
*Additional charges may apply if assistance is required outside of the above listed Hours of Operation.
Please note the following:
 All Service Charges are paid out in its entirety to the staff.
 Pallets are accepted based on space availability. Please make all delivery arrangements with your

Event Manager 10 days prior to your arrival. If space is unavailable, pallets must be unloaded at the
loading dock.

 The price on receiving will be based on pounds and includes storage. If the storage exceeds 3 days, a
$25.00 per item/day storage fee will be added.

 Due to the high volume of packages received we will not be able to hold packages for longer than
five business days. At the end of the five business days’ management reserves the right to discard
any unclaimed items.

 Unclaimed items will be returned to the sender providing sender’s return information and account
numbers are available.

 All pricing is subject to change.

NOTE: Items must be shipped to the address below and labeled as follows: 
Shipping Address: 

Sheraton New York Times Square 
Hotel 

811 Seventh Avenue 
New York, NY 10019 

212-581-1000

Labeling: 
Hold For: (Event/ Meeting Name) 

Attention:("Received By" or On-Site Contact)
Meeting & Event Manager Name Event/

Meeting Date: M/D/Y 
Meeting Room Name/Booth #: Number of 

Boxes: (1 of X, 2 of X, etc.) 

Hotel Use Only: Credit Card Authorization Account # 



Office Shipping Instructions 

Preparing Your Shipment 
FedEx Office is committed to providing you with an outstanding experience during your stay. All guest and event packages 
being shipped to the property must follow the address label standards (illustrated below) to prevent package routing delays. 
Please schedule your shipment(s) to arrive four days prior to the event start date to avoid additional storage fees. Use the name 
of the recipient who will be on-site to receive and sign for the package(s). Please do not address shipments using property 
employee names unless the items are specifically for their use (e.g., hotel specifications, rooming lists or signed documents); 
this includes arranging for deliveries to all areas on the property. 

If a package has not been picked up by the recipient and no contact information is provided, the package will be returned to 
the sender, who will be responsible for all additional shipping fees. For more information on package retention, the Return to 
Sender process, or to schedule package deliveries, please contact the FedEx Office business center at 
Package deliveries should only be scheduled after the recipient has completed the check-in process. 

Package Labeling Standards and FedEx Office Contact 

(Guest Name) (Guest Cell Number) 
c/o FedEx Office at the hotel location 
(Hotel Address) 
(City, State, Zip Code) 
(Convention / Conference / Group / Event Name) 

Box ____ of ___ _ 

Shipments With Special Requirements 

FedEx Office Business Center 

Phone: 
Fax: 
Email: 

Operating Hours 
Mon.-Fri.: 
Saturday: 
Sunday: 

Meeting and event planners, exhibitors and attendees are encouraged to contact FedEx Office with any specific questions in 
advance of shipping their items. If you have any special needs (e.g., refrigeration requirements, after-hours delivery requests or 
changes to your meeting dates or rooms), please work directly with your Event Manager, who will communicate these needs to 
FedEx Office in advance of your event. 

On-Site Package Delivery 
In most cases, FedEx Office will complete delivery or pickup of packages within the conference and meeting rooms, lobby area 
and guest suites, but please consult with a FedEx Office team member for specific delivery limitations that may exist. In cases 
where a drayage company or a meeting decorator is used, FedEx Office team members will work closely with those vendors for 
proper package routing and release items directly to those vendors if they are on the property when the shipments arrive. Any 
decorator or drayage packages requiring overnight storage by FedEx Office will be assessed a handling fee. If your meeting/ 
event is being handled by a drayage company or decorator, please ensure your shipments are being sent directly to the 
drayage company's or decorator's specified address. Items that require extra handling, such as pallet/crate breakdown or 
build up, multiple pickup or delivery points, or collecting or disposing of packaging materials, will be assessed an additional 
fee of $70.00 per hour with a minimum of $35.00 for 30 minutes. This fee will be assessed for each FedEx Office team member 
dedicated to perform these additional services. Please note that FedEx Office team members cannot lend out any moving 
equipment, which includes pallet jacks, dollies and flatbed carts. 

Package Delivery to Guest Suites/Meeting Rooms 
In most cases, FedEx Office will complete delivery or pickup of packages to guest suites, but please consult with a FedEx Office 
team member for any specific delivery limitations that may exist. FedEx Office is not authorized to leave packages unattended 
in guest suites and/or meeting rooms. A guest with authorization to sign for the delivery and approve any charges for handling 
and delivery fees must be present in guest rooms and/or meeting rooms. 

© 2019 FedEx. All rights reserved. 620.MK21.001 1967485R 
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	Hotel Location Name: Sheraton NY Times Square
	Hotel Address: 811 7th Avenue
	State, ZIP Code: New York, NY 10019
	FXO Business Center Number: 212.245.3028
	FXO Business Center Fax: 212.245.3464
	FXO Business Email: usa5051@fedex.com
	Monday - Friday Hours:  8:00 a.m. - 6:00 p.m.
	Saturday Hours: 9:00 a.m. - 5:00 p.m.
	Sunday Hours:  closed
	Hotel Location Name 2: Sheraton NY Times Square
	Hotel Location Name 1: 
	FXO Business Phone: 212.245.3028


