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Hilton Houston  Post Oak  *  2001 Post Oak Boulevard  *  Houston, TX 77056

Phone: 713-961-9300  *  Fax: 713-961-1557

Attention: Catering Department

Engineering Department Electrical Request Form

Please complete this form for all your engineering or electrical needs.  Return to your catering contact at least 7 business days prior to function. Services on late requests cannot be guaranteed.  However, if we are able to accommodate a late request, a $50 service fee in addition to all normal charges will be added.
Event Name
_________________________________

Date Needed
_________________________________

Company

_________________________________

Removal Date
_________________________________

Address

_________________________________

Booth #

_________________________________

City/State/Zip
_________________________________

Banquet Room
_________________________________

Phone

_________________________________

	ITEMS REQUESTED – Prepayment required for all rooms

	ITEM
	# REQUESTED
	PRICE PER DAY
	LINE TOTAL
	LATE CHARGE $50

	120  SINGLE PHASE
	

	20 amps with duplex
	
	$80.00
	
	

	20 amps with quad
	
	$100.00
	
	

	20 amps with power strip (6 plug)
	
	$100.00
	
	

	20 amps with power strip (10 plug)
	
	$150.00
	
	

	Additional power strips
	
	$25.00 each
	
	

	
	
	
	
	

	HIGHER AMPERAGE ACCESS – SINGLE PHASE (located behind Ballroom/Power Disconnect Panel)
	

	40 amps
	
	$200.00
	
	

	60 amps
	
	$275.00
	
	

	80 amps
	
	$375.00
	
	

	Client must supply own connectors.
	
	
	
	

	
	
	
	
	

	HIGHER AMPERAGE ACCESS  - SINGLE PHASE (located behind Concorde or  San Felipe 2nd floor./Power Disconnect Panel)
	

	40 amps
	
	$200.00
	
	

	60 amps
	
	$275.00
	
	

	80 amps
	
	$375.00
	
	

	Client must supply own connectors
	
	
	
	

	
	
	
	
	

	208 – 3 PHASE (located behind Ballroom / Power Disconnect Panel
	

	30 amps
	
	$250.00
	
	

	60 amps
	
	$300.00
	
	

	75 amps
	
	$400.00
	
	

	100 amps
	
	$500.00
	
	

	200 amps
	
	$950.00
	
	

	Client must supply own connectors
	
	
	
	

	
	
	
	
	

	TOTAL
	
	
	
	

	Engineering Assistance
	
	$100.00/hour
	
	


Time Requested for Set-Up:  ______________
Time Requested for Tear-Down: ______________

Special Request: _____________________________________________________________________________________________

Payment for Services Rendered is required with this Form. Please check below for Forms of Payment.

**All charges are quoted per day and are subject to service charge and sales tax.
· Master Billed



(  Check (Checks must be received (7) seven business days prior to function)


· Credit Card (please contact your Catering and/or Event Manger to provide credit card details)
**REFER ANY SPECIAL REQUESTS TO CATERING OR SALES FOR THE CHARGES.
Live bands can require unusual electrical equipment.  This information must be received to us
(5) five business days prior to event, with specific instructions as to who will be responsible for the charges.
I have authorized the above order and agree to abide by all CONDITIONS and REGULATIONS as stated below.
_______________________________________________

_____________________________________

Signature







Date
	Hotel Use Only:

Authorized by: _____________________________________________  Completed by: ____________________________



CONDITIONS AND REGULATIONS

1. Building utility outlets are not a part of booth space and are not to be used by exhibitors unless otherwise specified.

2. All equipment, regardless of power source, must comply with federal, state and city safety codes.  All materials must be non-flammable and conform to city fire regulations.  Any other materials may be removed by the hotel at the exhibitor’s expense.  Engines, motors or heavy equipment may be operated only with hotel consent.

3. Use of open clip sockets, latex or lamp cord wire, duplex or triplex attachment plugs in exhibits is prohibited.

4. Claims won’t be considered unless filled prior to the close of exhibits.

5. The house Electrician is the only person allowed to make electrical connections.

6. All equipment must be properly tagged and wired with complete information as to type of current, voltage, phase, cycle etc.

7. All cords must be of the 3-wire ground type.

8. Rates quoted cover only the service of bringing service to a booth and do not include connection equipment or special wiring.

9. No nails or bracing wires used in erecting displays may be attached to the building without written consent by the hotel.  All property destroyed or damaged by exhibitors must be replaced in its original condition at the exhibitor’s expense.
10. The hotel will not be responsible for any injury, loss or damage that may occur to the exhibitor’s employees or property, or to any other person, prior, during or subsequent to the period covered by the exhibit contract, provided said injury, loss or damage is not caused by willful negligence or wrongful act of any hotel employees.  Each exhibitor expressly releases the hotel from such liabilities and agrees to indemnify the hotel against any and all claims for such injury, loss or damage.

11. The hotel has no facilities for the storage of exhibits.  All shipments must be directed to the freight handler of the exhibitor’s choice.  Shipments that arrive prior to the day of the show will not be accepted.

12. The hotel is not responsible for the safety or loss of any items left in meeting rooms or public spaces.  The use of security officers is advised.

13. All orders received after (7) seven days prior to you convention will be considered in-house orders and charged an additional $50.00 fee.

14. The Hilton Houston Post Oak uses only off duty Houston Policemen or house officers for security purposes.  Only these personnel are allowed to be armed on hotel property.

15. Hotel Audio Visual is responsible to install and remove all rigging in the Ballroom.
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