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Outbound shipping process through FedEx Office at the Hyatt Regency Hotel 
There are a few ways to manage this. 

Shipping with FedEx:  

• If you have a FedEx prepaid label, please apply the label, 1 per each box, and remove all the old 
labels. Once this is completed, you can either bring to the FedEx Office located on the bottom floor 
of the hotel or leave at your booth for pick up. 

• If you have a FedEx prepaid label, and it is digital, bring your outbound parcels to the FedEx Office 
location, and we can print this for you. 

• If you are shipping with a FedEx Account, bring your parcels and account number to the FedEx 
Office location and we can process this for you. 

o If this is your option, we have a form that can be filled out and dropped off when you come 
to the FedEx Office location and don’t have to wait.  

Shipping with UPS: 

• If you have a UPS prepaid label, please apply the label, 1 per each box, and remove all the old 
labels. Once this is completed, you can either bring to the FedEx Office located on the bottom floor 
of the hotel. 

• If you have a UPS prepaid label, but to not have the ability to print, bring you outbound parcels to 
the FedEx Office location, and we can print this for you. 

Shipping with a Credit Card: 

• Bring all your parcels to the FedEx Office location and we can process them with your credit card. 

Shipping with a Freight Company: 

• If you are shipping with a freight company, we will need the following if you would like a member of 
the FedEx Staff to assist. 

o Your contact information including a cell phone and email 
o Name of the freight company, including their phone number 
o Date and time that you scheduled the pick up 
o 4 copies of the Bill of Lading (BOL) 

 (If you are shipping with FedEx, we will be happy to call on your behalf) 

All shipments are subject to outbound and pick up fees based on the weight of the parcels. 

Arrangement to have your parcels pickup at your booth can be arranged ahead of time.  
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