Guidelines For Host Use Of IEEE 802 LCD Projectors 
And/Or Laser Printers For Interim Meetings

If you, as host for your interim working group meeting, would like to use an IEEE 802 owned projector and/or printer you will be expected to agree to the guidelines below:

1. The LCD Projector and/or Printer will be shipped to your location and stored as necessary at your expense.  The average shipping cost per item is roughly $50.00 each way.  We will use FedEx SuperSaver 3-day service if time permits.  We expect you to file a signed request form and provide a valid FedEx account number or credit card information for billing of shipping charges prior to close of the previous plenary session.  

2. You are expected to provide secure storage for the LCD Projector and/or Printer before and after your interim meeting, and assure that it arrives at the interim meeting on a timely basis.  Consult the WG chair(s) for detailed requirements for the interim meeting you are hosting.  

3. It is your responsibility to ship all LCD Projectors and/or Printer(s) on to the next plenary meeting approximately one week prior to the meeting, using FedEx, at your expense.  Shipment must be guaranteed to arrive no later than Thursday of the week prior to the meeting.  If shipping is to/fm a non-US venue you will be responsible to ensure that customs documentation, duties and clearance are handled expeditiously so that delivery times will meet the requirements above. Excess time by Face to Face Events, Inc. for support of host shipping/ customs matters will be billed to the host at the standard Face to Face Events, Inc. hourly rate for additional services (currently $85.00 hour).

4. When shipping to the next meeting please address this shipment to the hotel's Convention Manager, indicating "Hold for IEEE 802" along with the meeting dates.  Shipping address information will be provided to you at least two weeks prior to the required delivery date.

5. In order for the IEEE 802 Conference Organizers to be able to verify the arrival of the shipment to the hotel, it is required that you provide the FedEx waybill tracking number(s) to us via e-mail to:  802info@ieee.org  to confirm your shipment.

6. Should you require further information with regards to shipping this IEEE 802 equipment to the next plenary meeting please contact the email address above.

7. All shipments should list the following inside the container for the default return address:

 

Dr. E.O. Rigsbee



7750 80th Place SE



Mercer Island, WA  98040



(425) 865-2443

8. You are expected to be responsible for these units while they are in your possession.  Please be sure to inventory all parts and pieces on arrival and again before return shipment.  Should a unit experience damaged, lost or missing parts, or require service while in your possession, please contact Dr. Rigsbee or the 802 Conference Organizers, Face to Face Events, Inc. immediately for further instructions on how to proceed.

Agreement for LCD Projector & Printer Usage

IEEE Project 802 will agree to make their LCD projectors and Laser printers available for loan to interim meeting hosts on the basis that they agree to all of the following: 

1. The host will agree to take responsibility for the care, storage, safekeeping, and maintenance of the unit while it is in their possession.  Any damage to the unit or loss of accessories or piece-parts will be repaired or reimbursed by the host organization at the prevailing rate.  

2. The host will agree to subsidize the costs of FedEx shipping to and from the host location by providing a FedEx shipping account number or a credit card account to which the FedEx shipping charges will be billed.  3rd day economy service is acceptable provided shipment occurs in time to arrive by the required date.

3. The host may be requested to provide secure storage for the unit until the week prior to the next plenary meeting when it must be FedEx shipped to the next plenary site using the address information provided by the IEEE 802 conference organizers Face to Face Events, Inc.  The host agrees to reimburse IEEE 802 for projector or printer rental charges should the loaned unit(s) fail to be returned in time for the next meeting.

In agreeing to the above, the host assumes full financial responsibility for the loaned units from ship date until returned to IEEE 802 or its agent, and to make good any losses or damages sustained while the unit is in their care.  For non-US venues this includes full responsibility for documentation, customs clearance and duties on a timely basis.

I have read and understand the above agreement and I sign below in acceptance of these terms on behalf of my hosting organization.  

Print Name: ______________________________________________

Organization: _________________________________WG: ________

Signature: _______________________________________________

Mtg. Dates: _______________________________________________

LCD(s) ______________________________ # of Printers _________

Power Cords ______________    Extension Cords ________________

Other Services ____________________________________________

Contact Info ______________________________________________

Ship to Address ___________________________________________

Attention: ________________________________________________
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