
SHIPPING RECEIVING
JW Marriott Desert 

Springs Resort & Spa
74-855 Country Club Drive, Palm

Desert, CA 92260-1999

Telephone:  
(760) 341-1834

E-mail:

Hours of operation vary according to group occupancy.
Prices and availability subject to change without notice.

DESERT SPRINGS
SHIPPING RECEIVING

(760) 341-1834
Ext. 1834 or 6301

DesertSpringsShipping@marriott.com

DesertSpringsShipping@marriott.com

SR
Shipping & Receiving

Did you forget a package? Were you expecting flyers or business 
cards for an upcoming trade show? How about a poster for your 
meeting space?  No need to panic, we have an on-site
full-service business center.

We can have your orders ready in as little as 30 minutes!  
Please email us at: 

dsbc@marriott.com
 for more information

ADDITIONAL INFORMATIONADDITIONAL INFORMATION

The Business Center offers shipping services via all major 
couriers (Fedex & UPS) with weekday pickups at 11 a.m. for 
overnight delivery.

The resort charges a handling fee for all incoming and 
outgoing parcels, excluding incoming envelopes.  Boxes and 
other shipping supplies are available in the Business Center.

Please call our Shipping & Receiving department direct at 
(760) 341-1834 regarding your incoming packages.

The resort assumes no responsibiltiy for materials 
left in ballrooms, meeting rooms or anywhere on the 
convention floor unless they have been physically 
received and signed for by our shipping department staff.  
Please contact our shipping department for assistance  
at (760) 341-1834, extension 6301.

COURIER INFORMATIONCOURIER INFORMATION

PAYMENT INFORMATIONPAYMENT INFORMATION

We understand that sometimes while in a hurry there may be a 
clerical error when completing forms in person. However, we are 
unable to accept payments over the phone. If you need to pay 
for something and are no longer on property, our accounting 
team will send a sertifi link for your payment. If you prefer to pay 
in person, you may do so at the properties business center. This 
can only happen if the price is already a known factor and the 
business center is open for the day.



INCOMING HANDLING FEES:INCOMING HANDLING FEES:
Envelope - ea   5
1-5 lbs pkg - ea  7
6-20 lbs pkg - ea  13
21-45 lbs pkg - ea  25
46-70 lbs pkg - ea  35
71-100 lbs pkg - ea  60
Golf Bag / Box - ea  10
Self-Contained Display Unit - ea  60
Pallet / Medium Oversized* - ea  175
Forklift Required / Large Oversized* - ea  350
Labor - Per Hour Per Man  50

OUTGOING HANDLING FEES:OUTGOING HANDLING FEES:
Envelope - ea   5
Sm Pkg - up to 12” long - ea   7
Med Pkg - up to 18” long - ea   13
Lg Pkg - up to 24” long - ea  25
XL Pkg - over 24” long - ea  40
Golf Bag / Box - ea   10
Self-Contained Display Unit - ea  60
Pallet / Medium Oversized* - ea    175
Forklift Required / Large Oversized* - ea   350
Labor - Per Hour Per Man   50

* Med. Oversize -min. dimensions 4’x2’- 6’ or 100lbs - 150lbs 
* Large Oversize - 6’+ or 151lbs+

STORAGE PER DAYSTORAGE PER DAY
Sm Pkg - up to 24” long - ea  7
Lrg Pkg - over 24” long - ea  13
Self Contained Display Unit   30
Pallets or Large Crates  60

PACKAGING SUPPLIESPACKAGING SUPPLIES::
Small Box (12” cube or smaller)  6
Medium Box (14” or 16” cube)  8
Large Box (18” cube or 12x12x18)  10
Extra Large Box (24” cube)  20
Golf Bag Box  25
Bubble Wrap (per foot) .50

The resort assumes no responsibiltiy for materials left in 

ballrooms, meeting rooms or anywhere on the convention 

floor unless they have been physically received and signed 

for by our shipping department staff.  

Please contact our shipping department for assistance  

at (760) 341-1834, extension 6301.

If you choose to use our mailing center to create your labels, 
the form shown below must be filled out completely. The 
5-digit number on the top right hand corner of your copy is
your reference number. This would be the number you will
need if you have questions about your package(s). All sections 
must be filled out completely in order to ship your package(s) 
in a timely manner.

The cost to ship each packaage varies. The three things to 
take into account are; The weight of the package, the distance 
it will travel and the speed which you choose to send it. For 
example, a 40lb package going to New York next day will 
be a larger amount then if that same package was traveling 
ground to the same destination. Please be aware that the 
prices given to us by each courier are not known at the time 
that the packages are left. If you would like an email sent with 
your tracking information, please indicate this below your 
email address.

If you choose to create your own labels for your packages, we 
can print these free of charge in the Business Center. 
Please email these labels in pdf format to: 

dsbc@marriott.com OR 
desertspringsshipping@marriott.com

HANDLING FEESHANDLING FEES
All packages that are delivered to and from  the JW Marriott Desert 

Springs  will incur a handling fee. Fees are dependant of size or weight 

of the package(s).

C H E C K  O N E

Residence Business

T H E  M A I L I N G  C E N T E R
JW Marriott Desert Springs Resort & Spa
74855 Country Club Drive • Palm Desert, CA 92260
( 7 6 0 )  3 4 1 - 1 8 3 4  o r  e x t . 1 8 3 4
shipping&receiving@marriott.com

Handling $

Parcel $

Box $

Packaging $

S&R Clerk - 

Ship to:  ________________________________________________________________  

_______________________________________________________________________        

_______________________________________________________________________

_______________________________________________________________________        

Date:____________   From:   Bellstand     Golf     Shipping     Other Dept:  ___________________

# of Packages: ________  Weight: __________  Dimensions:  ___________________________________

Name Room Number

Company / Address 1

Address 2

City, State, Zip Phone Number

2022 SHIPPING REFERENCE

ALL PACKAGES ARE  CHARGED BY WEIGHT AND METHOD OF SHIPMENT.  THE MOST ECONOMICAL METHOD IS 
FEDEX GROUND. LABELS CREATED BY THE RESORT INCUR A HIGHER CHARGE THAN IF CREATED BYGUEST. PLEASE 
BE SURE TO CLEARLY WRITE ALL INFORMATION INCLUDING PHONE NUMBER AND EMAIL OF SENDER.

METHOD OF SHIPPING
FEDEX  

First Overnight (8:30 a.m.) 
Priority Overnight (next morning) 
Standard Overnight (next afternoon) 
2-Day Economy
3-Day Express Saver 
Ground (6-10 working days)

 Packaged by Guest  Packaged by Resort
 Saturday Delivery/pickup  $15 Extra Charge 

Insurance per Package 
$100 complimentary/$0.50 each additional $100 $_______________    
(Neither the courier or resort are liable for more than declared insured value of package)

*Labels created by the resort may incur higher charges then if created by guest. 

*Please use your fedex account when possible.

UPS airbills are available to those who have a UPS account. 

Handling fees are charged per package

S H I P P I N G  M E T H O D

I N T E R N A T I O N A L 

FEDEX

Declared Value per Package: $____________________

Contents Description:___________________________

 _____________________________________________

 _____________________________________________

Customs forms required per package

  Bill to Group Master #____________________

Master Name:_____________________________

You must be an authorized signer

  Bill to Credit Card 
Credit Card#______________________________  

Card Type ________ Exp. _______  CVV________
Note: To ensure prompt shipment, all packages should be 

delivered to the Business Center or Mailing Center 
no later than 12:00 p.m Monday through Friday, 11:00 a.m. Saturday. 

A $25.00 surcharge will be assessed for incorrect credit card account or courier information.  
Desert Springs Marriott will not be responsible for packages that become lost or damaged 

by the couriers. 

Printed Name _____________________________

Signature  ________________________________

Phone #  ________________________________________

E-mail ___________________________________

PARCELS BILLED TO GROUP MASTER ACCOUNTS & CREDIT 
CARDS WILL BE CHARGED AT RESORT RETAIL RATES.

Please provide credit card information for ALL international 
shipments regardless of payment type.

All shipping charges appear on your room statement as a 
Business Center charge.

Please retain the guest copy of this form for your records.

P A Y M E N T  M E T H O D

White Copy - Business Center Pink Copy - Mailing Center Yellow Copy - Guest

xxxxx

If you are shipping equipment or boxes to our resort, they 
should be addressed as follows 

ATTN: Name of individual receiving package
HOLD FOR: Name of program
JW Marriott Desert Springs Resort & Spa
74855 Country Club Drive
Palm Desert, CA 92260

We also ask that boxes be numbered “1 of 6”, “2 of 6”, “3 of 6”, 
etc.  This way, we will know when incomplete shipments are 
received.  Needless to say, it is also very helpful for you to bring 
appropriate bills of lading, including all tracking numbers.  We 
ask all shipments be sent no longer than two days prior to your 
meeting. All shipments held longer than two business days will 
incur a storage fee, which varies depending on the size of the 
shipment.

During your meeting we can store containers and boxes at 
our normal storage rates. Please coordinate storage with a 
shipping and receiving associate. 

GROUP SHIPPING INFORMATIONGROUP SHIPPING INFORMATION

PACKAGINGPACKAGING

PRE-GENERATED LABELSPRE-GENERATED LABELS

If you are in need of packaging supplies, the Business Center 
will be the department you will find what you will need. We 
carry boxes, bubble wrap and packing tape and can assist 
with packing up your items. 

MAILING CENTER SHIIPINGMAILING CENTER SHIIPING

ON-SITE SHIPPING OPTIONSON-SITE SHIPPING OPTIONS

There are options as to how you choose to send your packages 
while on property with us. If you have your own shipping label 
you may choose to have shipping and receiving pick up your 
packages from your room or the front desk. You will see your 
tracking information update when your package is picked up 
from the resort. 

If you would like to create a label online, you may do so on your 
device or you can head to the business center and use the 
computer dedicated for guest use. There is a scale located in the 
business center if you need to know the weigth of your package. 
The business center DOES NOT know the cost of shipping for your 
package(s).

If you would like the resort to create your label, we can do so as 
long as you provide us with a COMPLETE mailing center form. 

You may also take your package off property if you do not wish to 
incur any handling charges. 

*any packages left on premises without a completed label will
be kept on property until the proper steps are taken so that the
package(s) can be sent.

*any packages left with a label but without a form of payment for 
handling charges may also be kept on property until the proper
fees are paid. 

*all shipping and receiving costs will show as a business center
charge.


