
Getting your Materials on the Synod Truck
May 13 – You can begin to send your boxes to Central Services for inclusion on the Synod Truck.  For pickup of department boxes for shipment, please provide quantity per shipment via email to Carol Davis (No phone or VM please.) All boxes must be packed and taped properly. Improperly packed boxes will crush when other boxes are stacked on top of them.
June 10 – The last day that Central Services can accept materials to be included on the Synod truck.
Shipments are to be properly packed and labeled and accompanied with the 3-part shipment form before emailing request for pickup.  You can order the color coded shipping labels for your boxes, the 3-part Synod  From 700 Prospect to Off-Site Warehouse form, and other shipping materials by sending an email to Carol or Central Services print request (No phone or VM please.) 
Box – one size: 16 x 11 ¾ x 10

$   1.25/ea.

Packing Tape




$   2.00/roll

Bubblewrap




$ 19.00/roll

Packing paper




$ 10.00/100 sheets
To ensure that your materials are delivered to or near your particular exhibit, please refer to color codes below when ordering your labels from Carol Davis. These labels are only to be used for materials that will go on the Synod Truck.  If you are shipping directly to Long Beach, please check the Capital Convention Contractors forms for shipping information. 
WCM – RED 
LCM, Church Building and Loan – GREEN 

Registration– ORANGE (Main Lobby)
Pension Boards – GRAY
JWM – BLUE 

UCC Store – PURPLE
GS Office, IT, Copy Center, Jan, Val, Lee –YELLOW (Room 103C)
News Room – TAN (VIP B)
CHHSM – PINK

PIC/Video Editing Room – Green Plaid (Show Manger Room A)

Backstage, includes Sunday Worship materials – TEAL (Exhibit Hall A)
Financial Ministries – Cornerstone/UC Funds/Financial Development/Insurance Board, CBLF- LIGHT BLUE

Coalition (from warehouse stock), Ecumenical & Interfaith Relations, Stewardship & Grant,
UCC Faith Community Nurses, Historical Council, Disabilities and Mental Health Resources, OCWM – RAINBOW
The following information must be on your label and placed on TOP of box:
Attn:  (Name)                                     

Ministry Team: _____________                               

Booth # (Refer to Floor Plan)                   

Box_____Of______ Boxes

If you are unsure of the best way to ship any resources that are being produced off-site, please email Marie Tyson at tysonm@ucc.org.
FROM LONG BEACH TO CLEVELAND

Be sure to purchase shrink-wrap ($15 per roll; UCCR can buy it for you and send it along with your materials to Synod. You will be invoiced for the shrink-wrap along with your portion of the truck, drayage and warehousing costs. Bring or purchase tape to reseal all your boxes being returned. Save your packing materials and your empty boxes to re-use for your return shipment.  Your skid/skids that your shipments arrived on will be saved, so you can stack your return shipment on it. Pack return labels for each box being sent back.  Use 3 x 5 colored coded labels (place one label on top of box), note that there are two label options - TO: 700 PROSPECT AVE – UCCR STOCK or TO:  700 PROSPECT AVE – OFFICES
PACKING/SHIPPING CHECK LIST

· Is your box (es):

· Filled to capacity (use filler if needed)

· Taped securely

· Labeled correctly (include identical label inside box in case the outer label becomes separated)

· Have you packed your return supplies?
· Packing tape

· Shrink wrap

· Box cutter or knife

· Labels to either UCCR STOCK or 700 Prospect Offices (3x5 bright colored labels)

Please note: Once the truck gets back to Cleveland after Synod, it will take three weeks to get all the materials back to 700 Prospect.

