
 
 

SOFITEL MELBOURNE ON COLLINS 
25 Collins Street 

Melbourne, VIC 3000 
Tel: 61 (3) 9653 0000 Fax: 61 (3) 9653 7733 

PICK-UP/COLLECTION INSTRUCTIONS 
PLEASE ATTACH ONE FORM TO EACH ITEM BEING COLLECTED 

 
To enable us to efficiently manage the large amount of material arriving & departing to/from the hotel each day, it is essential 

that you complete the following form and attach one copy to each item being delivered/collected (before & after) your 

function/event.  

 

Your courier will also require this information to access the loading dock for delivery purposes:  

1. The P2 loading bay is accessible from flinders lane 24 hours a day. (preferably between 07:00 to 15:30) for delivery and 

pick up of goods.  

2. Turn into flinders lane from spring street (the loading bay is the delivery entrance, on the right-hand side, between 

spring and exhibition streets)  

3. No parking is allowed in the loading bay – only short term drop off and pick up is allowed (up to 15 - 20 minutes only)  

4. Couriers must collect and sign for a contractor pass and a lift swipe card from the security officer  

5. Take the goods lift no. 4 or 5 to level 1 – conference & events operations department and goods will be received and signed 

for  

6. Do not leave any items on the loading bay areas  

7. The hotel will not be responsible for items left on the loading bay areas  

8. The hotel does not supply staff or trolleys for the movement of goods to and from the dock  

 

Name Of Event ___________________________________________________________ 

Date Of Event ____________________________________________________________ 

Name Of Event Room ______________________________________________________ 

Box / Banner / Carton ________________________ Of _______________________(Total)  

Delivery Address ___________________________________________________________  

_________________________________________________________________________  

_________________________________________________________________________ 

Sender’s Name ____________________________________________________________  

Contact Number____________________________________________________________ 

Ask For Assistance - Conference & Events Operations Department 
Indranil Roy TEL: 03- 9653 0000 (EXT. 8140) 

 
Loading Bay Dimensions:             Height Clearance                   3.3 Metres  

Width                                      3.6 Metres 
Goods Lift:                                      Depth                                      1773mm (5’9’’ft) 

Elevator Door Height            2690mm (8’10’’ft) 
Elevator Door Width             1224mm (4’0’’ft) 
Door To Door                         2000mm (6’7’’ft) 
Weight Capacity                    1587kg (3500lb) 

Other Conditions:  
1. Items must be delivered one-working-day prior to the event. They will be stored in the conference & events operations client 

store-room on level one.  

2. At the conclusion of your function, we ask that all items be taken with you on the day. If this is not possible, items must be 

picked up on the working day after the event.  

3. You must seal and clearly label all items that are left behind.  

4. The hotel will not be responsible for incorrectly labelled or unsealed packages. All items will be stored in the C&E operations 

client store-room one level one. Any items not collected from the hotel will be disposed of.  

5. If there are any items that are delivered using a pallet, it is the client’s responsibility to have collected by the courier. 

Otherwise the hotel will have the removal of the pallet charged directly to the client at $50.00 per pallet. 

6. All deliveries must be signed for by the C&E Operations Manager during weekdays, business hours (09:00 to 17:00). 

If none of the C&E Operations Manager or team member are available to sign, please ensure the delivery is signed by 

a Sofitel team member, such as the driveway team or the reception team. 

Acknowledged by Conference & Event Department: 

_______________________ (Name) 

____________________ (Signature) 


