STEP

CONFERENCE LOGISTICS & INSTRUCTIONS

Embassy Suites by Hilton O'Hare — Rosemont | July 2026

THE HOTEL

Embassy Suites by Hilton
O'Hare — Rosemont

5500 North River Road
Rosemont, IL 60018

T. 847.678.4000

F: 847.928.7679

SHUTTLE SERVICE

The hotel operates a complimentary shuttle from O'Hare International Airport to the hotel.

Domestic Terminals 1,2 & 3 Terminal 5 (International)
Pick up from Terminal 2, lower-level arrivals, Go to Arrivals on the lower level and wait at 5E
middle lane, Vestibule 2E. Outer Lane for the shuttle.

Shuttle runs approximately every 30 minutes. No need to call. If necessary: 847.678.4000.

Look for a white shuttle van marked with both  Note: Delta, Frontier, and Southwest
the Embassy Suites and DoubleTree logos. Airlines fly into Terminal 5.
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SHIPPING INSTRUCTIONS

KEY SHIPPING DATES
Do not ship materials to arrive before Friday, July 17th. Materials arriving earlier will not be

accepted.
Target arrival dates: Friday, July 17th or Monday, July 20th (for companies holding

meetings Tuesday—Friday).

Address your carton(s) exactly as shown below. Your company name is required for the hotel to
correctly route your packages to your conference room.

[Your Name]

[Your Company Name] — [Your Date of Arrival]
Embassy Suites Rosemont — NMDA S.T.E.P.
5500 North River Road
Rosemont, IL 60018

Important: Including your company name on every carton is essential so the hotel can
deliver vour packages to the correct conference room. A $10 per box handlina fee will be
posted to your quest room for all inbound shipments.

If packages are not in your conference room upon arrival, call the Front Desk to request delivery.

OUTBOUND SHIPPING

To ship product out at the end of the event, please note the following:

* You must arrange your own carrier pickup (UPS, FedEx, FedEx Ground, etc.).
» Bring your own forms, boxes, tape, and packing supplies — these are not available onsite.
« UPS will only pick up at the hotel if you have an account. You must call them directly.

No pallets will be accepted by the hotel and will be refused if shipped. The hotel is not
responsible for boxes left behind if vou have not arranged carrier pickup.
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