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1300 Pennsylvania Ave, NW, Washington, DC 20004

Delivery Access Request

Bill Day, Loading Dock Manager

Office: 202-312-1596 Fax: 202-312-1572

loadingdock@itcdc.com

The following information must be faxed to 202-312-1572 at least 72 hours prior to the Delivery/pickup or the vehicle will be turned away:

Please Check One:  Loading Dock access:  FORMCHECKBOX 
      Plaza (Exterior) access:  FORMCHECKBOX 
          Paid Parking:  FORMCHECKBOX 

DELIVERY:
Arrival Date:
     
Arrival Time:
     


PICK UP:
Arrival Date:
     
Arrival Time:
     
PLEASE BE ADVISED THAT DELIVERIES AND PICK UPS ARE HANDLED ON A FIRST COME, FIRST SERVED BASIS AND WAITING TIMES MAY BE UP TO TWO HOURS AFTER YOUR REQUESTED TIME. 
Event/Conference or Tenant’s name:
     
Location:
     
Company/ Courier name:
     
Phone:
     
Company/ Courier Contact person:      
Shipment Contains:
     
Delivering vehicle year, make, model, type and size:
     
Vehicle tag number and state:
     
Driver’s name:
     
Social Security Number:
     
Date of Birth:
     
Driver’s license # and state:
     
Event / Sales contact at RRB/ITC:
     
Phone number:
     
MANDATORY POLICY FOR ALL DELIVERIES:

· Vehicles are limited to 13‘ height and 56’ length (tractor/trailer combined) - NO 45’ TRAILERS
· Sprinter Vans, Box Trucks & Larger Trucks must go to off-site scanning located at 12th & C Streets SW (just south of 12th St. & Independence Ave. intersection) prior to arrival at RRB/ITC. 

· Scanner Hours are Mon—Fri (5am-5pm) Sat (5am-1pm) all other times require K9 inspection.
· Vehicles must enter via 14th Street South entrance and exit via 14th Street North exit.

· Paid Parking Vehicles are limited to 7’0’’.

· Drivers must have a valid picture driver’s license and available on request.

· Neither personal vehicles nor trucks are allowed to park on the loading dock.  
· On delivery, vehicles contents may be placed on the dock and the vehicles will be instructed to leave.  
· On pickup, contents must be on the dock, ready to load before the truck will be allowed on the dock.
· PLAN ACCORDINGLY.
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