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Exhibitor Load In/Out Quick Tips 

NO Power Tools 

NO access for move-in/out with items through front doors 

Must access  exhibit halls by elevators in parking structure 

You may use luggage on wheels to bring in 

items.  Items must fit inside.   

NO Dollies 

NO Carts / Electric or Manual 
Pallet Jacks, etc.

NO Ladders 
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Exhibitor Show Information 
FAN EXPO Denver Discount Deadline 
Colorado Convention Center Wednesday, June 14, 2023 
Denver, CO 
June 30-July 2, 2023                            All orders MUST have a credit card on file. 

 

Booth Equipment: 
Each table top includes (1) 6’ long x 30” high x 24” wide skirted table, (2) folding chairs, and a 
booth identification sign showing the booth number. 
 

*Please review the Table Display Regulations on the next page 

*Exhibits taller than 8’ high will not be allowed.  

 

Note: The exhibit area is not carpeted   Show Colors: Black, White & Purple 
  
 

Deadlines: 
To receive discount prices, we must receive your order, along with a form of payment by 
Wednesday, June 14, 2023.  If you are shipping to the advance receiving warehouse, your 
freight must be received by Wednesday, June 21, 2023, to avoid surcharges. 

Exhibitor Move-In: 
Friday  June 30, 2023 8:00AM – 1:00PM 
  
 

*Table Exhibit Space Exhibitors do NOT have access to the loading docks. Load in for all Table 

Exhibit Space Exhibitors will be hand carry or luggage from Colorado Convention Center  

parking garage or street lots.  

 

*Please contact Paramount’s Fan Expo Denver show coordinator Leigh Everett at 314-621-6677  

or leverett@paramountcs.com if you need additional assistance with tabletop display items that 

cannot be wheeled in via a suitcase or hand-carried into the building. Union cart service assistance 

will be $50.00 per load. 
 

Show Hours: 
Friday  June 30, 2023 2:00PM (Show floor preview for VIP/Premium/3 day ticket holders) 
Friday  June 30, 2023 4:00PM – 9:00PM 
Saturday July 1, 2023 10:00AM – 7:00PM (Special preview at 9:30AM) 
Sunday  July 2, 2023 10:000AM – 5:00PM (Special preview at 9:30AM) 
 
Restock Hours: 
Saturday July 1, 2023 8:30AM – 9:30AM 
Sunday  July 2, 2023 8:30AM – 9:30AM 
 
Exhibitor Move-Out: 
Exhibitors must dismantle their booths on: 
Sunday  July 2, 2023 5:00PM – 11:00PM 

 

*PCS will begin returning empty containers as soon as the show ends. 

*All Table Exhibit Space exhibitors are expected to clear the hall Sunday Night. 

*All freight carriers must check in with Paramount Convention Services by 9:00PM, Sunday,  

July 2, 2023 or your freight will be re-consigned onto the show carrier.  

 
  
Please feel free to contact your show coordinator, Leigh Everett, at (314) 621-6677 or 

leverett@paramountcs.com with any questions or concerns! 
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Table Display Regulations 
 

 

Each table is 6ft long. 
 

2ft between tables is neutral territory. No one can place their exhibit there. 
 

 
 

Displays are limited to 8ft tall, from the floor up,and cannot go beyond the length of the table. 
 

There is roughly 4ft between the table and the 3ft pipe and drape (This is the space behind your table.) 
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Exhibitor Checklist 
To Do Before You Leave for The Show 

Date 
Completed 

 

Task to be Completed 

 Place your orders for 
equipment/services/labor/electric, etc. 

 Arrange for your inbound advance warehouse freight 
to arrive before the Advance Receiving Deadline or 
Arrange for your inbound show site freight to arrive 
during the installation hours.  

 Be sure your freight is insured from the time it leaves 
your place of business until it is returned after the 
show. 

 Make sure shipments are properly labeled 
*pre-made labels available in Service Kit and at 
paramountcs.com*. 

 Arrange for outbound freight to be picked up before 
Force Freight Time. 

  
  

 
 
                       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
              
 

 
 
 
 
 
 
 
  

 Bring with You to The Show 

 Your orders Through Paramount or any other 
contractor, with confirmation. 

 Inbound 
Freight 
Information 

The carrier, carrier’s phone number 
and tracking numbers for all 
inbound shipments. Number of 
items and weight of each one. 

 Outbound 
Shipping 
Information 

Including carrier, destination 
address and billing information. 
You may use the show carrier if 
you do not wish to make other 
arrangements. 

 Outbound 
Shipping 
Labels 

UPS/FedEx/DHL will not pick up 
shipments without their labels. 
Bring these labels with you for 
each piece that you will be 
shipping. 

 Outbound 
Pick Up # 

FedEx & UPS shipments only. 

 Packing 
Tape 

For packing up boxes. 

 Shrink Wrap For securing multiple boxes on a 
skid. 
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           Key Contact List 
                            and 

Discount Rate Deadlines 
 

Category  Company/Phone #/Contact Name  Discount Rate Date 
 
Association Fan Expo HQ 
 Kayla Smith – 203-414-2151 
 kayla@fanexpohq.com  
    
  

Booth Cleaning/ Paramount Convention Services Wednesday, June 14, 2023 
Carpet/ Leigh Everett - 314-621-6677 
Furniture leverett@paramountcs.com   
  ONLINE ORDERING: www.paramountcs.com/exhibitorservices  
     
  
 

Electric Colorado Convention Center 
  (P) 303-228-8027    (F) 303-228-8101- eorders@denverconvention.com    
  Receive 20% off by placing your order online: www.denverconvention.com/exhibit-at-an-event  
  For Advanced Rate, orders must be placed no later than 15 days prior to first show move-in date. 
 

Internet  SmartCity 
   888-446-6911 
   Order online at: orders.smartcitynetworks.com   
 
 
Audio Visual IMAGE AV 
   303-758-1818 
   cccevents@imageav.com  
   https://imageav.formstack.com/forms/order_form  
  
Flor Little Eden 
            (P) 303-422-3336    (F) 303-423-4145 
        Email: littleeden@mac.com       
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Credit Card Authorization/Payment Policies 
FAN EXPO Denver Discount Deadline 
Colorado Convention Center Wednesday, June 14, 2023 
Denver, CO 
June 30-July 2, 2023                                All orders MUST have a credit card on file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
This will authorize Paramount Convention Services to charge the amount of your advance/floor orders, material handling charges,  
and any additional amounts incurred as a result of show site orders placed by you or your representative, to your credit card account.   
 
I agree in placing this order that I have accepted Paramount Convention Services, Inc. terms and conditions, including Paramount 
Convention Services payment policy, and “Limits of Liability and Responsibility”. 
 

Cardholder Signature      __________________ 
 

Company Name: ______________________________________Booth#:________ 
Email: ____________________________________ Phone: ___________________ 
 

Paramount Convention Services Phone: 314-621-6677 Fax: 314-621-6416                         
Online ordering:   www.paramountcs.com/exhibitorservices 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Payment Policy 
 
1. A Credit Card Authorization form MUST be included with 

all advance and show site orders.  Orders WILL NOT be 
processed without the Credit Card Authorization form 
filled out and returned to Paramount Convention Services, 
Inc. with the requested services. 

2. Any additional costs incurred for orders or services placed 
at show site, including labor and or material handling will 
be charged to your credit card account.  If paying in 
advance or at show site by check, the credit card 
authorization must still accompany the payment. 

3. Advance rates apply only to orders received with a 
completed credit card authorization form prior to the 
advance order deadline, stated on each order form.  NO 
EXCEPTIONS! 

4. The exhibiting firm is ultimately responsible for payment 
of all costs incurred on its behalf. 

5. If shipping materials to show site or the advance 
warehouse and other services are not required, Paramount 
Convention Services, Inc. must receive the Credit Card 
Authorization form completely filled out.  Paramount 
Convention Services reserves the right to hold any 
materials shipped in/out without a credit card on file. 

6. Purchase orders are not an acceptable form of payment. 
7. All claims or discrepancies must be settled at the 

Paramount service desk prior to show closing. 
8. If for any reason the submitted credit card or check is 

declined or returned, a $25.00 processing fee will be added 
to the invoice. 

9. If you are tax exempt in the state which you are exhibiting, 
you must provide a Sales Tax Exemption Certificate for 
that state.  Paramount Convention Services must receive 
your certificate by the advance order deadline printed on 
the order forms, otherwise tax will appear on your invoice. 
If you fail to submit your Sales Tax Exemption Certificate 
by the Advance Order Deadline, you will be subject to a 
crediting fee for removing any applied tax. 

10. Cancellation policy:  Items or services cancelled less than 
48 hours prior to first day of move in will be charged 50% 
of original price and 100% of original price after delivery 
unless otherwise stated on the order form.   

 
 
Please complete the information and return payment in full with this form 
and your orders.  We require 100% pre-payment of advance orders.  Any 
orders or services placed at show site must be paid at the show or an 
appropriate form of payment must be on file.  Payments may be made by 
check, drawn on U.S. Funds Account, Travelers Check, Cashier’s Check, 
Discover, MasterCard, American Express, or Visa credit cards. 
 
You agree to late fees up to 1.5% per month on any balance not paid at 
the conclusion of the event, or balance left without appropriate credit card 
on file. 
 

 

Credit Card Authorization 
 
MasterCard          Visa          Discover          American Express   

 
Expiration Date: _____________________ 

 
Credit Card #:  ______________________________________ 
 
CVV #: __________________________________________ 

 
[THIS NUMBER IS REQUIRED TO PROCESS YOUR CARD.  

The CVV (Card Verification Value) is an important 
security feature for credit card transactions. 

A three-digit number generally on the back of 
MasterCard, Visa and Discover; a four-digit number 

on the front of American Express.] 
 
Cardholders Signature: __________________________________ 
 
Cardholders Name: _____________________________________                                     
 
Cardholders Billing Address: ______________________________ 
 
_____________________________________________________ 
 
City, State, Zip: ________________________________________ 
 
 

Order Summary: 
 

Furniture Rental $  
Priority / Accessible Storage $     
Material Handling $     
Exhibit Labor $     
                     Total Estimated Advance Order $     
 
For your convenience, we will use this authorization to charge your credit 
card for any additional amounts ordered by you or your representative or 
services rendered to your company for this event. 
 
 
If you have any questions regarding our payment policy, please call 
Paramount Convention Services at (314) 621-6677 or visit our Service Desk 
at show site.   
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Third Party Authorization 
FAN EXPO Denver Discount Deadline 
Colorado Convention Center Wednesday, June 14, 2023 
Denver, CO 
June 30-July 2, 2023                              All orders MUST have a credit card on file. 

 
Paramount Convention Services Phone: 314-621-6677 Fax: 314-621-6416                         
Online ordering:   www.paramountcs.com/exhibitorservices 
 
 
 
Circle which Services are to be invoiced to the Third Party: 
 

ALL SERVICES   RENTAL FURNITURE/CARPET/ACCESSORIES 
 
MATERIAL HANDLING (if circling this service, please fill out the Material Handling Info below”) 
 
EXHIBIT LABOR  BOOTH CLEANING   SIGNAGE 
 
FLORAL    OTHER_______________________________ 

 
THIRD PARTY COMPANY INFORMATION 
 

Exhibiting Company Name: _________________________________________ Booth #___________ 
 
Third Party Company Name: ____________________________ Contact Name: _______________________ 
 
Third Party Billing Address: _________________________________________________________________ 
 
City, State, Zip: ____________________________________________________________________________ 
 
Phone: ______________________________   Ext.: _____________ Fax: ____________________________ 
 
Contact’s E-Mail: __________________________________________________________________________ 
 

The exhibiting firm is ultimately responsible for payment of all costs incurred on its behalf. 

 
MATERIAL HANDLING INFORMATION 
 

We, the Third Party, agree to pay for the material handling charges for the below shipments.  
We also acknowledge if we do not fill out this form in full or provide incorrect information, that we as the Third Party 
will be responsible for any fees incurred for crediting accounts. 
 
SIGNATURE:__________________________________ 
 
Warehouse Show Site (circle one) 
Carrier:___________________________ # of Pieces:______ Estimated Weight:________ 
Contents of Shipment:______________________________________________________________ 
 
Warehouse Show Site (circle one) 
Carrier:___________________________ # of Pieces:______ Estimated Weight:________ 
Contents of Shipment:______________________________________________________________ 
 
Warehouse Show Site (circle one) 
Carrier:___________________________ # of Pieces:______ Estimated Weight:________ 
Contents of Shipment:______________________________________________________________ 

 
*This form must be received by the Discount Deadline to ensure correct billing to all parties and  

must be sent in conjunction with Payment Policies Form.*
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Furniture Rental  
FAN EXPO Denver Discount Deadline 
Colorado Convention Center Wednesday, June 14, 2023 
Denver, CO 
June 30-July 2, 2023                          All orders MUST have a credit card on file. 

 
*Photographs of these items can be found at www.paramountcs.com/exhibitorservices 

 
 
 
 

Code QTY Description Discount Standard  
   
 (1017)____ Folding Chair $20.00 $26.00 
 (1002)____ Black Vinyl Padded Side Chair $70.00 $91.00 
 (1004)____ Gray Upholstered Arm Chair   $90.00  $117.00 
 (1007)____  Gray Upholstered High Stool $120.00 $156.00 
 (1400)____   Wastebasket      $24.00  $31.00  
 (1401)____   Tripod Easel      $46.00  $60.00 
 (1402)____   Bag Holder                 $76.00   $99.00                 
(1403)____   Literature Rack   (5 pocket) $110.00 $143.00 

                    
 

        

 
 
 
 
 
 
Charges for rental items listed above are for the duration of the show and include delivery, installation and removal.  Cancellation 
policy:  Items cancelled less than 48 hours prior to the first day of move in  will be charged 50% of original price, once items have been 
delivered to the booth space, no refunds will be provided.  All claims or discrepancies must be settled at the Paramount Convention 
Services desk one half hour prior to show opening.  
 
 
 
 
 
 
 
 
 
 
 
Company Name: ___________________________________________________     Booth #_________ 
 
Paramount Convention Services Phone: 314-621-6677 Fax: 314-621-6416                         
Online ordering:   www.paramountcs.com/exhibitorservices 
 
    
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
     

Items requested after the Discount Rate Deadline are not 
guaranteed to be in stock. To secure availability, all orders 

must be received by the Discount Rate Deadline date. 

Chairs 
a

rd 
Car
pet 

SUBTOTAL $_________________ 
Tax: 8.810% ________________ 
TOTAL $_____________________ 
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Priority Empty Return  
& Accessible Storage  
FAN EXPO Denver Discount Deadline 
Colorado Convention Center Wednesday, June 14, 2023 
Denver, CO 
June 30-July 2, 2023                                 All orders MUST have a credit card on file. 
 
  

 

This service provides for the priority return of your empties to your booth within one hour after the close of the 
show.  This service must be ordered prior to the removal of your empties.  If you would like this service, please  
fill out the information below and return to Paramount Convention Services, Inc. 

 

Priority Empty Container Return …………………………$100.00 per Container 
 

Estimated Number of Pieces………………………………………     
 

PLEASE NOTE THAT THIS SERVICE CANNOT BE ORDERED AFTER THE PIECES HAVE BEEN 
TAKEN TO STORAGE. 

 
 
STORAGE INSTRUCTIONS 
 

A storage area will be available for exhibitor’s samples and literature in the facility.  Depending on space available in the 
facility, these items may be stored on trailers in the loading dock area.  Paramount employees will be available to access storage 
items during show hours, one hour prior to show opening, and one half hour after show closing each day.  All material in 
storage on the last day of the show will be returned to their designated booth space at the close of the show.  Due to fire 
regulations and for security purposes, NO LARGE DELIVERIES CAN BE MADE DURING SHOW HOURS.  Show 
management reserves the right to stop deliveries at any time during the show hours, so please schedule deliveries prior to show 
opening.   Storage space may be limited.  
Orders MUST be received by the deadline date to guarantee storage space.  The charge for storage space is as follows: 
 

Accessible Storage (3002):   $100.00 base charge per piece plus one hour (minimum) labor charge per delivery. 
 
Labor Rates: 
 Straight Time: (one hour minimum per man) ……………………. $102.00 
8:00 a.m. – 4:30 p.m. Monday – Friday 

 

 Overtime: (one hour minimum per man) ………………………… $153.00  
4:30 p.m. - 6:30 p.m.,. – 6:00 a.m. – 8:00 a.m. Monday-Friday and 8:00 a.m. – 6:30 p.m. on Saturday.  
  

Double Time: (one hour minimum per man) ……………………… $266.00  
 

6:30 p.m. – 6:00 a.m. Monday – Friday, 6:30 p.m. – 8:00a.m. on Saturday and all day Sunday and Holidays. 
YES, I wish to reserve space for accessible storage, I plan on storing ________ pallets/boxes/crates/cases.  
                                      (# of pieces)      (circle one) 
To have items placed in or removed from accessible storage, please notify the Paramount Service Desk.  
 
ALL GOODS STORED WITH PARAMOUNT ARE STORED AT YOUR OWN RISK.  We shall not be liable for any injury, damage, loss, 
theft, or destruction, including, but not limited to damage from atmospheric conditions or rust, negligence (whether caused by ourselves or by 
servants, agents, employees or others), failures to act, breach of contract, breach of warranty, water, condensation, fire, floods, acts of God or 
any act beyond our sole control.  We are not liable for any direct, consequential, or incidental damages nor for loss of profit or loss due to 
failures to obtain or turnover goods at any time or place whatsoever, however such loss may be incurred.  We are not liable for or chargeable 
with any loss of sales, income, resale, commissions, or brokerage, nor for any freight or demurrage.   

 
 

No refunds will be given for services that are not utilized. 
Cancellation policy:  Items or services cancelled less than 48 hours prior to first day of move in  

will be charged 50% of original price and 100% of original price after delivery. 
 
 

 
 
Company Name: ___________________________     Booth #_________ 
 

Paramount Convention Services Phone: 314-621-6677        Fax: 314-621-6416                                          
Online ordering:   www.paramountcs.com/exhibitorservices 
 
 

 
 
   
 
 
 
       

Priority Empty Container Return 
 

Accessible Storage 
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GLOSSARY OF SHIPPING TERMS 

 
Actual Weight:  Gross shipping 
weight, is determined by (1) weighing 
the vehicle empty, (2) loading the 
shipment and returning to the scale to 
obtain the weight and (3) subtracting 
the two weights. Can also be obtained 
by individually weighing each piece of 
freight. 

 
Air Freight: Materials transported by 
an air freight company. 

 
Bill of Lading:   Written receipt from a 
carrier for goods accepted for 
transportation. Serves as a receipt, 
contract and operating paperwork and 
is the single most important document 
in the shipping process. 

 
Common Carrier: Department of 
Transportation-certified trucking firm 
that can be hired by the public for 
shipment of goods. 

 
Consignee:  Receiver of shipped 
goods. 

 
Consignor: Shipper of goods 

 
Crate: Container, usually wood, used 
for protecting exhibits during shipping. 

 
Cwt:  Hundredweight (100 lbs.) 

 
Dock:  Area where goods are received 
and shipped. 

 
Drayage: Handling of exhibit 
properties between the loading dock 
and the booth area. Also includes 
handling goods from the advance 
receiving and the removal and return of 
empty containers. 

 
Drayage Contractor: Handler who 
moves exhibit goods from the dock to 
the exhibit booth or from the drayer’s 
warehouse to the exhibit booth. 
Responsible for all material handling 
activities at a show. 

Expedited Service:  Service offered by 
a transportation company to assure 
prompt or specific delivery. Normally 
incurs an additional charge. 
 
Forced Freight: Routing of freight not 
picked up by an exhibitor’s carrier or 
shipments left behind at the booth at 
the close of the show. 
 
Freight  Forwarder: Transportation 
company that arranges and manages all 
aspects of shipping but does not own 
vehicles. 
 
Handling:  Moving of materials, 
usually to and from a loading dock. 
 
Less Than a Truckload (LTL): 
Shipments picked up by a trucker and 
consolidated with other LTL shipments 
to be transported to the destination city, 
unloaded and delivered. 
 
Liability:  Carrier’s legal financial 
responsibility for lost or damaged 
goods. 
 
Marshalling Yard:   Area designed to 
state or check trucks for show delivery 
and pick-up. 
 
Mini: Shipment weighing 200 lbs. or 
less, for which the minimum charge is 
200 lb. rate. 
 
Mixed Truckload: Truckload of 
different articles, crated and uncrated, 
in a single shipment. 
 
Net Weight:  Weight of goods without 
the shipping container. 
 
Official Carrier: Carrier designated 
by a show manager or general 
contractor to be on-site for the inbound 
and outbound shipments of a show. 
Use of these carriers is recommended 
but not required. 

Official Contractor:  Organization 
appointed by show management to 
provide services such as set-up and 
tear-down of exhibit booths and to 
oversee labor, drayage and loading 
dock procedures. 
 
Packing List:  Detailed list or 
inventory of a shipment’s contents. 
 
Pallet or Skid:  Wood runner 
protecting the exterior of a shipping 
case. Also describes a wooden base 
constructed to carry multiple cartons or 
equipment. 
 
Portable Display:  Lightweight exhibit 
capable of being carried by one person. 
Usually refers to tabletop or pop-up 
exhibit. 
 
Pro-Number:  Progressive numbering 
system used primarily by the trucking 
industry for tracking, billing and 
identifying freight. 
 
Set-Up:  Assembly of exhibit 
components for display or use. 
 
Shipper:   Individual or company 
whose goods are being shipped. 
 
Split Pick-up/Delivery:  Pick-up or 
delivery of multiple shipments at more 
than one place of business. 
 
Trapping: Method of consolidating 
shipments. Usually defines function of 
the LTL trucker grouping freight for 
shipment to a particular show. 
 
Van Line:  Carrier that specializes in 
shipping uncrated exhibits, high-tech 
equipment and delicate materials that 
require special handling. 
 
Waybill:  Document that contains the 
address of the shipper and the recipient 
as well as other pertinent information. 
Contains a number used in tracking 
shipments. 
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Shipping Information 
FAN EXPO Denver Advance Receiving Deadline 
Colorado Convention Center Wednesday, June 21, 2023 
Denver, CO 
June 30-July 2, 2023                                     All orders MUST have a credit card on file. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      
 

 
 
 
- A credit card MUST be on file for shipments to be accepted and delivered. 
- The ABF warehouse will receive shipments Monday through Friday, 8AM – 5PM. 
- All shipping charges MUST be prepaid.  PCS will not accept any COD shipments. 
- All shipments should be co-signed to Paramount Convention Services, Inc. 
- Please use shipping labels provided to ensure accurate shipping, make copies as necessary. 
- All shipments must have a bill of lading that shows number of pieces and weight, and or, a     
   certified weight receipt showing the weight of the vehicle before loading as well as after   
   unloading.  Drayage charges are based on the total weight of each shipment. 
- The warehouse will accept crates, cartons, skids, trunks/cases, and carpets.  Loose or pad    
   wrapped materials must be sent directly to show site. 
- Please call PCS if you have any questions regarding shipping procedures.  Please read the    
   shipping and material handling information thoroughly. 

 

 
 
Please note that any freight being shipped at the close of the show can be handled through our 
convention carrier, ABF.  If you wish to use another carrier, you must notify them for an 
appointment to pick up your freight at the close of the show.  All cartons must be properly labeled 
with your company’s account number clearly posted, as well as shipping address.  You must fill out a 
Paramount Bill of Lading and return it to the service desk.  If your carrier of choice does not check in 
by the designated time (posted on Show Information form) for any reason, your freight will be  
re-consigned onto our convention carrier.   
 
 

Paramount Convention Services 
 

Phone: 314-621-6677 
 
 

Online ordering:   www.paramountcs.com/exhibitorservices 
 
 

   
 
  
 
 

 
 
Exhibitors desiring to ship direct to the convention site 
FOR DELIVERY DURING EXHIBITOR SET-UP 
PERIOD ONLY, must label and address all shipping 
documents/bills of lading as follows: 
 
Name of Exhibiting Company & Booth # 
C/O Paramount Convention Services 
Colorado Convention Center 
Halls A - C 
700 14th Street 
Denver, CO 80202 
For: FAN EXPO Denver 
 
 

FOR DELIVERY DURING INSTALLATION TIMES AND 
DATES ONLY.  ALL OTHER DELIVERIES WILL BE 
REFUSED. SHIPMENTS ARRIVING OUTSIDE THE 
DESIGNATED TIMES OR LABELED INCORRECTLY 
WILL BE SUBJECT TO A 25% SURCHARGE AND ANY 
FACILITY CHARGES THAT MAY APPLY. 

 
 
Exhibitors desiring to ship materials up to 30 days 
in advance of the show must label and address all 
shipping documents/bills of lading as follows: 
 
Name of Exhibiting Company & Booth # 
C/O Paramount Convention Services 
ABF 
5871 N. Broadway 
Denver, CO 80216 
For: FAN EXPO Denver 
 
ADVANCE RECEIVING DEADLINE:  
Wednesday, June 21, 2023 
ANY SHIPMENT ARRIVING AFTER THIS 
DATE IS SUBJECT TO A 25% DOCK FEE ON 
MATERIAL HANDLING CHARGES. 
 
LAST DAY SHIPMENT RECEIVING AT 
WAREHOUSE WITH SURCHARGE: 6/26/2023 
 

Advance Shipments To Warehouse: Direct Shipments To Show Site: 

OUTBOUND SHIPPING 
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Material Handling  
FAN EXPO Denver Advance Receiving Deadline 
Colorado Convention Center Wednesday, June 21, 2023 
Denver, CO 
June 30-July 2, 2023                                   All orders MUST have a credit card on file. 
 

                                                   –    
 

MUST BE RECEIVED BY:   Wednesday, June 21, 2023 
Uncrated and loose display shipments will NOT be received at the warehouse.  This form of shipment 
should be sent directly to show site.  Paramount Convention Services will receive crated, boxed, or 
skidded materials at the warehouse up to 30 days in advance and deliver to respective booths at show site.  
Empty containers will be removed from booth, placed in storage, and returned to the booth at the close of 
the show.  Materials then moved from the booth to the dock and reloaded on designated carriers at the 
close of the show at the following rates: 

     *ABSOLUTELY NO SHIPMENTS ACCEPTED AT WAREHOUSE AFTER: 6/26/2023 
  

                                                                          
 

Paramount Convention Services will receive materials at the convention site and deliver to respective 
booths.  Empty containers will be removed from booth, placed in storage, and returned to booth at the 
close of the show.  Materials then moved from booth to dock and reloaded on designated  
carriers at the close of the show at the following rates: 

      *Shipments sent directly to show site to arrive during published exhibitor installation times                      
ONLY!  All other deliveries will be refused. Shipments arriving outside of the designated times 
or labeled incorrectly will be subject to a 25% surcharge and any facility charges that may 
apply.  Please see the included labels for your reference.   

 
SMALL PACKAGE RATE (25lbs or less): $75.00 each. Small packages will be delivered to booth    
        without guarantee of piece count or condition. 
 
-Show management will provide cart service for booths on Wednesday (8AM-12PM) & Thursday 
(8AM-12PM & 12PM-4PM) 
 
- Storage will be charged if shipment is not routed or picked up after three working days. Storage 
fees prior to 30 days before show, or after 3 days following the show are $1.25 per 100 lbs. per 
day with a $35.00 minimum. On-site container storage for freight brought in by exhibitors is 
$30.00 per piece. 
 

 

 

 

   
     
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                                         
 
 

 
 

*ALL FREIGHT CHARGED AT 100 LB 
INCREMENTS, WITH 200 LB MINIMUM 
CHARGE PER SHIPMENT 

 
Shipment                   CWT                                                    Estimated 
Weight    / 100   = (hundred lbs) X        RATE              =        Total 

Shipments received at the warehouse before 
deadline date, then handled in and out of booth 
on Straight Time / Over Time 

 
           Lbs/100      

 
               CWT             

 
                             
$142.00 per CWT 

 
$ 

Shipments received at the warehouse between 
6/22-26/23 then handled in and out of booth on 
Straight Time / Over Time 

 
 

Lbs/100      
 
 

CWT 
 
 
$177.50 per CWT 

 

Shipments received at the warehouse by an air 
carrier such as UPS, FedEx, etc.  or any 
shipment received WITHOUT a bill of lading 
on Straight Time / Over Time 

 
           Lbs/100      

 
               CWT             

 
 
$151.00 per CWT 

 
$ 

Shipments received at the warehouse between 
6/22-26/23 WITHOUT a bill of lading on 
Straight Time / Over Time 

            
 

Lbs/100      
  
 

CWT 
 
 
$188.75 per CWT 

 

*ALL FREIGHT CHARGED AT 100 LB 
INCREMENTS, WITH 200 LB MINIMUM 
CHARGE PER SHIPMENT 

 
Shipment                   CWT                                                    Estimated 
Weight    / 100   = (hundred lbs) X        RATE              =        Total 

Shipments received at show site during 
installation times, then handled in and out of 
booth on Straight Time / Over Time 

 
           Lbs/100      

 
               CWT             

 
$134.00 per CWT 

 
$ 

Shipments received at show site by an air carrier 
such as UPS, FedEx, etc.  or any shipment 
received WITHOUT a bill of lading on Straight 
Time / Over Time 

 
           Lbs/100      

 
               CWT             

 
$140.00 per CWT 

 
$ 

Advance Receiving at Warehouse: 

Direct Shipments to Show Site: 
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Warehouse and/or convention site shipments moved in or out on overtime, due to scheduling conflicts beyond the control of Paramount 
will have an additional 25% surcharge to the above rates.  Shipments moved in and out on overtime, through no fault of Paramount, will 
have an additional 50% surcharge to the above rates.  Overtime is any time before 8:00 a.m. and after 4:30 p.m. on weekdays and all hours 
Saturdays, Sundays, and Holidays. 
 
                                                                                  
 
Rates apply to each 100-pound increment, with a minimum charge of 200 lbs. per shipment.  The weights rounded off to the next hundred 
pounds.  Multiple shipments received are charged at separate minimums.  No cumulative weights will be allowed on minimum, split 
shipment, UPS, etc.  The above services, WHETHER USED COMPLETELY OR IN PART, are offered as a package ROUND TRIP 
RATE and the charges will be based on the total inbound weight of the shipment. 
Freight handling charges are the responsibility of the exhibitor to whom the shipments have been cosigned.  Additionally, charges for 
loading out freight shipments are the responsibility of the exhibitor from whose booth shipments are made.  Exhibitors may not assign this 
responsibility to suppliers or customers. 

 
      

Any warehouse shipment not received by the advance receiving deadline date and any direct shipment received before the first exhibitor 
move in date or after the show opens; an additional 25% surcharge to the above rates will be included for trucking and unloading services 
supplied.  Any financial penalties incurred because of inappropriate address, collect shipments, and early or late arrival, causing the re-
consignment charges, storage, etc. will be the responsibility of the exhibitor.                                   

 
 
 

 
Add 50% to the quoted rates for van line, uncrated and loose display shipments.  UNLESS PRIOR ARRANGEMENTS ARE MADE, 
VAN LINE, UNCRATED, AND LOOSE DISPLAY MATERIALS WILL NOT BE RECEIVED AT THE ADVANCE WAREHOUSE.  
Uncrated and loose display shipments are defined as open displays shipped in vans – not in crates, cases, boxes, or un-skidded machinery 
on an open flatbed truck without proper lifting bars or hooks. 
                                                   
 
 
Empty container labels will be available at the service desk FOR FREIGHT BROUGHT IN BY PARAMOUNT CONVENTION 
SERVICES ONLY.  Affixing the labels is the sole responsibility of the exhibitor or his representative.  All previous shipping labels should 
be removed.  Paramount Convention Services assumes no responsibility for: 

1. Errors to the above procedures. 
2. Removal of containers with old empty labels and without Paramount Convention Services empty labels. 
3. Improper information on empty labels. 
4. Valuables stored in containers with empty labels. 

         On site container storage for items not handled by Paramount Convention Services will be charged at $30.00 per piece.  
  
  
 All shipments must have a bill of lading or delivery receipt showing number of pieces, weight, and description of merchandise.  Trucks 

arriving without documented weight will be required to go to the nearest weight station and obtain documentation before unloading or a 
mutual decision between Paramount and the exhibitor as the approximate weight will be agreed upon and will be binding on both parties. 

 
  
   Each exhibitor will be expected to label his/her exhibit materials and furnish shipping information.   
 Labels and bills of lading will be available at the Paramount Service Desk.  Previous shipping labels should be removed.  Paramount 

Convention Services accepts no responsibility for misdirected shipments as a result of old shipping labels, which remain on containers.  
PARAMOUNT CONVENTION SERVICES WILL ROUTE ALL SHIPMENTS UNLESS SPECIAL ADVANCE ARRANGEMENTS 
HAVE BEEN MADE.  Exhibits and materials for which arrangements have not been made with Paramount Convention Services, or which 
have not been removed from the exhibit area on removal day, will be forced onto the show carrier.  Paramount Convention Services 
reserves the right to route exhibit material via an alternate carrier if the requested carrier fails to check in at the service desk by the 
designated time. 
 
 
 
After exhibits or materials are placed in the booth, Paramount Convention Services will not be responsible for condition, count, or content 
until exhibits or materials are picked up for removal after the close of the show.  Therefore, all materials should be properly insured 
against fire, theft, and all hazards from the time they leave your office until they return.  We do not assume responsibility for outbound 
shipments until the count is physically verified vs. the bill of lading submitted by the exhibitor. 
Paramount Convention Services will not be responsible for damage to uncrated and/or un-skidded exhibit material, nor for concealed 
damage to materials. 
All exhibit materials handled by Paramount Convention Services are insured at a value not to exceed twenty-five cents (.25) per pound and 
not to exceed a maximum of fifty dollars ($50.00) per claim. 

Be sure your freight is insured from the time it leaves your place of 
business until it is returned after the show. 

 Paramount Convention Services  
Phone: 314-621-6677        Fax: 314-621-6416                                           
Online ordering:   www.paramountcs.com/exhibitorservices 

 
 
 
  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 Advance Receiving Deadline 
      
     

Off Date Delivery Fees: 

Van Lines, Uncrated, and Loose Display Shipments: 

Empty Container Labels: 

Inbound bill of Lading or Delivery Receipt: 

Outbound Shipping: 

Limits of Liability: 

Material Handling Rates and Charges: 

Overtime: 
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Paramount Convention Services 
 
 

D O   N O T   D E L A Y 
ABF FIRST DAY RECEIVING: Tuesday, May 30, 2023  
ABF WAREHOUSE RECEIVING DEADLINE: Wednesday, June 21, 2023 
ANY SHIPMENT ARRIVING AFTER THIS DATE IS SUBJECT TO A 25% DOCK FEE 
ON MATERIAL HANDLING CHARGES.  
LAST DAY SHIPMENTS RECEIVED AT WAREHOUSE: 6/26/2023 
 

To:          
(Name of Exhibiting Company) 

 

c/o: Paramount Convention Services 
  ABF 
  5871 N. Broadway 
  Denver, CO 80216 
 

WAREHOUSE 
 

EVENT: FAN EXPO Denver 
BOOTH #______   
NUMBER _______ OF _______ PCS 
CARRIER: _____________________ 

 R    U    S    H 

Paramount Convention Services 
 
 

D O   N O T   D E L A Y 
ABF FIRST DAY RECEIVING: Tuesday, May 30, 2023  
ABF WAREHOUSE RECEIVING DEADLINE: Wednesday, June 21, 2023 
ANY SHIPMENT ARRIVING AFTER THIS DATE IS SUBJECT TO A 25% DOCK FEE 
ON MATERIAL HANDLING CHARGES.  
LAST DAY SHIPMENTS RECEIVED AT WAREHOUSE: 6/26/2023 
 

To:          
(Name of Exhibiting Company) 

 

c/o: Paramount Convention Services 
  ABF 
  5871 N. Broadway 
 Denver, CO 80216 
 

WAREHOUSE 
 

EVENT: FAN EXPO Denver 
BOOTH #______   
NUMBER _______ OF _______ PCS 
CARRIER: _____________________ 

 

 R    U    S    H 

The above labels are provided for your convenience.  Place one on each piece shipped to ensure proper delivery.  If more labels are needed, copies are acceptable. 
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Paramount Convention Services 
 
 

D O   N O T   D E L A Y 

 
 

To:          
(Name of Exhibiting Company) 

 

c/o Paramount Convention Services 
Colorado Convention Center 

Welton St. Docks, Upper Level 
Halls A - C 

700 14th Street 
Denver, CO 80202 

For:  FAN EXPO Denver 
 

SHOWSITE 
 

BOOTH #______   
NUMBER _______ OF _______ PCS 
CARRIER: _____________________ 

 R    U    S    H 

CANNOT ARRIVE UNTIL – Wednesday, June 28, 2023 

    

Paramount Convention Services 
 
 

D O   N O T   D E L A Y 

 
 

To:          
(Name of Exhibiting Company) 

 

c/o Paramount Convention Services 
Colorado Convention Center 

Welton St. Docks, Upper Level 
Halls A - C 

700 14th Street 
Denver, CO 80202 

For:  FAN EXPO Denver 
 

SHOWSITE 
 

BOOTH #______   
NUMBER _______ OF _______ PCS 
CARRIER: _____________________ 

 R    U    S    H 

CANNOT ARRIVE UNTIL – Wednesday, June 28, 2023 

 

The above labels are provided for your convenience.  Place one on each piece shipped to ensure proper delivery.  If more labels are needed, copies are acceptable. 
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Pre-Printed Outbound Material Handling  
Agreement And Outbound Label Request 

 
Company Name: Booth # 

Show Name:  
 

Complete this form for pre-printed outbound material handling 
documents and shipping labels. Send this to Paramount prior to the 
show installation. Or you can fill this form out online with your 
login and password. 
 

ONE FORM FOR EACH DESTINATION.  
 
STEP 1. SHIP TO ADDRESS: 

Company Name:                                                           Attention:                                                Booth # 

Street Address:                                              

City:                                      State:                            Zip Code:                                      Country: 

Number of plain labels for this destination: 
 
Complete only if shipping to another show Show: Booth # 

 
STEP 2. CARRIER: 
          ABF (Show Carrier)                     OTHER_____________(Please provide name of carrier) 

In the event your selected carrier fails to show by the check in time listed in the service kit,  
your freight will be re-consigned to the show carrier. 
Please fill out if your return freight is time sensitive.  Date Needed__________ Phone_________ 
 

STEP 3. FREIGHT CHARGES CONTACT: 
Company Name:                                                  Attention:                                           Phone: 

Email 

Street Address: 

City:                                                           State:                      Zip Code:                        Country: 

 

Show site Instructions: Once your shipment is packed and ready to be picked up, please return the 4 
copy outbound material handling form that we put in your booth at the show site to the Paramount Service 
Desk. Verify the piece count, weight and that the signature is on the outbound material handling order form 
prior to shipping out. Shipments without paperwork turned in will be forced onto the show carrier at the 
exhibitor’s expense.  

If you are shipping out using UPS or FedEx ground, express or air, (not freight) you must have their 
shipping label with your account number on each package or they will not take your packages. 
PARAMOUNT’S PRE-PRINTED LABELS WILL NOT WORK FOR FEDEX OR UPS 
An arrangement for pick-up by any carrier other than our show carrier (ABF) is the 
responsibility of the exhibitor. 

Paramount Convention Services Online ordering:   www.paramountcs.com/exhibitorservices 
Phone: 314-621-6677       Fax: 314-621-6416      
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Outbound Shipping Procedures 

 
Each exhibitor will be expected to label his/her exhibit materials and furnish shipping 
information. Plain Labels to print (not UPS or FedEx labels) and outbound material handling 
agreements will be available at the service desk. All exhibitor charges must be paid in full 
before an outbound material handling agreement will be handed out. 
A Paramount Convention Services outbound material handling agreement must be 
completed before any shipments will be released regardless of the shipping firm 
used. Material handling charges are a onetime fee, if you ship out of the show and 
did not ship to the show or ABF warehouse, you will receive a material handling 
charge from Paramount (separate than shipping charges from your carrier or 
ABF).  
 

After you have packed your exhibit /materials, leave your labeled materials in your booth and 
please bring the completed outbound material handling agreement to the Paramount service 
desk. Verify the piece count, weight and that the signature is on the outbound material handling 
order form prior to shipping out.  

Previous shipping labels should be removed. Paramount Convention Services accepts no 
responsibility for misdirected shipments as a result of old shipping labels which remain on 
containers. PARAMOUNT CONVENTION SERVICES WILL ROUTE ALL SHIPMENTS 
WITH THE SHOW CARRIER UNLESS ADVANCE ARRANGEMENTS WITH ANOTHER 
CARRIER ARE MADE. 
 
Exhibits and materials for which arrangements have not been made with 
Paramount Convention Services, or which have not been removed from the exhibit area on 
removal day, will be re-consigned onto the show carrier by Paramount Convention Services. If 
you choose to use the show carrier-ABF, there is no need to call anyone, as they will be onsite 
during move out. Charges for shipping with ABF are all handled with ABF as they are a 
separate company from Paramount. The shipping charge is a separate charge then the 
material handling charge, the credit card you have on file with Paramount will not work 
with shipping for ABF.  

If you wish to use another carrier, you must notify them to pick up your freight at 
the close of the show:  All freight carriers must check in at the dock with 
Paramount by 9:00PM, Sunday, July 2, 2023 or your freight will be re-consigned 
onto the show carrier ABF.  
If you have any questions, please contact the staff at the Paramount service desk. 
 

If you are shipping out using UPS or FedEx ground, express or air, (not freight) you must have 
their shipping label with your account number on each package or they will not take your 
packages (PARAMOUNT’S PLAIN PRE-PRINTED LABELS WILL NOT WORK). An 
arrangement for pick-up by any carrier other than our show carrier (ABF) is the responsibility of 
the exhibitor. 

Additional Numbers listed for your convenience: 
ABF: 1-800-654-7019                       
UPS- 1-800- PICK-UPS; 1-800-742-5877           FedEx- 1-800- GO-FEDEX; 1-800-463-3339 
 

Showsite Address:  
FAN EXPO Denver Colorado Convention Center - Halls A - C 
700 14th Street Denver, CO 80202  
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Official Transportation Provider
via the ABF Freight® Network

Let ArcBest® make your next trade show the 
easiest you have ever attended!
We have over 90 years of experience in the freight 
industry and a dedicated Trade Show division with 
service through North America through the ABF 
Freight® network.

Choose guaranteed, expedited shipping solutions 
– air or ground – with special discounted rates for 
your inbound and outbound shipments. 

For personalized quotes, please call 

800-654-7019

Our Services Include:

Trust your important trade 
show shipment to the leader in 

exhibition transportation services.

Priority 
handling of 

your inbound 
and outbound 

shipments

Guaranteed 
expedited air 

and ground 
services

LTL Ground 
Transportation

International 
Transportation
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Exhibiting Company__________________________________Contact Name _________________________________

Title__________________________ Email____________________________________ Phone_____________________

Company_______________________________________

Address________________________________________

_______________________________________________

City____________________ State______Zip__________

Pickup Date/Time________________________________

Piece Count and Type_____________________________

Total Weight_____________________________________

Dimensions (L)_________ (W)_________ (H)__________

Would you like an ArcBest Trade Show Coordinator to contact you with a quote or information? 
YES      NO

Show Name _____________________________________

Booth No._______________________________________

Contractor ______________________________________

Show Dates _____________________________________

Address ________________________________________

City____________________ State______ Zip__________

Delivery Date ____________________________________

Residential Pickup          Inside Pickup

Liftgate          Dock

ArcBest® Trade Show Services

8401 McClure Drive • Fort Smith, AR • 72916

R E Q U E S T  F O R  I N F O R M A T I O N

If you are faxing this form, please print a copy, complete the requested
information, and then fax to (844) 718-7620.

If you are completing electronically, you can either print and fax your request or click on 
the submit button to send your request to one of our Trade Show specialists.

SHIPPER INFORMATION

FREIGHT INFORMATION

SHIP TO: Warehouse      Show Site     

ADDITIONAL INFORMATION

800-654-7019
 tradeshow@arcb.com  |  arcb.com 
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Exhibit Labor  
FAN EXPO Denver Discount Deadline 
Colorado Convention Center Wednesday, June 14, 2023 
Denver, CO 
June 30-July 2, 2023                                    All orders MUST have a credit card on file. 
  

Exhibit Straight Labor Request:        Discount   Standard 
 Straight Time: (One hour minimum per man) $102.00 $133.00 

8:00 a.m. – 4:30 p.m. Monday through Friday 
 Overtime: (One hour minimum per man) $153.00 $199.00 
              Monday-Friday 4:30PM-Midnight, all day Saturday, Sunday & observed union holidays, 8am-midnight  
  Doubletime: (One hour minimum per man)   $266.00      $255.00                              
 Monday – Sunday, midnight – 8:00am 
 

Select the plan that meets your needs and fill in the requested information.   (MUST CHECK ONE) 

 

Cancellation policy:  Labor services cancelled less than 48 hours prior to first day of move in will be charged 1 hour per 
man requested. 
 

Company Name: ___________________________     Booth #____________________ 
 

Paramount Convention Services Phone: 314-621-6677        Fax: 314-621-6416                                          
Online ordering:   www.paramountcs.com/exhibitorservices 
 

 
 
 
 
 

 
       
 
   
 
 

                                 
 
 

To save time and personnel supervision, Paramount          
Convention Services will supervise the installation           
of your exhibit, upon arrival of your freight.  A           
supervision charge of 25% will be added to your            
total labor bill for this service.  Please note that under           
the Paramount plan, Paramount Convention Services          
will set and dismantle your booth at their earliest           
convenience.   
 
Specific instructions, blueprints, etc. should be provided to 
facilitate an economical and correct installation.  Please 
note that under the Paramount plan, Paramount will set and 
dismantle your booth at their earliest convenience based on 
arrival of materials.  Please be sure to send display and 
graphic drawings either to our office or with the display.  
Please Note:  You must supply us with your outbound 
shipping instructions to facilitate the return of your 
equipment.           
                                                                                                               
INSTALLATION:                                                                 
                                                        
_______    _______    _______    _______             
  # of            approx.            Date               Day of                      
  men             hours                               week                               
                                                                                                              
 
DISMANTLE:    
           
_______    _______    _______    _______             
    # of               approx.            Date               Day of                     
    men                hours                                      week       
 
Ladder(s) needed?  _____ 8’     _____12’     _____14’ 
                      
Set-Up Instructions/crate keys  

Sent to PCS Office                Sent with display 
(Circle One) 

 

 
 
 

Starting time can only be guaranteed on those instances where 
labor is requested for the start of the work day, which is 8:00 
a.m., unless the official installation time begins later in the 
day.  It is important that the exhibitor check in at the service 
desk to pick up laborers ordered.  Upon completion of work, 
exhibitors must also check laborers out at the service desk.  
All work is to be done under the supervision of the exhibitor 
or representative.  If no date and/or time are indicated below, 
no men will be available.  IF EXHIBITOR FAILS TO PICK 
UP MEN ORDERED, A ONE HOUR PER MAN NO SHOW 
CHARGE WILL BE APPLIED, unless a 48-hour notification 
is given. 
 
 
     INSTALLATION: 
 
     ______    ______    ______    ______     ______ 
       # of          approx.         Date           Day of           Time 
         men           hours                          week   
 
     DISMANTLE: 
 
     ______    ______    ______    ______     ______ 
        # of          approx.         Date           Day of         Time 
       men           hours                          week 
 
Supervisor will be: ____________________________ 
 
Supervisor’s On-Site Phone#: ___________________ 
 
Ladder(s) needed?  _____8’     _____12’     _____14’ 

Plan A-Supervision by Paramount Plan B-Supervision by Exhibit Personnel 

Labor requested after the Discount Rate Deadline is not guaranteed to be 
available. To secure availability, all orders must be  

received by the Discount Rate Deadline date. Page 22
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Key Information 
FAN EXPO Denver Discount Deadline 
Colorado Convention Center Wednesday, June 14, 2023 
Denver, CO 
June 30-July 2, 2023                                      All orders must have a credit card on file. 
  

Please complete and return this page only if you have  
ordered PCS supervised labor. 

                                                               
 
Carrier:      Shipped by:     Date:   
 
# of Pieces:     Weight:     Pro #:    
 
Description:            
 
Shipped To: (circle one)   Warehouse Show Site 
 
                                                                          
*if you are using a carrier other than the preferred show carrier, you must contact them for an  
  appointment to pick up your freight. 
 
SHIP  TO:        c/o     
 
Street Address:            
 
City:       State:    Zip:    
 
Contact Name & Phone #           
 
 
  
Company Name:       Attention:     
 
Permanent address of shipper:          
 
City:     State:      Zip:     
 
Authorized Company Rep Signature:         
 
Authorized Company Rep Print:         
      
 Circle One: Pre-Paid  Collect  Bill to:      
             
             
 
Shipping Method:  Circle One:    Common  Air       Van   Company Customer  
                   Carrier             Freight       Line     Truck    Pick-Up 
 
Carrier:              

 
 
 

 
 
 
 
 
 

 
 
 
 
   
   
     
 
 
 
 
      

 
Company Name: ___________________________     Booth #____________________ 
 
 
Paramount Convention Services Phone: 314-621-6677        Fax: 314-621-6416                                          
Online ordering:   www.paramountcs.com/exhibitorservices 
 
 
 
 
 
                          

 
 
 
 

Inbound Freight Information 

Outbound Freight Information 

Outbound Freight Charges Guaranteed By:  

Labor requested after the Discount Rate Deadline is not guaranteed to be 
available. To secure availability, all orders must be  

received by the Discount Rate Deadline date. 
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Intent To Use Non-Official Contractor 
FAN EXPO Denver  
Colorado Convention Center  
Denver, CO     
June 30-July 2, 2023 DUE DATE: Wednesday, June 14, 2023 
 

If your company plans to use a firm who is not the official service 
contractor, as designated by show management, please complete this 
form and fax to Paramount Convention Services at (314) 621-6416. 

  
1. 1. Exhibitors who choose to use a Non-Official Contractor must complete and sign this form.   

2. It must be received by Paramount Convention Services no later than Wednesday, June 14, 2023.  No  
extensions or exceptions will be granted after the published deadline.  For your convenience,  
this form can be faxed to (314) 621-6416. 

 
2. 2. The Non-Official Contractor must provide Paramount Convention Services with a copy of their 

"Certification of Insurance."  This certificate must be received no later than  
Wednesday, June 14, 2023. 
 
No extensions or exceptions will be granted after the published deadline.  Please note that  
Certificate must list Paramount Convention Services, FAN EXPO Denver,  
Colorado Convention Center and employees of each company as additionally insured.  
*See rules and regulations forms. 

 
3. Failure to provide Paramount Convention Services with the above items, 1 and 2, will result in said  

 firms required to hire installation and dismantle labor from Paramount.  Non-Official Contractors  
will be able to provide supervision only. 

 
All representatives of the Non-Official Contractors must obtain an "EXHIBIT CREW" badge at our 
Exhibitor Service Center. 

 
 
 
 
 

Exhibiting Company _____________________________________________________ Booth # __________ 
               
Authorized Signature: _______________________________________________________________________ 
 
Please Print Name: ______________________________________________________________ 

A 
 

__________________________________________________________________________ 
  Full Name of Non-Official Service Contractor: 
 
_________________________________________________________________________________________ 
  City      State     Zip  
 
_________________________________________________________________________________________ 
   phone    fax     e-mail 
 
_________________________________________________________________________________________ 
  Non-Official contractor “show site” representative     phone #     
 
__________________________________________________________________________________________ 
  Type of Service to be provided 
 
 
 

 

NOTIFICATION DEADLINE: Wednesday, June 14, 2023 
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Non-Official Contractors’ 
Rules and Regulations 
FAN EXPO Denver             
Colorado Convention Center     
Denver, CO     
June 30-July 2, 2023 DUE DATE: Wednesday, June 14, 2023 

  
 
Paramount Convention Services has been selected as the Official Service Contractor and must be used 
for all material handling, furniture rental, signs, rigging, cleaning and installation and dismantling of  
decorations. 

 
A NON-OFFICIAL CONTRACTOR IS:  Any Individual who is not a full-time permanent employee  
of an exhibiting firm, who is providing a service to an exhibitor on-site and does not represent one or 
more of the official contractors. 

 
1. Each representative of a Non-Official Contractor must physically pick-up, in person, an  

"EXHIBIT CREW" badge at the Exhibitor Service Center.  If a representative of a Non-Official  
Contractor does not have any identification which verifies his/her employment by a Non-Official  
Contractor, he/she must be accompanied to the Exhibitor Service Center by a representative who  
does have verifying identification. 

 
2. These services shall not conflict with existing labor regulations or contracts, and in fulfilling his  

obligations, the representative of a Non-Official Contractor shall adhere to the regulations  
set up by the hall and show management regarding entrance. 

 
3. The representative of a Non-Official Contractor shall have a true and valid order for service from  

an Exhibitor in advance of the show move-in date and shall not solicit business on the show floor. 
 

4. The representative of a Non-Official Contractor will share with the Official Service Contractor all  
reasonable costs related to his operation, including overtime pay for stewards, restoration of  
exhibit space to its initial condition, etc. 

 
IMPORTANT - It is the responsibility of each Exhibiting Firm who is utilizing a Non-Official  
Contractor to complete and return the required forms to Paramount Convention Services no  
Later than the due date, listed in the heading on this page (Wednesday, June 14, 2023).  For your  
convenience, you may fax the form to (314) 621-6416. 

 
 

Liability "Certificate of Insurance" form which names Paramount Convention Services, Inc., 
 FAN EXPO Denver, Colorado Convention Center, and employees of each company as additionally insured for 
each Non-Official Contractor firm being utilized.   
(*Note:  The exhibitor-appointed contractor must maintain at least $1 million in Employer's Liability,  
General Liability, Automobile Liability and Worker's Compensation as required in the state the  
exposition is located.) 

 
IF BOTH THE "INTENT TO USE NON-OFFICIAL CONTRACTORS" FORM AND THEIR  
"CERTIFICATE OF INSURANCE" ARE NOT SUPPLIED TO PARAMOUNT BY THE DUE DATE 
LISTED IN THE HEADING ON THIS PAGE (Wednesday, June 14, 2023), THEN ANY  
REPRESENTATIVE OF THE EXHIBITING FIRM OR NON-OFFICIAL CONTRACTOR WILL BE 
REQUIRED TO ORDER LABOR FROM PARAMOUNT. 

 
It is the responsibility of the exhibitor to see that each representative of a Non-Official  

Contractor abides by the Official Rules and Regulations of this Exposition. 
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Convention, Display, Trade Show Labor Conditions: 
All decorating, display, drayage, theatrical, rigging, production, audio visual, commercial 
presentations as well as all material handling for conventions, trade shows, promotional 
displays, and consumer shows are performed by the Denver Theatrical Stage Employees 
Union, IATSE, Local No. 7.    
 

Display and Exhibit Work - Installation, Dismantling and Decorating: 
Full time employees of an exhibiting firm may install and dismantle their own respective 
company display*, if such work can be completed in less than sixty minutes and without 
the use of mechanized tools. 
 
Any outside or additional labor required for installation, dismantle or decorating of 
displays is to be performed by the official General Service Contractor or by any other 
contractor signatory to the IATSE, Local 7 labor agreement. 
 
(*Product display and placement is not included in these work rules and is the exclusive 
right of full time employees of an exhibiting firm.) 
 

Show/Job Site Drayage: 
Exhibitors may handle their own hand-carried materials in and out of the Colorado 
Convention Center. Any material requiring the use of equipment for delivery, i.e., dollies, 
fork lifts, will be handled by labor through IATSE, Local No. 7.  Equipment and labor is 
arranged through the General Service Contractor. 
 

Dock Space: 
Dock space is limited at the Colorado Convention Center, and it is under the control and 
authority of the General Service Contractor.    
 

Denver Theatrical Stage Employee's Union 
IATSE, Local No. 7 
1475 Curtis Street 
Denver, CO 80202 

Email: office@iatse7denver.org 
Office: (303) 534-2423 
Fax:     (303) 534-0216 

 
Revised:  07.22.20 MCT 

Union Labor Requirements 
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FIRE PREVENTION BUREAU 

EXHIBIT HALL FIRE REGULATIONS 
 

 
The information contained in this brief outline does not completely cover the ordinances and 
regulations.  The following are basic rules governing concessions, exhibits and shows in any building 
open to the public. 
 
1. All curtains, drapes and decorations must be constructed of flame proofing solution. 

(Treatment shall be renewed as often as may be necessary to maintain the flame proofing 
effect.) 

 
2. No combustible materials, merchandise or signs shall be attached to, hung from, or draped over 

flameproof side and rear divider draperies of booths, or attached to table skirting facing aisles 
unless flame proofed. 

 
3. All exits, hallways and aisles leading from buildings or tents are to be kept clear and 

unobstructed at all times. 
 
4. No exit door shall be locked, bolted or otherwise fastened or obstructed at any time an exhibit 

building is open to the public. 
 
5. All sawdust, shavings, hay and straw shall be stored and maintained in a manner approved by the 

Fire Marshall. 
 
6. Automobiles, trucks, tractors, machinery and other motor vehicles utilizing flammable fuels, 

which are placed on display inside any building, shall have no more than two (2) gallons of 
fuel in the tank; all fuel tanks shall be locked or effectively sealed and battery cables shall be 
disconnected from the ignition system. The battery cannot be connected during the show for 
any reason.  Ignition keys for vehicles on display shall be kept by a responsible person at the 
display location for removal of such vehicles from the building in event of emergency.  Keys 
must be left overnight with security.  You must notify Paramount Convention Services of 
plans to bring in any vehicle so that appropriate arrangements can be made with the local 
Fire Marshal. 

 
7.   The use of liquefied petroleum gases inside buildings, tents or areas is strictly prohibited, except 

for demonstration when approved by the Fire Marshal. 
 
8. "No smoking by Order of Fire Marshal" signs shall be posted and maintained in areas designated 

by the Fire Marshal. 
 
9. The exhibitor will provide for daily removal and disposal of trash and rubbish from buildings 

and tents. 
 
10. All electrical wiring shall be installed in a manner approved by the City's Chief Electrical 

Inspector. 
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EXHIBITOR SERVICES ORDER FORM 
For Electrical, Telephone, Cable TV, Air, Water and Drain.  

 
 
 

AVOID 20% SURCHARGE BY PLACING YOUR ORDER 
ONLINE!                   

 
For Advanced Rate, orders must be placed no later than two 

weeks prior to first show move-in date at: 
 

www.denverconvention.com/exhibit-at-an-event  
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In this kit, you will find orders for: 

Electrical services, Telephone services, Air/Water/Drain and Natural Gas services, Internet      
services, Audio Visual services, Business Center services and Catering services. 

 
To help you with a successful show, we offer you these tips and checklist: 

 

1. The Colorado Convention Center (CCC) is responsible for all utility services, including 
power, telephone, air, water and drain.  

2. ALL exhibitor utility orders should be ordered online, faxed, emailed or mailed directly to 
the CCC.  All payments should be submitted directly to the CCC for utility orders —
NOT TO SHOW MANAGEMENT OR THE GENERAL SERVICE CONTRACTOR.   

3. Orders for Internet, Audio Visual Services, Business Center Services and Catering should 
be sent to their respective companies. 

4. For your security, we do not accept orders over the phone. All forms must be mailed, 
faxed, emailed or ordered online at: www.denverconvention.com. 

5. Read all the Forms and Guidelines carefully.  You may find something specific to your 
booth that will reduce on-site complications. 

6. Save money by ordering prior to your arrival. The onsite surcharge of 30% will be applied 
to all orders placed onsite, during the first move-in date of the event. 

7. The CCC reserves the right to update or amend these forms as needed. If you have            
questions, please call or email before ordering. 

 
To save time and even more money, order online at www.denverconvention.com. These 
rates are available only on the web and will avoid the 20% surcharge on the listed rates 

in this kit. 
 

Checklist Requirements/Reminders: 
 
 Individual orders are required for each booth you will occupy. 

 

 If you have any questions, call us direct at 303.228.8027 or email  
 eorders@denverconvention.com before you order. 

 
All 10X10 and in-line booth services will be installed in the center back of the space.  

 
Please submit a properly oriented booth floor plan for booth exhibits in which services are not to 
be installed in the center back of the space.  Please include adjacent booth numbers  surrounding 
the booth, to ensure proper installation and also to prevent postponement.   
 
NOTE:  If a booth floor plan is not provided, services will be placed in the most convenient                
location.  Floor plans that include multiple service drop locations must identify exact placement  
for each individual drop which must be indicated on the Service Locator Plan, including electric,                
telephone, cable TV, compressed air, drain and water services.  Special placement, testing                
and/or changes after the initial set will require additional labor and material charges.   
 
Orders with multiple service drops submitted without a floor plan, will be installed on-site, on a first 
come first serve basis and labor charges will be assessed if the service drop must be relocated.   

 

We look forward to seeing you in Denver! 

WELCOME TO THE COLORADO CONVENTION CENTER 
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1. PAYMENT IN FULL must be rendered on all orders when order is placed.  NO EXCEPTIONS!  No service 
order will be processed without full payment.  Exhibitors with outstanding balances from prior shows must  
satisfy the payment requirement or services will not be provided.    
 All online orders must be received 15 days prior to the first contracted show move-in date to qualify 

for the discount price. All orders placed after this deadline will be charged at the standard rate.  
 All order forms and payments in U.S. Dollars or credit card, must be received 15 days prior to the first  

contracted show move-in date, in order to utilize the standard rate.  The on-site rate will be applied to 
forms received after this deadline.  

 The date received by the CCC will determine the applicable rate.    
 All charges incurred during the show must be rendered in full at the time of service.    
 Any outstanding balance will be charged to the exhibitor credit card on file, after the event closing.    
 If for any reason because of default on the part of the exhibitor it becomes necessary to engage an       

attorney, the exhibitor agrees to pay all costs, expenses, and attorney fees expended or incurred by 
CCC/ASM Global in connection therewith.    

 Unpaid balances are subject to a late charge of 1.5% per month thereafter.   
 
2. Only Cash, credit cards, company checks and money orders, made payable to ASM/Colorado Convention  

Center, will be accepted for advanced payments. 

3. Colorado Convention Center requires an approved credit card to be on file for all orders, regardless of the 
method of payment you select.  Please be sure to submit this information when placing your order to       
prevent any processing delays. 

4. Your on-site representative must be aware of this payment policy and be prepared to make payment upon 
installation of services. 

5. There is a $25.00 service charge for all returned payments. 

6. Rates quoted for all services include installing the requested services to the booth in the most convenient 
manner but do not include connecting equipment or special equipment.  All island booths require a scaled  
diagram with proper orientation. Larger power orders may require additional labor and materials for precise 
placement of services.   

7. Material and equipment furnished by the Center, for this service order, shall remain CCC property unless   
otherwise specified and shall be removed ONLY by the CCC employees at the close of the show. 

8. Booth utilities are to be ordered by each exhibitor separately and are not to be shared with other exhibitors. 

9. Changes to original orders will require a service order to be signed by the exhibitor acknowledging receipt of 
service. 

 

 
 

 

 There is a minimum $100 or 10% Cancellation Fee (whichever is higher) plus any applicable taxes and   
surcharges that may apply. Cancellations must be in writing prior to the opening of the show. Additional  
cancellation charges will apply for orders that have already incurred labor, material, and / or engineering 
costs.  

 Canceled services within an order will not incur cancellation charges if other services are ordered from the 
Convention Center provided the canceled services have not already incurred any costs.  

 Credit will not be given for service(s) installed and not used.  

 If a show or event gets canceled by show management, no refunds will be given after 2 weeks of  
      cancellation notice. All cancellations must be in written form. 

PAYMENT POLICIES 

CANCELLATION POLICIES 
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CONDITIONS AND REGULATIONS  

GENERAL 

1. Wall, column and permanent building utility outlets or sockets are not a part of booth space and are not to be
used by exhibitors unless specified otherwise.

2. All equipment must comply with Federal, State, and local safety codes.
3. Under no circumstances shall anyone other than CCC Employees enter floor ports to connect to any

convention center utility including power, phone or internet lines. A fine of $200 will be added to
individual orders for each occurrence.

4. ASM/CCC will not be responsible for any cutting or altering of any floor covering necessary to bring utilities to
a booth.

5. Exhibit equipment requiring exhibitor engineers or technicians for assembly, servicing, and operation may be
installed by qualified exhibit staff.

6. All ground/building connections to such equipment must be installed by ASM/CCC staff only.
7. All onsite changes will be charged a (1) one-hour minimum. The fee is $75/hr.
8. ASM/CCC reserves the right to disconnect any service for failure to adhere to these published policies.

ELECTRICAL 

1. ASM/CCC conducts an audit of power supplied to all exhibits. Exhibitors will be required to pay onsite rates
for additional or unauthorized use of services.  Services may be disconnected pending full payment.

2. ASM/CCC employs licensed electricians who are legally obligated to verify that exhibitor owned electrical
material or equipment, including power distribution systems used during an event, comply with the National
Electrical Code or are U.L. approved. Special attention is given to the grounding of equipment.  The
electrical department will make the final determination in allowing the use of any electrical material or
equipment.

3. All equipment must be properly tagged and wired with complete information as to type of current, voltage,
phase,  cycle, wattage, horsepower, etc.  If NO information is available, ASM/CCC electricians will compute a
rating for the minimum electrical service required.

4. ASM/CCC reserves the right to refuse connection to any exhibitor whose equipment is deemed unsafe by the
electrical department.

5. All exhibitors’ 120-VOLT cords must be of the 3 wire, grounded type.  All exposed non-current carrying metal
parts of fixed equipment, which are liable to be energized, shall be grounded.

6. Electrical service for exhibitor needs shall be available one (1) hour prior to opening time and  until one (1)
hour after show close daily. Equipment requiring continual power supply must order 24-hour power.

7. The CCC is not responsible for voltage fluctuations or power failure.  If your equipment has strict tolerances
for voltage you must provide your own regulating device.

8. All electrical equipment exposed to water/liquids must have ground fault circuit interrupters.

ALL PAYMENTS MUST BE IN U.S. FUNDS DRAWN ON A U.S. BANK. MAKE CHECK PAYABLE TO : COLORADO CONVENTION CENTER/SMG 

1. Online at www.denverconvention.com

2. US Mail/ First Class Mail/Couriers or Overnight Express:
Colorado Convention Center
Attn: Exhibitor Services
700 14th Street, Denver CO  80202

3. Fax To: 303.228.8101
You may fax your complete order information.  The Exhibitor Services Department will return a confirmation
notice of receipt of your faxed order confirmation.

4. Wire Transfer:
1st Bank of Denver  • Denver, CO  80202-1370  •  ABA# 502-572-4848 •  Routing# 107005047
Attn: Exhibitor Services
All wire transfers must include the following information:

•Your Company Name • Event/Show Name • Your Booth/Space Number

5. Federal Tax ID Number :  23-2511871

SUBMITTING YOUR PAYMENT/ORDER 
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Rates effective through12/31/23 ORDER ONLINE AT WWW.DENVERCONVENTION.COM 

 Services are provided in the most convenient manner for CCC Electricians UNLESS booth floor plan is submitted prior to first show
move-in date.  Services must be ordered and individually identified on a booth floor plan.  Services are for the duration of the show.

 BOOTH LAYOUT DIMENSIONS—Please submit booth floor plans with exact placements of each service drop, for spaces larger than
10x10.

 LABOR: Labor is included in the initial set of the service.  Special placement, testing and/or changes after the initial set will require
additional labor and material charges.  Labor will be charged in 1 hour increments.

 CCC Electricians will not split/branch service to achieve multiple locations.  Services must be ordered for each individual
location requested.  Exhibitors may bring personal UL approved 3-wire cords and equipment to distribute if desired.

 FOR 120V SERVICE LARGER THAN 20A or special needs PLEASE CALL 303.228.8027 or
email eorders@denverconvention.com

AVOID 20% SURCHARGE BY ORDERING ONLINE ONLY, IF ORDERED AT LEAST 15 
DAYS PRIOR TO FIRST SHOW MOVE - IN DATE. 

denverconvention.com/exhibit-at-an-event 

ELECTRICAL SERVICES QTY STANDARD RATE TOTAL 

5 AMPS OR 500 WATTS $120.00 

10 AMPS OR 1000 WATTS  $140.00 

20 AMPS OR  2000 WATTS  $155.00 

TOTAL PAYMENT 

**See Special 120V order form for 24-hour power and overhead drop pricing and ordering.**  

ADDITIONAL ITEMS  
(Electrical Service must be ordered first) 

QTY STANDARD RATE TOTAL 

SIX PLUG STRIP $30.00 

25’ EXTENSION CORD $30.00 

TOTAL PAYMENT 

ONSITE SURCHARGE — ALL SERVICES, WITH THE EXCEPTION OF LABOR, WILL BE ASSESSED      
A 30% LATE FEE IF ORDERED ON/AFTER THE FIRST SHOW MOVE-IN DAY.  

   CREDIT CARD NUMBER:     AMEX    MC    VISA    EXPIRATION DATE:  

PRINT CARDHOLDERS NAME:  CARDHOLDERS SIGNATURE:  

SIGNATURE ACKNOWLEDGES PAYMENT POLICIES, ALL CONDITIONS & REGULATIONS 

Event Name: ___________________________________________ 

Booth # ______________    Booth Dimensions _______________ 

Event Dates ____________________________________________ 

Company Name _________________________________________ 

Address _______________________________________________ 

City ______________________St________ Zip _______________ 

Phone _____________________ Fax________________________ 

E-mail _________________________________________________

Account Contact ________________________________________

STANDARD 120V  
ELECTRICAL ORDER FORM 

Email Orders to:  eorders@denverconvention.com 

Order Online, Fax, or Mail at:  
Colorado Convention Center 
Attn: Exhibitor Services                303.228.8027 Ph 
700 14th Street               303.228.8101 Fx 
Denver, CO 80202          www.denverconvention.com 
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SERVICE LOCATOR PLAN 

All 10X10 and in-line booth services will be installed in the center back of the space. Larger booth exhibitors       
(i.e. Islands and Peninsulas,) must submit a properly oriented booth floor plan, including the adjacent booth    

numbers surrounding the booth, to ensure proper installation and also to prevent postponement.   

NOTE:  If a booth floor plan is not provided, services will be placed in the most convenient location.       
For booth spaces with multiple service drop locations, exact placement for each individual drop must be indicated on 

the Service Locator Plan, including electric, telephone, cable TV, compressed air, drain and water services.      
Special placement, testing and/or changes after the initial set will require additional labor and material charges.   

Multiple service orders without a booth floor plan, will be serviced on a first come, first serve basis.   

Electrical Services:  Telephone Services: 
E— Indicates each amp/watt (Will not be split or branched)  T— Indicates Telephone Lines 
O— Indicates overhead drop (Include height information)  F— Indicates Data/Fax Lines 

Compressed Air / Water / Drain:  
Indicate each drop by writing Air / Water / Drain  

**Please also indicate overhead or hanging utilities and all height information pertinent to each.** 

Event Name: Event Dates: 

Company Name: Booth Number: 

Please indicate scale: 1 square = _________ Feet.      Booth Size: __________________________ 

In-Line Booth             Island Booth 

Note adjacent  
booth # to left side 

of your booth 

__________ 

Note adjacent booth # to front side of your booth 

__________ 

Note adjacent 
booth # to right side 

of your booth 

__________ 

Back 

Front 
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Rates effective through12/31/23 ORDER ONLINE AT WWW.DENVERCONVENTION.COM 

 Services are provided in the most convenient manner for CCC Electricians UNLESS booth floor plan is submitted prior to first show
move-in date.  Services must be ordered and individually identified on a booth floor plan.  Services are for the duration of the
show.                                                                                                              

 BOOTH LAYOUT DIMENSIONS—Please submit booth floor plans with exact placements of each service drop, for spaces larger than
10x10.

 LABOR: Labor is included in the initial set of the service.  Special placement, testing and/or changes after the initial set will require
additional labor and material charges.  Labor will be charged in 1 hour increments.

 CCC Electricians will not split/branch service to achieve multiple locations.  Services must be ordered for each individual
location requested.  Exhibitors may bring personal UL approved 3-wire cords and equipment to distribute if desired.

 Overhead power is not intended for theatrical lighting fixtures. All Lighting must be built to the floor by an approved
lighting contractor.

 FOR 120V SERVICE LARGER THAN 20A or special needs PLEASE CALL 303.228.8027 or
email eorders@denverconvention.com

ELECTRICAL SERVICES QTY 24-HOUR POWER TOTAL 

5 AMPS OR 500 WATTS—24 Hour $180.00 

10 AMPS OR 1000 WATTS—24 Hour $200.00 

20 AMPS OR  2000 WATTS—24 Hour $230.00 

ELECTRICAL SERVICES QTY OVERHEAD POWER TOTAL 

5 AMPS OR 500 WATTS—Overhead $240.00 

10 AMPS OR 1000 WATTS—Overhead $275.00 

20 AMPS OR  2000 WATTS—Overhead $310.00 

ELECTRICAL SERVICES QTY 24-HOUR OVERHEAD TOTAL 

5 AMPS OR 500 WATTS—24 Hour and Overhead $300.00 

10 AMPS OR 1000 WATTS—24 Hour and Overhead $335.00 

20 AMPS OR  2000 WATTS—24 Hour and Overhead $385.00 

TOTAL PAYMENT 

Event Name: ___________________________________________ 

Booth # ______________    Booth Dimensions _______________ 

Event Dates ____________________________________________ 

Company Name _________________________________________ 

Address _______________________________________________ 

City ______________________St________ Zip _______________ 

Phone _____________________ Fax________________________ 

E-mail _________________________________________________

Account Contact ________________________________________

STANDARD 120V—24 HR & OH  
ELECTRICAL ORDER FORM 

Email Orders to:  eorders@denverconvention.com 

Order Online, Fax, or Mail at:  
Colorado Convention Center 
Attn: Exhibitor Services                303.228.8027 Ph 
700 14th Street               303.228.8101 Fx 
Denver, CO 80202          www.denverconvention.com 

AVOID 20% SURCHARGE BY ORDERING ONLINE ONLY, IF ORDERED AT LEAST 15 
DAYS PRIOR TO FIRST SHOW  MOVE - IN DATE. 

denverconvention.com/exhibit-at-an-event 

CREDIT CARD NUMBER:     AMEX    MC    VISA     EXPIRATION DATE: 

PRINT CARDHOLDERS NAME: CARDHOLDERS SIGNATURE: 

SIGNATURE ALSO ACKNOWLEDGES PAYMENT POLICES, ALL CONDITIONS & REGULATIONS 

ONSITE SURCHARGE — ALL SERVICES, WITH THE EXCEPTION OF LABOR, WILL BE ASSESSED.     
A 30% LATE FEE IF ORDERED ON/AFTER THE FIRST SHOW MOVE-IN DAY.  
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SERVICE LOCATOR PLAN 

All 10X10 and in-line booth services will be installed in the center back of the space. Larger booth exhibitors       
(i.e. Islands and Peninsulas,) must submit a properly oriented booth floor plan, including the adjacent booth    

numbers surrounding the booth, to ensure proper installation and also to prevent postponement.   

NOTE:  If a booth floor plan is not provided, services will be placed in the most convenient location.       
For booth spaces with multiple service drop locations, exact placement for each individual drop must be indicated on 

the Service Locator Plan, including electric, telephone, cable TV, compressed air, drain and water services.      
Special placement, testing and/or changes after the initial set will require additional labor and material charges.   

Multiple service orders without a booth floor plan, will be serviced on a first come, first serve basis.   

Electrical Services:  Telephone Services: 
E— Indicates each amp/watt (Will not be split or branched)  T— Indicates Telephone Lines 
O— Indicates overhead drop (Include height information)  F— Indicates Data/Fax Lines 

Compressed Air / Water / Drain:  
Indicate each drop by writing Air / Water / Drain  

**Please also indicate overhead or hanging utilities and all height information pertinent to each.** 

Event Name: Event Dates: 

Company Name: Booth Number: 

Please indicate scale: 1 square = _________ Feet.      Booth Size: __________________________ 

In-Line Booth             Island Booth 

Note adjacent  
booth # to left side 

of your booth 

__________ 

Note adjacent booth # to front side of your booth 

__________ 

Note adjacent 
booth # to right side 

of your booth 

__________ 

Back 

Front 
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Rates effective through12/31/23 ORDER ONLINE AT WWW.DENVERCONVENTION.COM 

 For higher voltage call Exhibitor Services at 303.228.8027 or email eorders@denverconvention.com for quoted power, labor and
materials.  Prices for 208V service up to 100amps include delivery to the booth and do not include hardwire connection or special
equipment.  Unless noted, services are provided in the most convenient manner.

 LABOR: Labor is included in the initial set of the service.  Special placement, testing and/or changes after the initial set will require
additional labor and material charges.  Labor will be charged in 1 hour increments.

 Services are provided in the most convenient manner for center electricians UNLESS booth floor plan is submitted prior to first show
move-in date.  BOOTH LAYOUT DIMENSIONS—Please submit booth floor plans with exact placements of each service drop, for spaces
larger than 10x10. Special placement, testing and/or changes after the initial set will require additional labor and material charges.

SINGLE-PHASE SERVICES QTY STANDARD RATE TOTAL 

20 AMPS OR  3,300 WATTS $280.00 

30 AMPS OR  4,900 WATTS $325.00 

40 AMPS OR  6,500  WATTS $575.00 

50 AMPS OR  8,300 WATTS $755.00 

60 AMPS OR  10,000 WATTS $890.00 

100 AMPS OR 16,600 WATTS $1,370.00 

THREE-PHASE SERVICE QTY STANDARD RATE TOTAL 

20 AMPS OR  5,700 WATTS $375.00 

30 AMPS OR  8,600 WATTS $435.00 

40 AMPS OR 11,500 WATTS $710.00 

50 AMPS OR  14,400 WATTS $900.00 

60 AMPS OR  17,200 WATTS $1,100.00 

100 AMPS OR  28,800 WATTS $1,615.00 

**See Special 120V order form for 24-hour power and overhead drop pricing and ordering.**  

TOTAL PAYMENT 

AVOID 20% SURCHARGE BY ORDERING ONLINE ONLY, IF ORDERED AT LEAST 15 
DAYS PRIOR TO FIRST SHOW MOVE - IN DATE. 

denverconvention.com/exhibit-at-an-event 

Event Name: ___________________________________________ 

Booth # ______________    Booth Dimensions _______________ 

Event Dates ____________________________________________ 

Company Name _________________________________________ 

Address _______________________________________________ 

City ______________________St________ Zip _______________ 

Phone _____________________ Fax________________________ 

E-mail _________________________________________________

Account Contact ________________________________________

INDUSTRIAL 208V 
ELECTRICAL ORDER FORM 

Email Orders to:  eorders@denverconvention.com 

Order Online, Fax, or Mail at:  
Colorado Convention Center 
Attn: Exhibitor Services                303.228.8027 Ph 
700 14th Street               303.228.8101 Fx 
Denver, CO 80202          www.denverconvention.com 

CREDIT CARD NUMBER:     AMEX    MC    VISA     EXPIRATION DATE: 

PRINT CARDHOLDERS NAME: CARDHOLDERS SIGNATURE: 

SIGNATURE ALSO ACKNOWLEDGES PAYMENT POLICES, ALL CONDITIONS & REGULATIONS 

ONSITE SURCHARGE — ALL SERVICES, WITH THE EXCEPTION OF LABOR, WILL BE ASSESSED.     
A 30% LATE FEE IF ORDERED ON/AFTER THE FIRST SHOW MOVE-IN DAY.  
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SERVICE LOCATOR PLAN 

All 10X10 and in-line booth services will be installed in the center back of the space. Larger booth exhibitors       
(i.e. Islands and Peninsulas,) must submit a properly oriented booth floor plan, including the adjacent booth    

numbers surrounding the booth, to ensure proper installation and also to prevent postponement.   

NOTE:  If a booth floor plan is not provided, services will be placed in the most convenient location.       
For booth spaces with multiple service drop locations, exact placement for each individual drop must be indicated on 

the Service Locator Plan, including electric, telephone, cable TV, compressed air, drain and water services.      
Special placement, testing and/or changes after the initial set will require additional labor and material charges.   

Multiple service orders without a booth floor plan, will be serviced on a first come, first serve basis.   

Electrical Services:  Telephone Services: 
E— Indicates each amp/watt (Will not be split or branched)  T— Indicates Telephone Lines 
O— Indicates overhead drop (Include height information)  F— Indicates Data/Fax Lines 

Compressed Air / Water / Drain:  
Indicate each drop by writing Air / Water / Drain  

**Please also indicate overhead or hanging utilities and all height information pertinent to each.** 

Event Name: Event Dates: 

Company Name: Booth Number: 

Please indicate scale: 1 square = _________ Feet.      Booth Size: __________________________ 

In-Line Booth             Island Booth 

Note adjacent  
booth # to left side 

of your booth 

__________ 

Note adjacent booth # to front side of your booth 

__________ 

Note adjacent 
booth # to right side 

of your booth 

__________ 

Back 

Front 
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Rates effective through12/31/23 ORDER ONLINE AT WWW.DENVERCONVENTION.COM 

 Overhead power is not intended for theatrical lighting fixtures. All lighting must be built to the floor by an approved lighting contractor.

 Services are provided in the most convenient manner for CCC Electricians UNLESS booth floor plan is submitted prior to first show
move-in date.  BOOTH LAYOUT DIMENSIONS—Please submit booth floor plans with exact placements of each service drop, for exhibit
areas or space larger than 10x10.

 LABOR: Labor is included in the initial set of the service.  Special placement, testing and/or changes after the initial set will require
additional labor and material charges.  Labor will be charged in 1 hour increments.

 For higher voltage call 303.228.8027 or email eorders@denverconvention..com for quoted power, labor and materials.  Prices for
208V service up to 100amps include delivery to the booth and do not include hardwire connection or special equipment.

CREDIT CARD NUMBER:     AMEX    MC    VISA     EXPIRATION DATE: 

PRINT CARDHOLDERS NAME: CARDHOLDERS SIGNATURE: 

ONSITE SURCHARGE — ALL SERVICES, WITH THE EXCEPTION OF LABOR, WILL BE ASSESSED.     
A 30% LATE FEE IF ORDERED ON/AFTER THE FIRST SHOW MOVE-IN DAY.  

SINGLE-PHASE SERVICES QTY 24-Hour
Power

Overhead Power 24-Hour
Overhead  

TOTAL 

20 AMPS OR  3,300 WATTS $420.00 

30 AMPS OR  4,900 WATTS $490.00 

40 AMPS OR  6,500  WATTS $865.00 

50 AMPS OR  8,300 WATTS $1,135.00 

60 AMPS OR  10,000 WATTS $1,335.00 

100 AMPS OR 16,600 WATTS  $2,055.00 

THREE-PHASE SERVICES QTY 24-Hour
Power

TOTAL 

20 AMPS OR  5,700 WATTS $560.00 

30 AMPS OR  8,600 WATTS $655.00 

40 AMPS OR 11,500 WATTS $1,065.00 

50 AMPS OR  14,400 WATTS $1,350.00 

60 AMPS OR  17,200 WATTS $1,650.00 

100 AMPS OR  28,800 WATTS $2,425.00 

TOTAL PAYMENT 

For overhead quotes 
please contact  

the Exhibitor Services 
Department at:  
303.228.8027 or  

email  
eorders@denverconvention.com 

AVOID 20% SURCHARGE BY ORDERING ONLINE ONLY, IF ORDERED AT LEAST 15 
DAYS PRIOR TO FIRST SHOW MOVE - IN DATE. 

denverconvention.com/exhibit-at-an-event 

Event Name: ___________________________________________ 

Booth # ______________    Booth Dimensions _______________ 

Event Dates ____________________________________________ 

Company Name _________________________________________ 

Address _______________________________________________ 

City ______________________St________ Zip _______________ 

Phone _____________________ Fax________________________ 

E-mail _________________________________________________

Account Contact ________________________________________

INDUSTRIAL 208V—24 HR & OH 
ELECTRICAL ORDER FORM 

Email Orders to:  eorders@denverconvention.com 

Order Online, Fax, or Mail at:  
Colorado Convention Center 
Attn: Exhibitor Services                303.228.8027 Ph 
700 14th Street               303.228.8101 Fx 
Denver, CO 80202          www.denverconvention.com 
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SERVICE LOCATOR PLAN 

All 10X10 and in-line booth services will be installed in the center back of the space. Larger booth exhibitors       
(i.e. Islands and Peninsulas,) must submit a properly oriented booth floor plan, including the adjacent booth    

numbers surrounding the booth, to ensure proper installation and also to prevent postponement.   

NOTE:  If a booth floor plan is not provided, services will be placed in the most convenient location.       
For booth spaces with multiple service drop locations, exact placement for each individual drop must be indicated on 

the Service Locator Plan, including electric, telephone, cable TV, compressed air, drain and water services.      
Special placement, testing and/or changes after the initial set will require additional labor and material charges.   

Multiple service orders without a booth floor plan, will be serviced on a first come, first serve basis.   

Electrical Services:  Telephone Services: 
E— Indicates each amp/watt (Will not be split or branched)  T— Indicates Telephone Lines 
O— Indicates overhead drop (Include height information)  F— Indicates Data/Fax Lines 

Compressed Air / Water / Drain:  
Indicate each drop by writing Air / Water / Drain  

**Please also indicate overhead or hanging utilities and all height information pertinent to each.** 

Event Name: Event Dates: 

Company Name: Booth Number: 

Please indicate scale: 1 square = _________ Feet.      Booth Size: __________________________ 

In-Line Booth             Island Booth 

Note adjacent  
booth # to left side 

of your booth 

__________ 

Note adjacent booth # to front side of your booth 

__________ 

Note adjacent 
booth # to right side 

of your booth 

__________ 

Back 

Front 
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Rates effective through12/31/23 ORDER ONLINE AT WWW.DENVERCONVENTION.COM 

ONSITE SURCHARGE — ALL SERVICES, WITH THE EXCEPTION OF LABOR, WILL BE ASSESSED. 
A 30% LATE FEE IF ORDERED ON/AFTER THE FIRST SHOW MOVE-IN DAY.  

THERE WILL BE A $50.00 PROCESSING FEE FOR ALL REFUNDS REQUESTED.* 

TELEPHONE SERVICE – VOIP SERVICES QTY STANDARD RATE TOTAL 

STANDARD PHONE SERVICE (with instrument, single line service) $250.00 

ADVANCED PHONE SERVICE (with instrument, multi-button service) $450.00 

POLYCOM SPEAKER PHONE $450.00 

ANALOG LINE - FAX, MODEM, CREDIT CARD LINE (no Instrument, VOIP to 
analog line) 

$250.00 

VOICEMAIL BOX $50.00 

PROGRAMING - CALL HUNT/ROLLOVER/CALL PICKUP—(If ordering multi-
ple lines, maximum 2 times) 

$50.00 

LONG DISTANCE SERVICE* — Standard service does not include Long Distance Access. Long-distance calls require a credit card authorization form to be on 
file and calls will be charged to your card.   
INITIAL HERE TO ACCESS LONG DISTANCE SERVICE: __________ 

SPECIAL SERVICES QTY STANDARD RATE TOTAL 

EXTEND POTS, ISDN, T1, other $250.00 

Ordered by the exhibitor and delivered to the Convention Center Demarc by Exhibitor's carrier of choice. 

To ensure delivery to the Convention Center, please order from your carrier a minimum of four weeks prior to the show. 

Order # __________ Circuit No. _______________     Carrier Installation Date ________________ 

LABOR (Special placement, changes or repairs are charged in 1 hour increments.) $75.00 

TOTAL PAYMENT 

CREDIT CARD NUMBER:     AMEX    MC    Visa  EXPIRATION DATE: 

PRINT CARDHOLDERS NAME: CARDHOLDERS SIGNATURE: 

SIGNATURE ALSO ACKNOWLEDGES PAYMENT POLICES, ALL CONDITIONS & REGULATIONS 

 Phone Usage Charges: Usage charges are billed by CCC/SMG at the end of the show.  Local and toll-free calls are free. Long
distance calls are billed at AT&T retail rates.  Credit card must be on file before long-distance service is activated.

 Services are provided in the most convenient manner for CCC Technicians UNLESS booth floor plan is submitted prior to first show
move-in date.   BOOTH LAYOUT DIMENSIONS—Please submit booth floor plans with exact placements of each service drop, for exhibit
areas or space larger than 10x10. Special placement, testing and/or changes after the initial set will require additional labor and material
charges.  Handsets must be picked up by Exhibitor at the Service Desk upon arrival.

Event Name: ___________________________________________ 

Booth # ______________    Booth Dimensions _______________ 

Event Dates ____________________________________________ 

Company Name _________________________________________ 

Address _______________________________________________ 

City ______________________St________ Zip _______________ 

Phone _____________________ Fax________________________ 

E-mail _________________________________________________

TELEPHONE ORDER FORM 

Email Orders to:  eorders@denverconvention.com 

Order Online, Fax, or Mail at: 
Colorado Convention Center  
Attn: Exhibitor Services  303.228.8027 Ph 
700 14th Street 303.228.8101 Fx 

AVOID 20% SURCHARGE BY ORDERING ONLINE ONLY, IF ORDERED AT LEAST 15 
DAYS PRIOR TO FIRST SHOW MOVE - IN DATE. 

denverconvention.com/exhibit-at-an-event 
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ORDER ONLINE AT WWW.DENVERCONVENTION.COM 

SERVICE TYPE QTY STANDARD RATE Total 

COMCAST CABLE TV  

DIGITAL (HDTV) 
(Outputs: HDMI, S Video, RCA, L/R audio, Coaxial, and Optical 
digital audio)- By request for legacy devices) 

300.00 

CABLE CARDS - The CCC does not provide Cable Cards.  Arrangements for this service must be made with Comcast directly. 

SATELLITE DISH 

NOTE: Vendor must supply all Dish/Antenna hard-
ware, stands, roof protection, stand ballast, cable, 
connectors and any other materials required for      
installation. All equipment must be removed by the 
vendor immediately after event close. Must coordinate 
drop-off and pick-up of equipment with CCC.

DISH ANTENNA TO BE INSTALLED ON ROOF 
Needs 
Quoted 

CABLES TO BE RUN TO EXHIBIT/BOOTH/AREA 

DATE AND TIME INSTALLATION AND SERVICE REQUIRED BY:____________________________________________ 

ADDITIONAL SERVICE REQUIREMENTS: 

INTERNAL USE ONLY  

ESTIMATE ACTUAL 

LIFT USE (HRS) 

M/HRS 

CABLE (FT) 

SPLITTERS (QTY) 

ADDITIONAL MATERIALS USED:  

A properly oriented booth floor plan must be submitted to ensure proper installation and also to prevent service  
postponement.  The floor plan must include adjacent booth numbers surrounding the booth.  For booth spaces with     
multiple service drop locations, exact placement for each individual drop must be indicated on the floor plan. 

Event Name: ___________________________________________ 

Booth # ______________    Booth Dimensions _______________ 

Event Dates ____________________________________________ 

Company Name _________________________________________ 

Address _______________________________________________ 

City ______________________St________ Zip _______________ 

Phone _____________________ Fax________________________ 

E-mail _________________________________________________

Account Contact ________________________________________

CABLE TV & SATELLITE DISH 
INFORMATION FORM 

Email Orders to:  eorders@denverconvention.com 

Order Online, Fax, or Mail at:  
Colorado Convention Center 
Attn: Exhibitor Services                303.228.8027 Ph 
700 14th Street               303.228.8101 Fx 
Denver, CO 80202          www.denverconvention.com 

Rates effective through12/31/23 

AVOID 20% SURCHARGE BY ORDERING ONLINE ONLY, IF ORDERED AT LEAST 15 DAYS PRIOR 
TO FIRST SHOW MOVE - IN DATE. 

denverconvention.com/exhibit-at-an-event 

CREDIT CARD NUMBER:     AMEX    MC    Visa  EXPIRATION DATE: 

PRINT CARDHOLDERS NAME: CARDHOLDERS SIGNATURE: 

SIGNATURE ALSO ACKNOWLEDGES PAYMENT POLICES, ALL CONDITIONS & REGULATIONS 

Page 42



SERVICE LOCATOR PLAN 

All 10X10 and in-line booth services will be installed in the center back of the space. Larger booth exhibitors       
(i.e. Islands and Peninsulas,) must submit a properly oriented booth floor plan, including the adjacent booth    

numbers surrounding the booth, to ensure proper installation and also to prevent postponement.   

NOTE:  If a booth floor plan is not provided, services will be placed in the most convenient location.       
For booth spaces with multiple service drop locations, exact placement for each individual drop must be indicated on 

the Service Locator Plan, including electric, telephone, cable TV, compressed air, drain and water services.      
Special placement, testing and/or changes after the initial set will require additional labor and material charges.   

Multiple service orders without a booth floor plan, will be serviced on a first come, first serve basis.   

Electrical Services:  Telephone Services: 
E— Indicates each amp/watt (Will not be split or branched)  T— Indicates Telephone Lines 
O— Indicates overhead drop (Include height information)  F— Indicates Data/Fax Lines 

Compressed Air / Water / Drain:  
Indicate each drop by writing Air / Water / Drain  

**Please also indicate overhead or hanging utilities and all height information pertinent to each.** 

Event Name: Event Dates: 

Company Name: Booth Number: 

Please indicate scale: 1 square = _________ Feet.      Booth Size: __________________________ 

In-Line Booth             Island Booth 

Note adjacent  
booth # to left side 

of your booth 

__________ 

Note adjacent booth # to front side of your booth 

__________ 

Note adjacent 
booth # to right side 

of your booth 

__________ 

Back 

Front 
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CONDITIONS AND REGULATIONS  

TELEPHONE  

1. Telephone instruments must be picked up at the Service Desk.
2. A credit card is required for long distance access to be turned on.  All long distance charges incurred from the

first contracted show move-in date through the last move-out date are the responsibility of the exhibitor.
Usage will be billed at the close of show. There is a 100%  surcharge on each long distance call. Copies of
charge receipts and itemized billings will be mailed approximately one (1) week after the close of show.

3. Delivery of ALL data transmission lines ordered from an outside vendor will only be allowed to the
Demarcation Room at the Convention Center. ASM/CCC staff will complete all installations inside the facility.

4. ASM/CCC reserves the right to require deposit for Telecommunication equipment prior to installation.
5. All telephones are to be returned to avoid being charged a telephone replacement fee.
6. Once Installed, telephone services is active 24 hours a day for the entire length of the event.
7. 5 digit internal extension to extension dialing.

DESCRIPTION OF TELEPHONE SERVICES 
1. Standard Phone Service: Single VOIP phone line that includes the installation of a touch-tone line and rental

of a single line telephone instrument

Standard Phone Optional phone services:
Call Hunt/Roll to another ordered extension if line is busy or no answer (can only hunt/roll twice)
Hot-Line: place a call to predetermined destination by simply lifting the handset.
Call Forward
Call Pick-Up group: an incoming call to any extension in the pick-up group can be answered by any of the

phones in the specified group by picking up their handset and entering a code on the phones keypad.

2. Advanced Phone Service: VOIP phone line that includes the installation of one digital multi-button
telephone. This comes with fixed features such as hand’s free call, hold, conference, redial, and transfer.
Along with four programmable buttons that can be programmed based on what additional special
programming has been ordered.

Advanced Phone Optional phone services:
Call Appearance: Any ordered extension number can ring on labeled key on digital set.
Call Forward
Last Number Redial

3. Analog Line - Fax, Modem, Credit Card Line: Touch-tone analog phone line.  No instrument provided.
4. Voicemail Box: Voicemail box added to Standard Phone Service or Advanced Phone Service.
5. Polycom Speaker Phone: Speaker phone hooked to an VOIP phone line used for small to medium

conference room sets. Call to confirm availability if ordering more than six for a single show.
6. POTS/ISDN/T1 Extension:  Any services delivered by an outside vendor to the Demarcation room at the

CCC.

WATER/AIR/DRAIN  

1. Permanent building outlets, including restroom plumbing fixtures, are not to be used for booth
operations or disposal purposes.  A $500.00 fine will be assessed and collected from any exhibitor
involved in this activity.

2. Utility connections to booth will be operable one (1) hour prior to show opening and disconnected two (2)
hours after show closing.  To make alternative arrangements, contact the Exhibitor Services Department 30
days prior to show opening.

3. The CCC is not responsible for moisture or water in air lines, or any pressure variations.
4. All equipment using water must have inlet and outlet properly tagged.

Page 44



COMPRESSED AIR SERVICES — QTY STANDARD RATE TOTAL 

Single Outlet—1/2” male or female schedule 40 pipe thread adaptor
REQUIRED.  No guarantees can be made of min./max. pressure.  If  pressure is 
critical, the exhibitor must arrange to have a pressure regulator value or pump 
installed. If exhibitor needs an adapter, a $35.00 charge will be assessed for parts. 

$300.00 

Branch to additional locations $200.00 

COLD WATER SERVICES — ½” NPT Fitting QTY STANDARD RATE TOTAL 

Single Outlet—1/2” male or female schedule 40 pipe thread adaptor RE-
QUIRED.  Building pressure is MIN 45 P.S.I. MAX 60 P.S.I.  $300.00 

Branch to additional locations $200.00 

DRAIN SERVICES — Gravity Flow—1 ½” Max outlet  QTY STANDARD RATE TOTAL 

Standard Drain $300.00 

Additional Locations $200.00 

JACUZZI/HOT TUBS (Includes (1) 50A electrical service) QTY STANDARD RATE TOTAL 

200 to 400 Gallons $750.00 

401 gallons and Up $850.00 

*Other Fill and Drain Services call 303.228.8027 for email eorders@denverconvention.com for quote and requirements. *

LABOR (Connections, changes and repairs are charged in 1 hour increments.) $75.00 

 ONSITE SURCHARGE — ALL SERVICES, WITH THE EXCEPTION OF LABOR, WILL BE ASSESSED.  A 30% LATE FEE IF OR-
DERED ON/AFTER THE FIRST SHOW MOVE-IN DAY.

Fill—per 500 gal. (Pump out included if water contains no additives) $170.00 

Rates effective through12/31/23 ORDER ONLINE AT WWW.DENVERCONVENTION.COM 

 Services are provided in the most convenient manner for CCC Electricians UNLESS booth floor plan is submitted prior to first show
move-in date.  BOOTH LAYOUT DIMENSIONS—Please submit booth floor plans with exact placements of each service drop, for exhibit
areas or space larger than 10x10.

 LABOR:  Special placement, testing and/or changes after the initial set will require additional labor and material charges.  1 Hour minimum
of labor required for all water and air services.  Labor will be charged in 1 hour increments.

 Natural Gas Service available in Exhibit Halls ABC only. PLEASE CALL 303.228.8027 or email eorders@denverconvention.com with any
questions.

 ALL CONNECTIONS TO TAP WILL REQUIRE A LICENSED CONTRACTOR WITH A BUILDING PERMIT.
 Water fill features that require more than one fill & drain will require the purchase of two separate services.

CREDIT CARD NUMBER:     AMEX    MC    Visa  EXPIRATION DATE: 

PRINT CARDHOLDERS NAME: CARDHOLDERS SIGNATURE: 

SIGNATURE ALSO ACKNOWLEDGES PAYMENT POLICES, ALL CONDITIONS & REGULATIONS 

COMPRESSED AIR, WATER, & DRAIN  
ORDER FORM 

Email Orders to:  eorders@denverconvention.com 

Order Online, Fax, or Mail at:  
Colorado Convention Center 
Attn: Exhibitor Services                303.228.8027 Ph 
700 14th Street               303.228.8101 Fx 
Denver, CO 80202          www.denverconvention.com 

AVOID 20% SURCHARGE BY ORDERING ONLINE ONLY, IF ORDERED AT LEAST 15 
DAYS PRIOR TO FIRST SHOW MOVE - IN DATE. 

denverconvention.com/exhibit-at-an-event 

TOTAL PAYMENT: 

   Event Name: ___________________________________________ 

Booth # ______________    Booth Dimensions _______________ 

Event Dates ____________________________________________ 

Company Name _________________________________________ 

Address _______________________________________________ 

City ______________________St________ Zip _______________ 

Phone _____________________ Fax________________________ 

E-mail _________________________________________________ 
Account Contact ________________________________________
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SERVICE LOCATOR PLAN 

All 10X10 and in-line booth services will be installed in the center back of the space. Larger booth exhibitors                  
(i.e. Islands and Peninsulas,) must submit a properly oriented booth floor plan, including the adjacent booth    

numbers surrounding the booth, to ensure proper installation and also to prevent postponement.   
 

NOTE:  If a booth floor plan is not provided, services will be placed in the most convenient location.                         
For booth spaces with multiple service drop locations, exact placement for each individual drop must be indicated on 

the Service Locator Plan, including electric, telephone, cable TV, compressed air, drain and water services.                        
Special placement, testing and/or changes after the initial set will require additional labor and material charges.   

 
Multiple service orders without a booth floor plan, will be serviced on a first come, first serve basis.   

 
Electrical Services:          Telephone Services: 
E— Indicates each amp/watt (Will not be split or branched)  T— Indicates Telephone Lines  
O— Indicates overhead drop (Include height information)  F— Indicates Data/Fax Lines 

Compressed Air / Water / Drain:  
Indicate each drop by writing Air / Water / Drain  
 

**Please also indicate overhead or hanging utilities and all height information pertinent to each.** 

Event Name: 
 

Event Dates: 

Company Name: 
 

Booth Number: 

Please indicate scale: 1 square = _________ Feet.      Booth Size: __________________________ 

In-Line Booth             Island Booth 

Note adjacent  
booth # to left side 

of your booth 
 

__________ 

Note adjacent booth # to front side of your booth 
 

__________ 

Note adjacent 
booth # to right side 

of your booth 
 

__________ 

Back 

Front 
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GENERAL OPERATING POLICIES AND PROCEDURES 
ANSWERS TO MOST FREQUENTLY ASKED QUESTIONS 

 

GENERAL BUILDING POLICIES 

1. Decorations, signs, banners, and similar materials may not be taped, nailed, stapled or otherwise fastened 
to ceilings, doors, walls, glass, columns, painted surfaces, fabric or decorative walls.   

2. Helium balloons may not be sold or distributed inside the facility.  Helium balloons may be approved 
through your Event Manager for permanent attachment to authorized displays.  A deposit may be  required 
prior to installation.   
A. If helium balloons from an authorized display are released within the facility, labor costs to remove    

balloons from ceilings or ventilation fans will be charged. 
B. Helium (or like) balloons distributed outside the CCC should not be brought into the facility. 

3. No pressure-adhesive stickers or decals or similar promotional items may be distributed in the building.    
Labor costs to remove adhesive stickers and decals will be charged. 

4. The CCC escalators and public elevators are not to be used to transport freight or equipment. All equipment 
and freight should be transported, utilizing the freight elevator and brought in on the docks. 

5. The CCC does not provide furniture or equipment for exhibitors’ booths.  All arrangement for furniture and 
equipment for exhibitors should be handled by a general service contractor. 

 
SMOKING POLICY 

1. The CCC is a non-smoking facility. 
2. If the function is open to the general public, there will be no designated smoking area within the facility. 
3. Smoking is not permitted on the exhibit hall floor during move-in or move-out. 
4. The Denver Fire Department will issue citations for violations of this rule. 
 
FOOD AND BEVERAGE 

1. Sedexo Catering has exclusive catering, concession and liquor privileges at CCC.  It is not  permissible to 
bring food and beverages into the CCC.  Sedexo can be reached 303.228.8050 for in booth catering. 

2. Food and beverage distributed by exhibitors are limited to products manufactured, processed or  distributed 
by the exhibiting firm and are limited to sample size.  Buy-out fees will apply.  Please contact your         
Sedexo Catering representative at 303.228.8050 for more detailed information. 

 
SECURITY 

1. The CCC maintains twenty-four (24) hour security for building perimeter and internal patrols. 
2. Hall Security and Individual booth security are the responsibility of Show Management and the Exhibitor.  
 
DELIVERY PROCEDURES 

1. The CCC does not accept advance freight shipments for exhibitors or show management.  Freight must be 
consigned to the general service contractor or show manager during the event period.   

2. Mail received on site should be addressed to the appropriate show or event.  Mail will be held in the CCC 
offices until the first day of move in, at which time it will be delivered to show management. 

 
PARKING 

1. The CCC operates a 1,000 space parking garage connected directly to the facility. CCC does not operate 
any of the parking lots that surround our facilities.  Please call 303.228.8070 for information and to request 
a parking map if needed. 

2. Cars and/or trucks parked in marked fire lanes or in posted “no parking” areas will be ticketed and towed. 
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GENERAL OPERATING POLICIES AND PROCEDURES 
ANSWERS TO MOST FREQUENTLY ASKED QUESTIONS 

WASTE DIVERSION POLICY  

1. We recognize our important role in protecting and enhancing the environment and to help secure the long-
term sustainability of our city. As such we are committed to operations which reduce our environmental   
impact, focus on conserving resources, and utilizing products, technologies, and methods which continually 
improve in these efforts.  

  
 PROHBITED ITEMS AT THE CENTER 

Foamcore signage 
Signage that cannot be recycled or reused by the event organizer, excluding decals or window clings 
Single use plastic bags used for purchases, and plastic conference bags provided to collect show items 
Any hazardous substance, or item containing a hazardous substance 
 Large foliage (including tress), without the root system intact 

 
      RESTRICTIVE ITEMS AT THE CENTER 

While items are allowed at the Center, neither the Exhibitor nor Event Organizer shall leave any of the          
following upon conclusion of the event unless previously arranged with the Center directly: 

 
Vinyl banners 
 Large exhibits 
Electronics, furniture, or equipment, unless previously approved by CCC 
Carpet, carpet scraps, or carpet padding, as well as carpet tubes 
Pallets 

 
       ITEMS FOR DONATION 

Preapproval of a plan for donation is appreciated to ensure the material or items can be donated 
 In accordance with the license agreement terms and building policy any items left behind will become 

property of CCC. CCC will at its sole discretion, determine the best method to manage the material, in  
accordance with applicable law 

Any perishable food items left by exhibitors will become property of CCC one hour after the close of the 
show, and discarded according to building policy. 

 
2. 100% Compliance must be maintained, non-compliance will result in extra housekeeping and         
disposal fees to be charged. 
 
 
 

Abandoned Item Flat Rate Charge (+) Charge Fee  

Foamcore signage $200.00  $10.00/sheet 

Other signage waste* $100  $5.00/ea 

Single use plastic bags $100  $0.50/bag 

Hazardous substance $300.00  $ of disposal 

Vinyl banners $100  $10.00/lb. 

Large exhibits $650  % of roll off 

Electronics $100  $2.00/lb. 

Carpet, scrapes, padding, tubes $250  $50.00/lb. 

Furniture and/or equip. $75  $25/day until P/U 

Pallets  $200.00  $5.00/pallet 

Large foliage $75  $25/day until P/U 

Other misc item $100.00  $ of disposal 
*Unrecyclable or reusable by event organizer (excluding decals and window clings) 
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GENERAL OPERATING POLICIES AND PROCEDURES 
ANSWERS TO MOST FREQUENTLY ASKED QUESTIONS 

RIGGING/SUSPENSION OF LOADS 

The CCC management must approve all rigging/suspension of loads from any part of the facility  
structure. 
1. All signs, banners, and displays suspended from exhibit hall ceilings must be approved in advance and 

hung by CCC or general service contractor personnel. 
2. If you are using any part of the facility structure for rigging or the suspension of loads, you must submit to 

CCC two copies of your rigging plot to Exhibitor Services two months prior to move in for the CCC approval.  
Part of this requirement is due to possible shared or compounded loading between booths or  different 
shows and even between levels of the convention center which can also be a concern. This is even more 
important on larger shows where several booths are rigging within proximity to each other. 

3. All submittals will need to be overlaid in the correct location and orientation onto the Reflected Ceiling     
Plan (RCP) for the relevant area for proper review to take place (these drawings can be provided in .DWG 
or .PDF format if they are not on file already and/or upon request).  

4. The rigging plot should conform to the following: 
A. Name of show, show dates, building location; the name of the contractor responsible for rigging,        

including contact information; and if applicable, the names of the audio, lighting and scenery 
contractors.  Contact information should be printed on the plans. 

B. Rigging plots must be drawn in 1/16”=1’ scale. 
C. Rigging plots must indicate locations of points, loads for each point, and a legend that explains the use 

of each point; such as audio, lighting, and scenery. 
D. Rigging plots must include facility column locations and roof steel locations. 

5. The first point of contact for this should be your event manager. However, for more specific information, 
requirements, and limitations regarding rigging/suspension of loads at the CCC or for any inquiries that 
have not been assigned a specific point person please contact:  

    
   Jason Hiester       Joe McCullough 
   Technical Services Manager        Director of Operations 
   303.228.8126     303.228.8026 
    jhiester@denverconvention.com         JMccullough@denverconvention.com 
 
6.  If submittals do not meet/or exceed the outlined acceptable criteria the building provides, the rigging plan    

may need to be sent to the Structural Engineer of Record (SER) for approval at an additional cost.  Note: 
this SER review can add additional time to the review/approval process. If the rigging plan is not          
submitted 30 days prior to the first move in date a $500.00 review fee will be charged in addition to 
any applicable SER fee’s or cost. 

7. If not received in a timely fashion, rigging oversight charges may also apply and any rigging work may not 
be performed until a submittal is made and the plan has been approved by the building/Operations.   

8. Without all the information being submitted with ample time to review it limits options. 
 
BASIC FIRE CODE REGULATIONS 

1. Exits in all areas of the facility should not be blocked or covered for any reason. 
2. Exterior and loading dock doors and fire doors may not be propped open. 
3. All aisles should be kept clear, clean and free of obstructions. 
4. Firefighting and emergency equipment should not be blocked or obstructed under any circumstances. 
5. Materials used in the construction of displays must be fire resistant, such as draping, table coverings,     

banners, props, scenery, evergreen trees, bark, angel hair and shrubs.  All exhibits and displays are subject 
to inspection by the Fire Prevention Bureau and/or ASM/CCC management for compliance. 

6.   Vehicles with gasoline engines that are to be displayed should conform to the following: 
A. Battery cables must be disconnected. 
B. Fuel level in gas tank is less than ¼ tank, and is not to exceed five gallons. 
C. Must have protective covering under motors, drive trains and tires on any carpeted area. 
D. Vehicles displayed in any other area of the center other than the exhibit halls requires a Denver Fire 

Prevention permit. 
7. Use or storage of liquid petroleum (LP) gas by exhibitors is restricted.   

Page 49



GENERAL OPERATING POLICIES AND PROCEDURES 
ANSWERS TO MOST FREQUENTLY ASKED QUESTIONS 

BASIC FIRE CODE REGULATIONS continued 

8. Operation of any heater, barbecue, heat producing or open flame devices, candles, lanterns, torches,   
welding equipment, smoke emitting devices or materials in the CCC should have written authorization by 
the CCC management and the Fire Prevention Bureau.  Permits may be required. 

9. All empty crates and boxes should be stored in areas approved and assigned by the CCC management and 
the Fire Prevention Bureau. 

10. All electrical equipment should be U.L. (Underwriters Laboratories) approved. 
11. Show management, exhibitors and general service contractors should comply with all City fire codes that 

apply to  places of public assembly. 
12. All general service contractor equipment should be propane or battery powered.  Propane storage and 

transport is subject to Denver Fire Department regulations. 
13. Any covered exhibit space over 300 square feet requires a smoke detector and a 2A10BC fire extinguisher. 
 A.  Any exhibit that has a covered area greater than 300 sq. ft. must submit the following information to 

Denver Fire Prevention online permitting portal for approval 2 weeks prior to move in at: https://  
  www.denvergov.org/AccelaCitizenAccess 

   Diagram of the booth layout with dimensions. 
   Detail of the covered area including materials used. 
   Flame retardant certificate is required if soft goods are used as the covering. 

B. A copy of the permit must be onsite and presented to Fire detail working the event or Colorado  
      Convention Center Operations Manager when asked for. 

14. Storage in meeting room and ballroom corridors is not permitted. 
15. Multi-level exhibits and enclosed rooms have special requirements in order to obtain approval from the Fire 

Prevention Bureau. 
A. Exhibits with a double deck structure and/or enclosed room must submit the following information to  
 Denver Fire Prevention at https://www.denvergov.org/AccelaCitizenAccess for review and approval a  
 minimum of 15 days prior to move in: 

 Engineer stamped drawings of the double deck structure and/or enclosed room. 
 Diagram of the booth layout with dimensions. 
 Elevation drawing of the double deck structure and/or enclosed room. 

B.  Contact CCC Operations Manager at 303.228.8013 for further clarification and specifics if necessary. 
C. Once all the information has been received by the Operations Manager, it will be reviewed and submitted 

to the Denver Fire Prevention for approval. 
 
 
 
FOR A MORE COMPREHENSIVE LIST OF POLICIES AND PROCEDURES, PLEASE REFER TO THE CCC 

EVENT PLANNER’S RESOURCE BROCHURE. 
 

Questions should be directed to: 
Exhibitor Services Department 

700 14
th

 Street 
Denver, Colorado 80202   

Phone: 303.228.8027       Fax: 303.228.8101 

 Email: eorders@denverconvention.com 
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FIRST CLASS CUSTOMER SERVICE
Leading up to the start of your event, our customer service team 
will work with you to ensure all the required information needed 
to install services is collected prior to your arrival. These items 
include; verifying your order, providing all pertinent IP and 
wireless information, collecting a floor plan, advanced payment, 
and confirmation of all required signatures. We understand 
there are a lot of moving parts when planning to exhibit at 
a convention and our mission to make this process as easy  
as possible.

It’s our goal to make our team as accessible as possible. All our 
events are staffed with local team members for you to utilize, helping 
ensure network reliability and the delivery of the services you 
need. During move-in and show days, our team is available to assist 
you with your ordered services.

KNOWLEDGEABLE TECHNICAL SUPPORT
Our experienced technicians are readily available to perform 
troubleshooting, installation of additional services, relocations and 
much more.

Our team will be available throughout the entire event to provide 
you with the show experience you’ve always envisioned. 

REDUNDANCY OF EQUIPMENT
We always have spares on-hand and are network ready. Smart 
City always keeps network switches and wireless access points  
on-hand and connected to the network. If a piece of equipment 
fails, we can replace it immediately with little to no downtime.

24/7 NETWORK MONITORING
All ports on the Smart City network are polled every minute for 
network stability. Certified network engineers are on staff in our 
Network Operations Center during event hours and on call 24/7.

Order online at:
orders.smartcitynetworks.com
or call 888.446.6911
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Is the exclusive provider of the following services:

INTERNET
WIRED AND WIRELESS SERVICES
From straightforward high-speed wired Internet connectivity to complex high-density wireless 
networks, our wired and wireless services are able to exceed all of your speed, security and 
reliability demands. Smart City Networks’ state-of-the-art fiber backbone allows for lightning fast 
speeds throughout our convention centers, while offering completely customizable tiers of Internet 
services to fit any event need. We partner with your team to facilitate the events requirements and 
enhance the users experience.
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Need just a

BASIC
CONNECTION?

Our BASIC INTERNET SERVICE, ideal for 
LIGHT INTERNET USAGE such as
web browsing and checking email via a wired connection.

*NOT FOR STREAMING
**ORDER 14 DAYS PRIOR TO FIRST DAY OF MOVE-IN TO GET THE INCENTIVE RATE!

Basic Internet Includes:
• 1.54 Mbps burstable to 3 Mbps per device
• Routers are not permitted on this service and will not work
• Each device includes (1) Private IP Address
• Up to 4 additional IPs [devices] may be purchased separately
• Ethernet RJ45 Hardline drop and is DHCP (plug and play)

To connect multiple devices to this service a Switch Rental, Patch Cables and Floor Work are required.  If more than 5 devices 
are needed, another main drop (Basic Internet w/ 1 Private IP) is required. An additional 4 devices can then be added to your 
order. A maximum of 10 devices in one location is permitted. 

SERVICE INCENTIVE** BASE ON-SITE
Basic Internet  $895  $1,140  $1,368 

Additional Device $185 $220 $255

EQUIPMENT & LABOR INCENTIVE** BASE ON-SITE

Switch Rental $185 $225 $270

Patch Cables $50 $62 $74

Labor (Floor Work) $125 $125 $125

Order online at:
orders.smartcitynetworks.com
or call 888.446.6911
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Our DEDICATED WIRED SERVICES are the 
FASTEST AND MOST RELIABLE way
to deliver high quality experiences at your event.

*ORDER 14 DAYS PRIOR TO FIRST DAY OF MOVE-IN TO GET THE INCENTIVE RATE!

Whether you are setting up your own booth Wi-Fi, Webcasting, HD Streaming, Gaming or require Point to Point connectivity, 
Dedicated Internet is the way to go!

Dedicated Services Include:
• Ethernet (1) RJ45 Hardline drop with VLAN 
• Wireless and Hardline routers are permitted
• (5) Static Public IP addresses
• Speeds up to 1 Gbps available
• Additional Static IP addresses available for purchase

What if it’s 

MISSION 
CRITICAL?

Order online at:
orders.smartcitynetworks.com
or call 888.446.6911

 DEDICATED SERVICES
STREAMING

INCENTIVE* BASE ON-SITE
SD HD UHD

3 Mbps Dedicated 1 N/A N/A  $3,495  $4,370  $5,244 

6 Mbps Dedicated 2 1 N/A  $5,900  $7,375  $8,850 

10 Mbps Dedicated 3 2 N/A  $7,850  $9,810  $11,772 

15 Mbps Dedicated 5 3 N/A  $11,700  $14,630  $17,556 

25 Mbps Dedicated 6 4 1  $19,250  $24,060  $28,872 

or           or 
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*NOT FOR STREAMING.
**ORDER 14 DAYS PRIOR TO FIRST DAY OF MOVE-IN TO GET THE INCENTIVE RATE!

All Hotspots broadcast on the 5 Ghz frequency only and include:
• (1) Custom network name or SSID
• (1) Password (8 character minimum)
• (1) Access Point - booth size may require additional Access Point rental

NEED WIRELESS
CONNECTIVITY?

Our STANDARD HOTSPOT provides 

SIMPLE & SECURE WIRELESS 
connectivity ideal for checking emails, browsing the web, 
processing payments, and light website demonstrations.

orders.smartcitynetworks.com/wifi-splash-page-design

Order online at:
orders.smartcitynetworks.com
or call 888.446.6911

STANDARD HOTSPOT PROVIDES 3 Mbps BURSTABLE TO 5 Mbps PER DEVICE*
DEVICE LIMIT INCENTIVE** BASE ON-SITE

5 Device Limit  $2,339  $2,807  $3,368 

15 Device Limit  $4,133  $4,960  $5,952 

30 Device Limit  $6,762  $8,114  $9,737 

Additional Access Point Rental  $750  $750  $750 
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WILL YOUR BOOTH DEMO
BRING OUT THE MASSES?

Our PREMIUM HOTSPOT combines

HIGH BANDWIDTH WIRELESS
with greater flexibility and customization options that generate 
smoother product demos, quicker remote connectivity and superior 
video streaming quality.

orders.smartcitynetworks.com/wifi-splash-page-design

*ORDER 14 DAYS PRIOR TO FIRST DAY OF MOVE-IN TO GET THE INCENTIVE RATE!

All Hotspots broadcast on the 5 Ghz frequency only and include:
• (1) Custom network name or SSID
• (1) Password (8 character minimum)
• (1) Access Point - booth size may require additional Access Point rental

Order online at:
orders.smartcitynetworks.com
or call 888.446.6911

PREMIUM HOTSPOTS ARE NOT RATE LIMITED PER DEVICE
STREAMING

BANDWIDTH ALLOCATION SD HD UHD INCENTIVE* BASE ON-SITE

10 Mbps 3 N/A N/A  $8,800  $10,560  $12,672 

20 Mbps 6 4 N/A  $16,600  $19,920  $23,904 

30 Mbps 10 6 1  $24,200  $29,040  $34,848 

40 Mbps 13 8 1  $31,550  $37,860  $45,434 

50 Mbps 16 10 2  $39,050  $46,860  $56,232 

Additional Access Point Rental N/A N/A N/A  $750  $750  $750 

or           or 
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DOES SMART CITY NETWORKS PROVIDE 
COMPLIMENTARY WI-FI?
Yes! Smart City Networks provides complimentary Wi-Fi in most 
designated public areas of the facility, such as the concourse lobbies 
and food courts. Check with your specific venue for locations. This 
service is made available to approximately 30 million guests, visitors, 
and attendees at our convention centers throughout the country. 
There is no requirement to purchase a Smart City Networks service in 
order to take advantage of the complimentary Wi-Fi.

WHY DOESN’T SMART CITY NETWORKS PROVIDE 
COMPLIMENTARY WI-FI IN THE EXHIBIT HALLS?
Exhibit halls are not public areas since this space is typically licensed 
to a company, government agency, or trade association for a private 
event. The space license agreement governs the availability of a 
range of services for the event and the license may or may not call 
for complimentary Wi-Fi services.

WILL MY PERSONAL HOTSPOT (MI-FI) WORK IN 
YOUR BUILDING?
Yes – however, the capability of your personal mobile hotspot is 
limited by your cellular carrier by the spectrum and Internet bandwidth 
capacity they have made available. Cellular carrier signals penetrate 
into a facility either from a nearby cellular tower or via an in-building 
Distributed Antenna System (DAS). It is important to remember that 
your personal mobile hotspot is obtaining a wireless signal from 
a shared cellular network, so service may be disrupted or become 
unreliable due to user density and demand on the carrier’s network. In 
all cases, you have the option to take advantage of the complimentary 
Wi-Fi throughout the public areas, or if you choose, you can purchase 
an upgraded package based on your service requirements.

WHAT MUST BE  IDENTIFIED ON MY FLOORPLANS?
Floor plans should include the surrounding booth numbers for 
orientation, measurements and easy identification of all required 
end location(s). Be sure to distinguish your main distribution line 
(MDL) and additional patch cables. Please reference Smart City’s 
Communications Floorplan Worksheet.

TIP: Most of our venue’s data jacks originate from a floor 
pocket. Be sure to submit a completed floorplan prior 
to the first day show move-in to avoid any additional 
labor charges. 

DO YOU OFFER INCENTIVE RATES?
Yes! Orders received along with payment by the incentive deadline 
date will receive our early incentive pricing. 

WHY ARE ROUTERS NOT ALLOWED ON A  
SHARED NETWORK?
Many times, Smart City has found that routers on a shared network 
are installed incorrectly, which can cause problems for other users 
of the network. Additionally, an accurate count of the number of 
devices on the network is required to determine the appropriate 
network size and bandwidth available to the network. For more 
information and to request the build-out of a special system to meet 
your needs, contact our team today for a quote.

CAN I PROVIDE MY OWN SWITCH  
AND/OR CABLING?
Yes, you can provide your own switch and patch cables for in booth 
cabling. Unless otherwise mandated by the venue.

Please Note: Connectivity can be guaranteed only to the point 
where Smart City Networks’ services originate in the booth.  Smart 
City Networks cannot guarantee service on customer/exhibitor-
provided cable(s) and/or equipment. Any request for trouble 
diagnosis or problem resolution found not to be the fault of Smart 
City Networks (such as faulty equipment or damaged cable) may 
be billed to the exhibitor at the prevailing labor rate.

HOW MUCH BANDWIDTH DO I NEED?
To identify how much bandwidth you should require, please reach 
out to a technical representative in your organization, review your 
program specifications listed with any demonstrations or downloads 
you plan to run. 

WHAT DOES SD, HD, AND UHD STAND FOR?
SD, HD, and UHD are the abbreviated names of three video 
streaming formats. The basic difference between each of the formats  
is the number of pixels comprising the video image. The greater the 
pixel count the sharper and more detailed your video will be. 

Order online at:
orders.smartcitynetworks.com
or call 888.446.6911

FORMAT RESOLUTION BANDWIDTH REQUIRED  

Standard Definition (SD) 720x480 3.0-5.0 Mbps

High Definition (HD) 
1280x720 & 

1920x1080
5.0-8.0 Mbps

Ultra High Definition (UHD) 3840x2160 25 Mbps
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“IN A HECTIC WORLD, WE PROVIDE PEACE OF MIND.”

Our Promise 
Smart City Networks is “Where Technology Meets Hospitality”. By anticipating and responding to our clients’ needs, 
we continue to lead the nation in providing quality advanced technology and telecommunication solutions to the trade 
show and event industry. We work to build personal relationships with our clients because excellent service requires an 
exceptional and long-lasting commitment.
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ImageAV

The Onsite Production Partner at the CCC

IATSE Labor Union Management, Logistical Planning & Payrol l

50% Discount on Electrical and Util ity Pricing

Dedicated, Ons i te Event Product ion Management

Rigging and CAD Services 

Onsite Video, Audio, and Lighting Inventory

Event Design Services Including Modular Backdrops Page 60
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ImageAV

Exhibitor Services

We Make Exhibitor Orders A Hassle-Free Process

Onsite Equipment + Tech Support 

Equipment Packages Designed Based on 
Common Needs 

Custom + Unique Exhibit Services From 

LED Walls to Lighting Packages

Expertise With The CCC Halls And 

Guidelines

Online Exhibitor Order Form 
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Labor is $200 for delivery and strike during normal business hours M-F and $300 for weekends, holidays, and outside M-F business hours

Additional charges will be incurred for sets that require more than 1 hour of labor 

Qty Item Total Qty Total

$150 x $175 x

$200 x

$300 x

$450 x $125 x

$600 x $175 x

$700 x

$225 x

$1,200 x

$75 x

$175 x Qty Item # of Days Total

$500
x

$300 x

$50
x

$175 x

$50 x

*Media player or laptop required to show content

Please email completed order forms to CCCEvents@imageav.com

Don't see what you need listed below? Please call (303) 758-1818 or email CCCEvents@imageav.com for custom orders

Visit our online order form to place your order

Labor for wall mount monitors arranged through General Services Contractor

LED Uplight Pckg (4 Color Changing 

LED Lights)

Wireless Keyboard + Mouse

75" Smart HD Video Monitor + Floor Stand

Digital Media Player (req. to play USB 

media)

8' Tripod Screen + 5K Lumen Projector

40" HD Video Monitor + Floor Stand*

32" HD Video Monitor + Table Stand*

8' Tripod Projection Screen

55" Smart HD Video Monitor + Floor Stand

Wall Mount for Monitor

City, State, Zip:

Item

Laptop PC with Windows Suite

Pricing is valid through September 30, 2023

DÉCOR & LIGHTING 

Overhead Booth Lighting and Specialty Lighting available

4K Monitors, Touchscreen Monitors, Projectors, Screens, and LED Walls 

available upon request

Administration Fee (3%)

Labor 

Total Equipment Costs 

Please call for any orders that require more than (2) Microphones and/or 

(2) Speakers as additional labor/support may be required 

Email: 

27" HD Video Monitor + Table Stand*

VIDEO MONITORS 

80" Smart HD Video Monitor + Floor Stand

Save Time - Order Online! 

Wireless Handheld or Lapel Mic

Wireless Headset Mic

AUDIO EQUIPMENT

PA system: 1 Speaker, Aux Input Cable

# of Days

PA system: 2 Speakers, Wireless Mic, 

Aux Input Cable
$375 x

# of Days

Phone Number:

Pick-up Date: Pick-up Time:

Delivery Date: 

Show & Company Information 

Colorado Convention Center                                                                                                           

Exhibitor Rental Form                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            

Preferred AV Provider at the Colorado Convention Center

Company Name:

Mailing Address:

Booth Number:

Delivery Time: Onsite Contact: 

Booth Name:

Order Date:

*All orders require sales tax.  If you are not required to pay Denver City and CO State sales tax, please email cccevents@imageav.com to place your order.

Sales Tax (8.81%)

Total Charges 

REVIEW YOUR ORDER*

27" Touch Screen Monitor + Table Stand*

65" Touch Screen Monitor + Floor Stand*

A confirmation email and payment link will be sent 

Please note any comments about your order: 
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Labor: A four (4) hour minimum will be required for all orders requiring a technician on site.

ImageAV Liability: ImageAV will use due care in processing and scheduling the work of the Customer, but it will be 

responsible only to the extent of correcting any errors which are due to the equipment operators and/or 

equipment of ImageAV. The liability of ImageAV with respect to this Agreement shall in any event be limited to the 

total compensation for the services provided under this Agreement and shall not include any contingent liability. 

The Customer further agrees that ImageAV will not be liable for any lost profits, or for any claim of demand against 

the Customer by any other party.

Customer Liability: Customer shall pay ImageAV all costs and expenses, including attorney’s fees, incurred by 

ImageAV in exercising any of its rights or remedies hereunder or enforcing any of the terms, conditions, or provisions 

hereof.

Client Services Agreement 
Prices & Availability: All prices and availability are for this event only and are subject to change without notice until 

this proposal is signed and the required deposit is received. All equipment reservations and the scheduling of 

required technical personnel will be done on a tentative basis only until this proposal has been signed and required 

payment received.

Payment: All rentals require payment at the time of order to hold the equipment and price, and must be secured 

with a valid credit card. All orders will require the balance of the order to be paid prior to loading in / setting up 

equipment. Payment that is outstanding for any reason will be billed to the credit card of record. If payment is 

made by check, the Customer/Lessee agrees to pay a service charge of $25.00 or 5% of order total, whichever is 

greater, if the check is returned by bank. In addition, the Customer/Lessee agrees to pay any and all court costs, 

attorney fees, and any other collection costs.

Equipment: All equipment rental rates are subject to availability upon confirmation. Any damage to equipment due 

to the negligence of the Customer, Customer's staff or guests will be the responsibility of the undersigned (the 

Customer), who will be required to reimburse Image Audiovisuals, Inc. (ImageAV) for reasonable costs for repair or 

replacement, including shipping. ImageAV guarantees all equipment will be in good working order upon delivery / 

customer pick up. ImageAV has 24 hour support if a problem should occur with equipment. ImageAV is not 

responsible for any problems reported after the equipment rental period. Customer will pay the replacement cost 

of any equipment which is lost or stolen while in the Customer’s care.

Security: ImageAV does not provide overnight security for equipment. Security is the responsibility of the Customer.

Venue Charges: The following charges are beyond ImageAV’s control and will be applied by the venue: 

Electrical/Power, In-house rigging, Union Staff, Shadow Security, Security, Fire Marshall and Fogger/Haze Use 

Charges. ImageAV is not responsible for the above charges or any other venue imposed charges, unless stated in 

the proposal.

On – Site Additions: All equipment and corresponding labor and venue charges added on to an event while on site 

are the responsibility of the Customer.

Cancellations: Customer must inform ImageAV of cancellations in writing 48 hours prior to scheduled load in or be 

billed at full contracted cost. All cancelled orders will incur a 10% cancellation fee.  Any nonrefundable deposits 

paid to suppliers or expenses incurred on behalf of the customer will be billed to the customer in full regardless of 

cancellations. Because of the unique nature of our business, we are unable to make exceptions to this policy, 

including, but not limited to, the cancellation of your event for any reason whatsoever.
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Parcel Management Fee Schedule 

(Inbound, Storage, & Outbound) 

Small Packages 

Letters/Packs $5.00

1 - 10 lbs. $10.00 

11 - 20 lbs. $20.00 

Medium Packages 

21 - 30 lbs. $30.00 

31 - 45 lbs. $40.00 

46 - 60 lbs. $50.00 

Large Packages 

61 - 100 lbs. $90.00 

101+ lbs. $120.00 

Freight 

Pallets $275.00

*Includes receiving, securing and storage for up to 2
business days prior to arrival. $10.00 per day storage
fee for days 3+

*A $5.00 fee to be charged for pre-labeled UPS
packages drop-offs for Outbound Packages Only

 

 
 
 
 

Before you Arrive

During the Event

After the Event

Not all materials can be brought with you to every 
location. But don't worry UPS has you covered! Banners, 
Posters, and Signs can be made onsite and be picked up 

when you arrive.
Do you already have presentation materials made? 

Excellent! To avoid the wasted time and possible damage 
of checking your materials on a plane we can also receive 

packages containing your presentation materials.
As the United States most trusted package handler you 

can be assured it will arrive on time and undamaged.

Paper booklets, hand outs, brochures and many more. 
whatever presentation materials you may need, we can 

make anything you need to wow your audience.
With quick turn around we can provide you any of the 

last minuet presentation materials you need to make any 
presentation or booth a hit. 

Once everything is done and its time to go home UPS 
can make leaving easy. Packing and shipping materials, 
creating custom Thank you cards and discreetly shred-
ding documents are just some of the services we offer. 

The USP Store at the convention center can help with all 
of your post presentation needs.

Shipping Solutions at The UPS Store 
at the Colorado Convention Center

Packages sent to the UPS Store 
must be addressed as follows:

The UPS Store
Attn: (Client Name & Event)

700 14th St.
Denver, CO 80202

Additinoally, it may also be beneficial to affix an identifiable label 
to the package(s) with client’s name, event name, and booth number.

Parcel Management Fee Schedule

(Inbound, Storage, & Outbound)

Small Packages

Before you Arrive

During the Event

Not all materials can be brought with you to ev
location. But don't worry UPS has you covered! Ba
Posters, and Signs can be made onsite and be pic

when you arrive.
Do you already have presentation materials ma

Excellent! To avoid the wasted time and possible d
of checking your materials on a plane we can also

packages containing your presentation mater
As the United States most trusted package hand

can be assured it will arrive on time and undam

Paper booklets, hand outs, brochures and many 
whatever presentation materials you may need, w

make anything you need to wow your audien
With quick turn around we can provide you any 

last minuet presentation materials you need to m
presentation or booth a hit. 

Shipping Solutions at The UPS Store 
at the Colorado Convention Center

Located in: The Colorado Convention Center
Address: The Colorado Convention Center

700 14th St, Denver, CO 80202
Phone: (720) 904-2300

Hours: 
Friday 8AM–6PM
Saturday 9AM–3PM

Sunday Closed
Monday 8AM–6PM
Tuesday 8AM–6PM

Wednesday 8AM–6PM
Thursday 8AM–6PM

**Extended Hours during Larger Conventions

**For those with special needs, reserve your mobile scooter 
at the UPS Store by calling to reserve prior to your arrival. 

Limited Availability.
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