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I. INTRODUCTION

We extend to you a warm, mile high welcome to the Colorado Convention Center (“CCC”) and look
forward to servicing your event with utmost professionalism. It is our mission to assist in the
successful planning and production of your convention, trade show or special event.

To deliver the kind of successful meeting and to demonstrate services that your attendees and
exhibitors deserve, a smooth and well-coordinated relationship between our staff and yours is
essential. In an effort to help establish this kind of collaboration, we have assembled this guide
which is designed to make your job easier. Itis designed on the premise that we can never provide
too much information. Our goal is that this guide will answer your questions, provide time lines and
deadlines, and it will offer definitions to help us speak the same language. In addition, it will
introduce rules and regulations to protect us both, and it will offer helpful advice for each step in the
event-planning process.

Once the space in our facility has been reserved through our Sales Department and you have
signed a License Agreement (“contract”) for its use, our Event Management Department
becomes your primary source of information. You will be assigned an Event Manager
approximately two years prior to your event or as soon as you are issued a contract for the space.
Your Event Manager will work with you on every aspect of the planning process. If you have
guestions prior to that time, we encourage you to call our Event Management Department at
(303) 228-8000, Monday through Friday, 8:00 am to 5:00 pm.



. KEY TEAM PLAYERS

A. Event Management

Your Event Manager is the number one player on the team. This individual is assigned to work with
you and your staff from initial planning through move out. Your Event Manager is as crucial to
the success of your convention, trade show and/or event as any member of your own staff.

Use your Event Manager as the principal source of information during the planning process and
upon your on-site arrival. Your Event Manager will answer your questions, convey information to
our operations department and take full responsibility for the smooth functioning of your activities in
our facility.

In this guide, you will find a Timeline of Important Dates and Deadlines, for providing your Event
Manager with essential information.

A minimum of thirty days prior to your arrival, your Event Manager should receive the entire
event set up requirements. In accordance with your Contract, financial discounts will be applied
when you meet crucial deadlines.

Your Event Manager is the key player at our facility and functions as the link to all of our operating
departments. Your Event Manager communicates your needs and event requirements to the
following departments: Exhibitor Services, Engineering, Electrical, Technology, Security, Guest
Services, Housekeeping, Sustainability, Building Services, Technical Services, Food and
Beverage/Catering, Sales and Facility Services.

B. Exhibitor Services

The Exhibitor Services staff coordinates and forwards your utility needs to the appropriate
departments, i.e. Electrical, Engineering or Telecommunications, to ensure that your requirements
are processed in a timely and cost-efficient manner. The Exhibitor Services Department will also
assist you with any special features needed from satellite up links, down links and special phone
configurations.

All of your event utility orders should be included with the information to your Event Manager. Your
Event Manager will work closely with our Exhibitor Services Department in communicating your
needs.

Your exhibitors can order their Electrical, Engineering or Telecommunications services before they
arrive on site, either through the Utility Service Order Forms in the exhibitor service Kits or via our
website at www.denverconvention.com - Online ordering. For more information, please call
Exhibitor Services at (303) 228-8027.

The Exhibitor Services’ desk is staffed during your event move-in. It is necessary to coordinate
your Exhibitor Services’ desk hours with your Event Manager to insure adequate coverage.

C. Engineering

Our Engineering Department ensures that the heating, ventilating, air conditioning and other critical
building systems work correctly for the comfort and the safety of your staff, attendees and
exhibitors. They also provide air and water drops for clients and exhibitors.



D. Electrical

Our Electrical Department takes care of all facility lighting requests and power for all clients and
exhibitors. The electricians work directly with the Event Manager and Exhibitor Services staff, to
ensure that your event needs are met in a timely and efficient manner.

E. Internet
SmartCity Networks is the exclusive event technology provider for the CCC and offers high-speed
Internet, turnkey data networking services including local area networks, wide area networks and

private networks using the latest technology. SmartCity has deployed a wireless network
throughout the center that offers internet access to exhibitors and attendees.

F. Security

You will be selecting a security contractor to provide event security services for your lobby, meeting
room and exhibit hall areas from move in through move out.

Our primary responsibility is to provide a secure building perimeter on a twenty-four hour basis.
CCC Security staff will also work closely with your contracted event security company to ensure that
our Security Protocol has been followed. See Appendix A

G. Guest Services

In order to welcome your attendees, our Guest Services Department will schedule a complimentary
greeter at either A or F Atrium entrance. The Guest Services Greeter will not only guide your
attendees to the appropriate space for your event, but they are trained on the logistics and
amenities of the facility. If you choose to utilize the people mover service during your event, a
Guest Services Representative will operate the people mover. It is their goal to make your
attendees feel like a special guest during their visit to CCC. See Appendix B.

H. Housekeeping

Our Housekeeping Department keeps the restrooms, lobbies, corridors and other public areas clean
and presentable during your event hours. Meeting rooms will be monitored and refreshed
according to the event schedule. Trash generated at registration areas and individual exhibitor
booths are serviced through your general service contractor. Please inform your Event Manager
about special cleaning schedules or restricted housekeeping areas.

I. Sustainability

Our Sustainability Department is committed to helping our clients host conferences and events that
consider the triple bottom line of economics, environment, and community. By implementing
various sustainable practices, together we can help you reduce the environmental impact of your
event and raise awareness with your attendees and stakeholders. Ask your Event Manager about
the CCC sustainability practices and how we can work together.



J. Building Services

Our Building Services Department sets all tables, chairs, risers and other equipment, within the
limits of our inventory. They move the meeting room air walls and handle your changeover
requirements. Some services may involve a labor charge, please ask your Event Manager about
changeover fees. Water service is provided to your podium and/or head tables at no additional
charge; however, hollow square and conference sets are watered for a minimal charge.

K. Technical Services

Our Technical Services Department sets staging, house lighting, and audio. Again, some services
may involve a labor charge, please ask your Event Manager about changeover fees. Our
Technical Services staff works in conjunction with your contractors. They review all rigging plots,
operate house lifts/forklifts and other minor material handling.

L. Food and Beverage - Catering

Centerplate Catering is proud to be the exclusive caterer at the CCC. They have earned an
excellent reputation for their fresh, innovative menus; the quality and presentation of their food; their
professional and courteous staff; their attention to detail and quality of service and most importantly,
for their repeat performance in satisfying our guests.

Centerplate’s culinary professionals provide a wide selection of heart-healthy, vegetarian,
international, American and regional menus for show management, exhibitors and attendees. They
will specialize in the creation of custom menus; their highly trained catering specialists are also on
hand to help you develop culinary plans based on your distinct food and beverage needs. In
addition, our café-style restaurant and concession stands are conveniently located throughout the
facility to enhance your event.

Your Catering Representative helps you with all of your food and beverage needs. Together,
the Event Manager and Catering Representative plan and execute all details necessary for the
success of your event.

During the planning process, it is important to explain the responsibilities of the different team
members. Just as the Event Manager requires information as to how and when you will use facility
space, the Catering Representative requires the following details to create your food and beverage
program:

Menus

Tasting and sampling

Coffee and refreshment services

Cafe-style restaurant and concession programs
Booth catering

Water service

Cash carts

LR S S R

We encourage you to contact us as soon as you are ready to start planning any of your food and
beverage needs. Your Catering Representative is available to meet with you as early as your first
contact with the facility. As your single source for planning food service needs, your Catering
Representative should be included in your site tour to provide valuable information on the
possibilities available to you. Insurance liability does not permit us to allow any food or beverage to
be removed from the facilities. All food must be consumed on the facility premises.



M. Sales

Our Sales Department has worked with you since the initial booking of your event and through the
administering of your contract.

Your contract is our legal commitment to each other. Until it is signed by you and executed by us,
the partnership is not complete. If you are less than eighteen months from your event and do not
have an executed contract, call your Sales Manager to discuss the status of your contract.

In most cases your contract has already been executed and you are now working with your Event
Manager. However, it is very important to let your Sales Manager know if you have made any
changes to your event that will affect your contract. An amendment will then be prepared for your
signature.

Also, our Sales Department works in partnership with Visit Denver in booking activities into our
facility. If you are interested in exploring dates within the next eighteen months at the CCC, please
call us directly at (303) 228-8000. If your plans are for the more distant future, or if you need hotel
room accommodations, please call Visit Denver at (303) 892-1112 or 1-800-480-2010.

N. Facility Services

1. Automated Teller Machine

For your convenience, twenty-four hour ATM machines are located in B Lobby, D Lobby and
F Lobby.

2. Business Center

A full service business center is located just off Lobby A in the red-carpeted main concourse
between the 100 and 200 meeting rooms. We provide on-site printing, signage, equipment
rentals and much more! Attendees will appreciate the Hands Free Ship-It-Home Service,
which stores, packs and ships attendee items for one low price. No need to carry items
back to the hotel or airport.

The Business Center also has workstations with high-speed Internet; as well as office
supplies, copy, fax and printing services. You can also upload your artwork on our website
for expedited service!

In addition, the Business Center remains open two hours after exhibits close on the last day
for exhibitor shipping.

Contact the Business Center in advance for special printing, signage services and
rentals of copiers and fax machines. Hours are 7:30am — 5:30pm on convention days.
Contacts:

Bob Borgerding

bborgerding@myofficeco.com

720-904-2300, FAX 720-904-0796
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3. Child Care

The CCC is proud to be the first in the nation to designate a special area in the convention
center for the provision of child care. Room 610-612 is approximately 2000 square feet and
is equipped with toys and furniture appropriate for children between the ages of six weeks
and ten years. Adjacent to room 612 is a kiddie toilet, sink and changing table area. Ask
your Sales Manager for details on renting these rooms.

4. Emergency Services - Paramedic/Fire Fighter

The health and safety of your attendees and exhibitors is very important to us. The City of
Denver has adopted the Uniform Fire Code, which requires that off-duty fire fighters be
assigned to public gatherings to provide for life-safety enforcement and crowd management.
Both fire fighter and paramedic services are arranged through your Event Manager.

5. Gift Shop

The Gift Shop has two locations at the CCC, one in A concourse and another in C
concourse. The shops carry a myriad of items (i.e. sundry items, office supplies, T-shirts,
sweat shirts, etc.) plus a specialized collection of Colorado arts and crafts and Native
American, Aspen and turquoise jewelry. They tailor their availability to your event hours.

6. Image Audiovisuals

Image Audiovisuals is our on-site audio visual partner at the CCC. We offer a complete
inventory of state-of-the-art audio visual equipment, along with the following services:

Onsite Staffing and 24/7/365 Availability

Inventory CTS® Certified
HDTV Widescreen Technicians
Projectors, Screens and Mediasite®
Displays Presentation Web-

Video/Audio Conferencing Streaming

DVD and HDTV

Medical Meetings Production Services

Specialists

CAD Room Diagramming Audience Response
Systems

For more information, go to http://www.imageav.com/ccc.php or contact us at 303-228-

8047.
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CONVENTION CENTER

Timeline of Important Dates

The purpose of this form is to "help us to help you" in knowing the timeline of important dates and
deadlines for your conference. We look forward to "teaming" with you so we can plan and prepare
accordingly in order to provide you with top-shelf service!

Nine Months

Provide event information and link for your event's website to be posted on CCC website at
www.denverconvention.com. (Information is posted nine months prior to your event.)

l

Six Months

In accordance with your CCC contract, the following preliminary floorplans are due from your General
Service Contractor: registration and/or lobby usage, exhibits, general session sets, etc..

Provide the Following Vendor Contact Information:

General Service Contractor (decorator)/Contact:
Audio Visual and/or Production Company/Contact:
Security Company/Contact:
Three Months
DUE: Update Floorplan for Fire Marshall Approval, if Applicable.
DUE: Rigging Plots for Production Areas for CCC Review and Approval.

Six Weeks

REMINDER: Conference Specifications Room Set Up Guide is due in two weeks.

JU 00 DOOd

DUE: "At a Glance" Daily Schedule of Events.

Four Weeks
CONTRACTUAL DISCOUNTS & LATE CHARGES MAY BE APPLICABLE
In accordance with CCC contract, Conference Specifications Guide is due.

DUE: Complete Chronological Event Schedule: Needed to schedule personnel for fire detail and
paramedics.

DUE: Room Sets: Including diagrams, audio visual, utility and food and beverage requirements.

DUE: Utility Requirements: Telephone, electrical, Internet for registration, general session,
offices, and all association space, etc. (Provide drawings indicating the locations for utilities.)

Two Weeks

H

DUE: Marquee information that will get displayed on two outside CCC electronic marquees.

Conditional upon the Event Manager receiving the above requirements, you will be provided with
a complete Colorado Convention Center resume of your upcoming conference and an estimate of
charges.

Revised: 4/17/09-dew
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V. UNCOVERING "ANCILLARY CHARGES"

We suggest contacting your Event Manager during your budget planning process to help you
identify possible charges based upon your event needs. To help you plan your budget, ask your
Event Manager to prepare an estimate for services and provisioning equipment that you plan to
use. By working closely with your Event Manager, you will know in advance your “ancillary
charges.”

The information on the next few pages is intended to help you understand the purpose of each of
these services as well as the charge for their use.

A. Coat and Parcel Check

Based on your preference, our in-house food and beverage department can provide a coat and
baggage check service for your event in one of three ways. We will provide the equipment and the
setup for each selection as a complimentary set. All coat and baggage check services will be
placed in the most appropriate location based on your floor plans and space available for the event.

Cash coat check services and Hosted coat check services: Please contact your Centerplate
Catering Representative for more information at (303) 228-8050.

Complimentary: To provide the coat check on a complimentary basis when unattended or when
volunteers are used, no fee can be charged to the guest or be paid to the volunteers for providing
the service. No coat check tickets will be provided.

B. Labor for Room Sets and Changeovers

This is one topic that we encourage you to read carefully - especially if you are a meeting planner
who has worked primarily in hotels or if you are new to working in convention centers.

We provide your initial standard set up at no charge, as long as we receive your set up
requirements in writing thirty days prior to your first move in day. Your initial standard set includes
all of your non-exhibit areas (meeting rooms, offices, general sessions, meal functions, etc.). Ask
your Event Manager for more details on what is included in an initial standard set. You will be
charged, however, for the provisioning of any additional equipment and labor costs for any changes
to these initial set ups.

If your event is simultaneous with other events, first priority for available equipment is awarded to
the licensee with the earliest signed contract date. Our supply is rarely depleted, but should it
happen, we will assist you in locating another source for equipment rental.

Please remember that your Event Manager needs to know your meeting space requirements at
least thirty days before your first move-in day. Per your contract, if this information is not received
on time or if substantial changes are requested after we receive your specs, you will be charged for
the labor to set and/or change these areas.
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C. Paramedic/Emergency Medical Service Coverage

Depending upon your event space and attendance, emergency medical staff must be scheduled
during your event hours. For events with more than 1,200 people in attendance, mandatory staffing
requirements are enforced.

You may supplement, but you may not replace, facility emergency medical staff with indigenous
medical personnel. Your Event Manager will schedule these services and provide you with an
estimate based upon your event needs. You will be billed for these services on your final event
settlement. Ask your Event Manager about the current labor rate and refer to Appendix C.

D. Fire Prevention Bureau/Off-Duty Fire Fighter Coverage

The CCC utilizes state-of-the-art fire alarm and life-safety systems. The City of Denver,
understanding that even the most sophisticated technology is not fail safe, has adopted the
International Fire Code. The I.F.C. requires that off-duty fire fighters be assigned to public
gatherings to provide for life-safety code enforcement and crowd management.

The Fire Prevention Bureau has established minimum off-duty staffing requirements for functions
held at the CCC. Your Event Manager will schedule these services and provide you with an
estimate based upon your event needs. You will be billed for these services on your final event
settlement. Ask your Event Manager about the current labor rate and refer to Appendix D.

E. Sound Systems

Work directly with your Event Manager regarding usage of microphones. Your Event Manager will
also advise you on labor to operate any additional sound equipment.

F. Internet
SmartCity Networks is the exclusive event technology provider for the CCC. Please contact our
Customer Sales and Service Department at 303-228-8056 for pricing. A price listis also located in

Appendix E.

G. Electrical and Miscellaneous Utilities

1. Electrical

We supply two complimentary 20 amp circuits for audio visual set up only in each meeting room
and/or group of rooms, provided your equipment safely plugs into our standard outlets. All other
power including head table locations, computer labs, copiers and general office set up must be
purchased individually.

If you need any additional equipment/power or an electrician to help with your requirements,
please make these arrangements with your Event Manager. All additional power/labor is subject
to the normal charges. Refer to Appendix N.

2. Miscellaneous Utilities

Air, water, and drain services, are available throughout the building. Please make these
arrangements through your Event Manager.
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H. Trash Removal/Recycling

Trash removal is an inescapable cost for most conventions and trade shows. Due to variations in
volume, we provide trash removal at a nominal fee.

One compactor is provided for each exhibit hall. In most cases, your trash needs will exceed what
is provided. For additional compactors and all debris boxes, the charges will be billed to you. Trash
removal is not a profit center for us. We charge for each completely filled compactor of dry waste
only. If you only use a portion of the compactor, you will be billed for the percentage used.
Standard charges have been based on the use of compactors for normal trash and debris. Please
ask your Event Manager about specific charges.

The CCC is committed to recycling and provides receptacles throughout the common areas for your
event recycling needs. CCC participates in a single-stream recycling program. We encourage all
contractors to participate in our recycling program as it has proven its effectiveness at reducing
trash costs. Please ask your Event Manager about details.

. Extraordinary Housekeeping

Based upon your decorating needs, there may be an occasion where special cleaning is required
during or after your event. The fee is based on the labor it takes to return the space to the original
condition.

Please also be advised that only approved adhesives are permitted in our facility. If an approved
adhesive is not used and residue is left behind on the walls, columns, etc., a fee is charged to return
the space to the original condition. Ask your Event Manager for the list of approved adhesives.

J. Water Services

Our Building Services staff will provide water service to podiums and head tables at no charge
except for hollow squares or conference sets. Please contact your Centerplate Catering
Representative for more information (303) 228-8050, for water service at additional locations.
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V. FACILITY POLICIES (General Rules and Policies)

The CCC has the capability to service a wide variety of meeting activities ranging from large trade
shows and exhibitions to small-group meetings and conferences. The requirements for production
of trade shows and exhibitions differ from those of other types of shows. Some of the following
rules and policies apply in a general sense to all of the events occurring at our facility, while others
apply primarily to exhibit activities. Lobbies, concourses, and food facilities are considered public
areas and not under Licensee control. Please contact your Event Manager if you have any
questions or would like further clarification regarding any of the following rules.

Please note: Ballrooms/Prefunction Exhibit/Display Policy refer to Appendix F.
CCC Technical Information refer to Appendix G.

A. Building Damage

Rule: AstheLicenseewho has contracted for the use of the facility, you are responsible for
any damage caused by your staff, contractors, exhibitors or attendees. This policy is intended
to help us recover costs for repairing damage to the facility (exceeding reasonable wear and tear)
caused by anyone associated with your event.

To make certain this rule is applied fairly, your Event Manager will schedule a walk through on your
first move in day. You will do a second walk through at the conclusion of the event in order to
compare pre-event and post-event facility conditions. This will help to determine if you should be
responsible for any repairs or replacements. You will be informed of any damage occurring during
your event, with both written reports and photographic accounts if possible.

Reason: Since you are the Licensee, we turn to you for responsibility. Our goal is to keep our
facility in good repair so every client may equally enjoy the attractiveness and serviceability of the
center.

Helpful advice: Itis difficult to oversee everything that happens when you are on site and we know
that you cannot control all of the actions of your contractors. Here are two suggestions to minimize
your risks:

1. Make sure your exhibitors and speakers in your meetings know the rules and
regulations that apply to them. Also inform your general service contractor that you will
hold them responsible for any damages they cause during your event.

2. Repeat all applicable rules in your exhibitor information and in the materials you provide
to speakers.

B. Freight Deliveries

Rule: We do not accept any freight or materials including overnight freight services. All
freight must be delivered by your general service contractor or freight carrier to the center during the
contracted move-in period. All shipments delivered to our facility during your move in must be sent
to the attention of your general service contractor.

Reason: The CCC does not have warehousing facilities on site.
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C. Hand-Carried Freight

Rule: Movein or move out through the CCC lobbies is strictly limited to hand-carried items.
The use of dollies, flatbeds and mechanical equipment is prohibited. Material requiring the use of
wheeled or mechanical equipment for movement must be delivered to the exhibit floor via the
loading docks.

Reasons: First, the escalators and elevators connecting the lobbies to the exhibit level are
designed for passenger use only and are not intended to carry heavier weights or withstand the
damage caused by carts. Second, the building's loading docks are the only appropriate entry points
for such deliveries since there are applicable union rules.

D. Floor Plan Approval

Rule: Before you complete the sale of your exhibit space and sign contracts with your
exhibitors, you must submit your floor plans and receive approval from the Denver Fire
Department. In signing your contract with us, you have agreed to submit six copies of the exhibit
hall and lobby floor plans in advance of finalizing space sales with your exhibitors. These plans
should be prepared by your general service contractor and sent to our offices for further handling.
This also includes floor plans for general sessions held in exhibit halls or the ballrooms and use of
the ballrooms prefunction areas, lobbies and any public areas.

Reason: You mustfirst get fire department approval, so you do not find yourself in the position of
selling exhibit space and later discovering the floor plan must be changed to conform to fire and
safety codes.

E. Signhage and Banners

Rule: Within existing protocols, signs or banners may be displayed on the interior of the
CCC with written approval from the facility.

Reason: We retain complete control over our facility, which limits event-related signage and
decoration to its interior spaces.

This not only helps us in maintaining an orderly event setting, but also prohibits
unauthorized advertising or other messages being installed by individual exhibitors or other
events which may occupy different portions of the building.

F. Smoking Policy

Rule: Per State legislation, smoking in all city owned facilities is prohibited. The CCC
provides a smoke-free environment.

Reason: The State of Colorado has adopted a non-smoking policy in the interest of public health,
recognizing the medical evidence as to the potential health hazards of second-hand smoke.
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G. Event Carpeting

Rule: When installing carpeting in the convention center, your general service contractor
must use a specific type of tape that has been approved by the facility.

Reason: Certain carpet tape can damage facility surfaces when removed. We have tested various
types of tape and have identified those least likely to cause damage. Have your general service
contractor contact your Event Manager.

H. Exhibits in Permanently Carpeted Areas

Rule: When using permanently carpeted areas as exhibit space, your general service
contractor must lay plastic or plywood over the permanent carpet before bringing freight or
material-handling equipment into the area.

Reason: Insuch areas as the meeting rooms, concourses and the ballrooms, your general service
contractor must take protective measures to avoid damage caused by direct contact with lifts, pallet
jacks and/or other such equipment.

Rule: There are specific limitations on exhibits in the ballrooms and meeting rooms. There
are limited provisions for installation of electrical or telephone services to individual exhibits and no
provision for plumbing.

When installing exhibits in these areas, general service contractors may not use tape to mark the
carpeted floors and all drapery systems must be supported through the use of sandbags or similar
weights. The movement of equipment and material in these areas is limited to hand-carried items.
No trucks, carts or other devices are allowed on the floor unless protected by plastic or plywood.

Reason: To preserve the integrity of the facility for all users and to preclude any potential damage
charges to you.

I. Rigging and Hanging

Rule: Rigging and hanging in the CCC is permitted in Exhibit Halls A, B, C, D, E, F and both
Ballrooms. All rigging and hanging from the hang points throughout the facility is subject to
mandatory approval by facility management and is expected to meet generally accepted industry
standards.

Reason: Safety is the primary issue. Itis our job to be concerned with the safety of attendees
and to maintain facility hang points and ceiling structures. Rigging and hanging carry significant
liabilities for the responsible party. It is our goal to eliminate any potential problems or hazards
before they occur.

Review all of the Information: Please review all of the information in Appendix H to understand
all policies. Without exception, these rules and regulations are applicable to everyone using
the facility for hanging and rigging. Failure to abide by these rules and regulations will result in
the immediate removal of noncompliant items. Time and labor required to review and/or remove
such hanging or rigging will be billed to the responsible party. If you have further concerns or
guestions, please contact our Operations Department at (303) 228-8000.
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J. Security Protocol

Rule: You are responsible for selecting a contract security company that has been approved to
work in our facility. Their personnel must be assigned to security posts at access points to all of
your event areas. This can include your exhibit, meeting, food service, office, registration and
storage areas. See Appendix A.

We are responsible for providing a secure building perimeter including freight ramps and
driveways and a twenty-four hour control room, where the emergency response system is
monitored. We review the staffing levels you establish with your security contractor to assure that
you have provided adequate coverage.

Reason: When you bring your event to our facility, we each accept some specific responsibilities
for the security and safety of both people and property.

K. Decorative Materials

Rule: Nothing may be taped, nailed, stapled, tacked, or otherwise affixed to ceilings, painted
surfaces, fire sprinklers, columns, fabric, decorative walls or podiums. This includes all
surfaces throughout the building, not just in the exhibit halls. Please distribute this information to
your staff, speakers, and exhibitors. Check with your Event Manager for further information on
approved adhesives.

Reason: To preserve the integrity of the facility for all users and to preclude any potential damage
charges to you.

Rule: All decorative materials must be flameproof in accordance with the Fire Safety Rules
and Regulations. This includes drapes, banners and all decorative fabrics; poster paper and foam
core board; all hangings, curtains and drops; Christmas trees, projection screens, plastics and all
other decorative materials.

Reason: We are all responsible for maintaining a fire-safe environment. Preventing an emergency
through careful materials management may help us avoid an unnecessary crisis. Please ask your
Event Manager for a copy of our Fire Prevention Regulations for Indoor Public Assembly Functions.

L. Food and Beverage (General Guidelines)

Rule: Our Food and Beverage Department requires asigned contract one month before your
services begins. A 75% deposit, based upon estimated charges, must accompany the
signed contract.

Reason: On the basis of our discussions with you, we order products and labor and are well into
planning your food service activities before your event. Speak with your Catering Representative in
reference to our guarantee and cancellation policies.

Rule: You must inform us if you or your exhibitors plan any food or beverage sampling
during your event. “The sampling of alcoholic beverages is prohibited.”
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Reason: Centerplate holds the Alcoholic Beverage License as well as insurance for food service
for the facility. Therefore, Centerplate is liable for compliance with Colorado's strict laws governing
the use and consumption of alcoholic beverages on the premises, as well as adherence to strict
health guidelines. You must secure authorization in_advance from our Food and Beverage
Department before planning any onsite promotions that involve food and beverage. Please speak
with your Catering Representative regarding any exclusive vendors or sponsorships. Please refer
to your catering information packet or Appendix | for additional information on charges for booth
food, non alcoholic beverage sampling, and size restrictions.

Rule: Provisions must be made in advance for on-site food and beverage storage.

Reason: We have limited refrigerated storage space on-site for food and beverage products.

M. Crate Storage

Rule: Crate storage is permitted only in designated areas and must be indicated on all floor
plans submitted for approval by the Denver Fire Department. The dimensions must be clearly
marked on the exhibit hall floor to assure aisle integrity and an orderly appearance. Please ask
your Event Manager for a copy of our Fire Prevention Regulations for Indoor Public Assembly
Functions.

Reason: This rule comes directly from the Denver Fire Prevention Bureau, whose job is to
guarantee the safety of everyone who exhibits or attends meetings in our facility.

N. Exhibits

Rule: As specified in your Contract, you are responsible for returning the exhibit floor to the
same condition it was received. This condition is reviewed as part of the walk-through that our
Operations staff conducts with you and/or your general service contractor on your first move in day.
You are responsible for the removal of all tape, pallets, etc. Extraordinary cleaning charges will be
assessed for the removal of large, unmanageable items.

Reason: Every event expects to receive the facility clean, clear, and ready for installation by their
general service contractor.

O. Union Labor

Rule: 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.

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. Product display and placement is not included in these work rules and is the
exclusive right of full time employees of an exhibiting firm. For more information, refer to Appendix
J.

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.
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Reason: We are proud of the quality of our labor force in Denver. We acknowledge the work rules
as defined by the union contracts between the labor unions and the service contractors. These
agreements provide uniform standards for labor and charges for services and are intended to
encourage consistent levels of quality service for meeting planners, show managers and exhibitors.

P. Vehicle/Truck Staging

Rule: All event-related vehicles must be staged in assigned and designated portions of the service
road or docks.

Reason: There must be a clear and accessible fire lane around the CCC at all times to provide
clearance for emergency vehicles. See Appendix K.

Rule: Truck marshaling yard arrangements must be coordinated with your general service
contractor.

Reason: The facility may be hosting several events simultaneously, and we must maintain access
to our loading docks and lobby entrances for all of our clients. Truck marshaling yard arrangements
are mandatory since the facility does not have an on-site vehicle queuing area. Due to limited dock
space, events using the lower level ballrooms and/or Wells Fargo Theatre docks are required to
pre-plan dock assignments through facility Operations.

Q. Sales/Use Taxes and Licenses

Rule: All exhibitors selling merchandise from the show floor or taking orders on either a
wholesale or retail basis must have a valid Colorado Sales Tax License and must adhere to
the local laws regarding sales/use tax collections for the City and County of Denver.

1. State of Colorado Special Event Tax Licenses.

There are two types of Colorado sales tax licenses. The Standard License is for
those businesses with one or more permanent locations in Colorado. The Special
Event License is for businesses that have no permanent place of business but sell
goods at fairs, festivals, bazaars, etc. and businesses that meet the requirements for a
Standard License, but also sell at other locations.

Sales tax licenses provide a sales tax exemption to vendors on items purchased for
resale. These licenses also obligate the Licensee to collect all applicable state and local
sales taxes and remit the money to the Colorado Department of Revenue.

Advice: Forinformation and assistance in determining if your event is subject to sales
taxes or is exempt, please contact:

Colorado Department of Revenue
Tax Audit Compliance/Special Events
P.O. Box 13200

Denver, CO 80201-4600

Telephone: (303) 866-3711
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2. City and County of Denver Special Event Tax License.

As a Home Rule City, the City and County of Denver administers and collects its own
sales/use tax separately from the State of Colorado. Denver imposes a 3.5% tax on
sales and a 4% tax on sales of prepared food and beverages. Anyone making retail
sales at a special event must have a Denver Special Event Sales Tax License, which is
obtained by completing a sales tax application.

Advice: All show organizers, managers or sponsors of consumer shows, trade shows,
conventions or any other type of special event held in our facility should contact the City
and County of Denver to determine if they are required to apply for this license.

City and County of Denver
Tax Investigations Unit
P.O. Box 17660

Denver, CO 80217-0660
Telephone: (720) 865-7046

Althoughitis the responsibility of the individual exhibitor to obtain their own tax licenses, itis
your responsibility to notify your exhibitors of this requirement and to be able to identify those
exhibitors to whom the licensing requirement applies.

Reason: Whether it occurs on a show floor or in a store any sale, is subject to sales tax and certain
categories of merchandise are subject as well. The Standard or Special Event Tax License allows
the State of Colorado and/or the City of Denver to collect sales taxes on merchandise transactions,
while recognizing the one-time or periodic nature of trade or consumer show sales.

3. Facilities Development Assessment (FDA) Tax

This tax applies to those events in which an admission is charged, unless an
exemption is granted. For more information about this tax and how to determine if you
are eligible for an exemption, please write to:

Audit Supervisor

Department of Revenue; Treasury Division
City and County of Denver

144 West Colfax Avenue - Suite 150

Denver, CO 80202

Telephone: (720) 865-7226

FAX: (720) 865-7275

All consumer shows and events that charge an admission fee to participate are required to pay this
tax.

R. Certificate of Insurance

Rule: Event Insurance under the contract agreement is required by all Licensees. Refer to your
contract and Appendix L for insurance requirements and a sample certificate.

Reason: To comply with your contract.
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VI. GENERAL FACILITY INFORMATION

A. Audio Visual

Your Event Manager is able to provide a list of approved local audio visual companies. We
recognize that many meeting planners have multi-year contracts with audio/visual suppliers. You
are welcome to bring your preferred supplier as long as your supplier employs union labor while

providing services. The IATSE, Local No. 7 union, maintains jurisdiction for this work in our facility.

B. Sound System

The CCC operates a computer-controlled sound system. This system broadcasts to the ballrooms,
meeting rooms and exhibit floors. Volume is automatically controlled to achieve the highest audio
level without feedback.

If you require audio control systems beyond the permanently installed, there will be charges
associated for the use and operation of the additional equipment. Members of our Technical
Services staff are the only authorized operators of our in-house system. Ask your Event Manager
for the specifics on our initial room set policy.

If you choose to contract an audio service company utilizing the in-house system, please notify your
Event Manager so we may have staff available to coordinate the interface with our system. This will
neither add to the basic costs of your set up nor duplicate labor. It will guarantee that only trained
staff, knowledgeable in our system operation, will be working with this technically sophisticated
equipment.

C. Dimmable Lighting

Exhibit Hall A is the only hall equipped with programmable lighting for use in general sessions.

The meeting rooms and ballrooms have programmable lighting. There are four separate scenes to
create different settings including bar lights for a general wash on the podium and head table area.

D. Loading Docks, Floor Load/Freight Ramps

The CCC has atotal of forty-two usable loading docks. Trucks delivering freight to the Center
cannot exceed seventy feet in length (tractor and trailer) and fourteen feet in height.

The CCC exhibit hall floors are rated for 350 pounds per square foot (psf) and the ramps are
rated at 16,000 pounds per truck axle (federal highway standard).

E. Hours of Operation

The standard hours of operation for administrative staff are 8:00 a.m. to 5:00 p.m., Monday through
Friday. Per your contract, our standard operating hours for client-leased space is 7:00 a.m. to
midnight daily. Ask your Event Manager to explain building overtime applications and charges.
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F. Public Telephones

We provide four public telephones. Telephone banks meet ADA requirements and are located as
follow:

Lobby B (west side) — One phone with TTY
Concourse F (near women'’s restroom) — Two phones (one with TTY)
Lobby A (handicap ramp) — One phone

G. Parking

The CCC operates the 1,000-space parking garage. Affordable competitive rates are available.
For more information on the parking garage refer to Appendix M.

H. Accessibility

All areas are wheelchair accessible. Electronic doors are located at Lobbies A, B, D and F
entrances. TDD phones are located in Lobbies A and B and the Grand Concourse by the women’s
restroom. These telephones adhere to ADA code height requirements. All elevators are equipped
with Braille signage. Additionally, restrooms and drinking fountains are ADA accessible.
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Meeting Room Head Table/Dimensions/Capacities

Seating Capacities

Meeting rooms are set with an 8'x12' riser unless noted.

Meeting R # Head Table Dimensions Square Ceiling classroom capacities are based on 8'x18" unskirted tables
g Room : g ; ) . : .
C =Caorridor W' x L Feet Height  with four chairs each in the 100, 200, 600 & 700 meeting
rooms.
Theater Banquet Classroom | *** Hollow-Sq.
101 C - South 30 X 30 900 15 *50 **50 *43 34
103 C - South 34 X 44 1,496 15 140 80 60 52
105 C - South 30 X44 1,320 15 120 80 60 48
103/105 103 - East 64 X 44 2,816 15 300 200 128
107 C - South 30 X 44 1,320 20 120 80 60 48
109 C - South 30 X 44 1,320 20 120 80 60 48
111 C - South 30 X44 1,320 20 120 80 60 48
113 C - South 26 X 44 1,144 20 100 60 40 44
107/109 C - South 60 X 44 2,640 20 252 180 120
107/109/111 107 - East 90 X 44 3,960 20 480 280 212
107/109/111/113 107 - East 116 X 44 5,104 20 620 400 272
109/111 C - South 60 X 44 2,640 20 252 180 120
109/111/113 C - South 86 X 44 3,784 20 378 240 180
111/113 C - South 56 X 44 2,464 20 252 150 100
102 C - North 34 X 44 1,496 15 140 80 60 52
104 C - North 30 X 44 1,320 15 120 80 60 48
106 C - North 29 X 44 1,276 15 110 80 60 48
102/104 C - North 64 X 44 2,816 15 252 180 120
102/104/106 102 - East 93 X 44 4,092 15 500 320 224
104/106 C - North 59 X 44 2,596 15 252 180 120
108 C - North 30 X 44 1,320 15 120 80 60 48
110 C - North 30 X44 1,320 15 120 80 60 48
112 C - North 26 X 44 1,144 15 100 60 40 48
108/110 108 - East 60 X 44 2,640 15 300 160 128
108/110/112 108 - East 86 X 44 3,784 15 440 280 192
110/112 C - North 56 X 44 2,464 15 252 150 100
201 C - South 43 X 57 2,451 23 280 160 112 68
203 C - South 43 X 57 2,451 20 280 160 112 68
205 C - South 47 X 57 2,679 20 308 160 112 68
207 C - South 47 X 57 2,679 20 308 160 112 68
201/203 201 - East 86 X 57 4,902 20-23 616 350 240
201/203/205 201 - East 133 X 57 7,581 20-23 1,036 550 400
201/203/205/207 | 201 - East 180 X 57 10,260 20-23 1,400 750 560
203/205 C - South 90 X 57 5,130 20 546 320 252
203/205/207 203 - East 137 X 57 7,809 20 1,064 550 400
205/207 205 - East 94 X 57 5,358 20 672 350 260
202 C - North 29 X 29 841 15 *50 **50 *40 36
204 C - North 29 X 29 841 15 *50 **50 *44 36
206 C - North 29 X 29 841 15 *50 **50 *40 36
208 C - North 29 X 29 841 15 *50 **50 *44 36
210 C - North 31X29 899 15 *50 **50 *48 36
212 C - North 30 X 29 870 15 *50 **50 *A8 36
210/212 C - North 61 X 29 1,769 15 *150 130 *80

* No riser; head table only.

** No riser or head table.

*** No additional equipment in room.

Revised: 3/15/11 slg




Meeting Room Head Table/Dimensions/Capacities

(Subject to Fire Marshal Approval)

Seating Capacities

Meeting rooms are set with an 8'x12' riser unless noted.

Meeting Room Head Table Dimensions Square | Ceiling classroom capacities are based on 6'x18" unskirted tables
# C = Corridor W' x L' Feet Height |with three chairs each in the 300, 400 & 500 meeting rooms.
Theater Banquet Classroom ** Hollow-Sq.

301 C - West 29 X 57 1,653 20 174 80 90 60

302 C - West 29 X 57 1,653 20 174 80 90 60

303 C - West 29 X 57 1,653 20 174 80 90 60
301/302 C - West or South 58 X 57 3,306 20 364 200 168
301/302/303 C - West, South or North 88 X 57 5,016 20 672 350 286
302/303 C - West or North 58 X 57 3,306 20 364 200 168

304 C - West 29 X 57 1,653 20 174 80 90 60

401 C - East 29'X 57 1,653 20 174 80 90 60

402 C - East 29 X 57 1,653 20 174 80 90 60

403 C - East 29'X 57 1,653 20 174 80 90 60

404 C - East 29 X 57 1,653 20 174 80 90 60
401/402 C - East or South 58 X 57 3,306 20 364 200 168
401/402/403 C - East or South 88 X 57 5,016 20 672 350 252
401/402/403/404 | C - East, South or North 118 X 57 6,726 20 924 500 357
402/403 C East 58 X 57 3,306 20 364 200 168
402/403/404 C - East or North 88 X 57 5,016 20 672 350 252
403/404 C - East or North 58 X 57 3,306 20 364 200 168

405 C - East 29 X 57 1,653 20 174 80 90 60

406 C - East 29 X 57 1,653 20 174 80 90 60

407 C - East 29 X 57 1,653 20 174 80 90 60
405/406 C - East or South 58 X 57 3,306 20 364 200 168
405/406/407 C - East, South or North 88 X 57 5,016 20 672 350 252
406/407 C - East or North 58 X 57 3,306 20 364 200 168

501 C - West 29 X 57 1,653 20 174 80 90 60

502 C - West 29 X 57 1,653 20 174 80 90 60

503 C - West 29 X 57 1,653 20 174 80 90 60

504 C - West 29 X 57 1,653 20 174 80 90 60
501/502 C - West or South 58 X 57 3,306 20 364 200 168
501/502/503 C - West or South 88 X 57 5,016 20 672 350 252
501/502/503/504 | C - West, South or North 118 X 57 6,726 20 924 500 357
502/503 C - West 58 X 57 3,306 20 364 200 168
502/503/504 C - West or North 88 X 57 5,016 20 672 350 252
503/504 C - West or North 58 X 57 3,306 20 364 200 168

505 C - West 29 X 57 1,653 20 174 80 90 60

506 C - West 29 X 57 1,653 20 174 80 90 60

507 C - West 29 X 57 1,653 20 174 80 90 60
505/506 C - West or South 58 X 57 3,306 20 364 200 168
505/506/507 C - West, South or North 88 X 57 5,016 20 672 350 252
506/507 C - West or North 58 X 57 3,306 20 364 200 168

* No riser or head table.

** No additional equipment in room.

Revised: 3/15/11 slg




Meeting Room Head Table/Dimensions/Capacities

Seating Capacities

Meeting rooms are set with an 8'x12' riser unless noted.

Meeting R 4 Head Table Dimensions Square | Ceiling | classroom capacities are based on 8'x18" unskirted tables
g Room : vy g : : . . .
C = Corridor W' x L Feet Height with four chairs each in the 100, 200, 600 & 700 meeting
rooms.
Theater Banquet Classroom | *** Hollow-Sq.
601 C - South 38 X 57 2,166 20 270 120 112 60
603 C - South 38 X 57 2,166 20 270 120 112 60
605 C - South 42 X 57 2,394 20 300 160 112 68
607 C - South 44 X 57 2,508 23 300 160 112 68
601/603 603 - East 76 X 57 4,332 20 532 300 220
601/603/605 605 - East 118 X 57 6,726 20 868 500 340
601/603/605/607 607 - East 162 X 57 9,234 20-23 1,316 650 500
603/605 C - South 80 X 57 4,560 20 584 280 224
603/605/607 607 - East 124 X 57 7,068 20-23 952 500 380
605/607 607 - East 86 X 57 4,902 20-23 616 350 240
602 C - North 27 X 29 783 15 *50 **50 *33 36
604 C - North 31X29 899 15 *50 **50 *36 36
606 C - North 27 X 29 783 15 *50 **50 *36 36
608 C - North 31X29 899 15 *50 **50 *36 36
610 C - North 29 X 29 841 15 *50 **50 *33 36
612 C - North 30 X 29 870 15 *50 **50 *33 36
610/612 C - North 59 X 29 1,711 15 *168 **150 *80
701 C - South 29 X 30 870 15 *50 **50 *36 40
703 C - South 34 X 44 1,496 15 154 80 60 52
705 C - South 30x44 1,320 20 120 80 60 48
707 C - South 30 X 44 1,320 20 120 80 60 48
709 C - South 30 X 44 1,320 20 120 80 60 48
711 C - South 26 X 44 1,144 20 108 60 40 44
705/707 C - South 60 X 44 2,640 20 252 180 120
705/707/709 C - South 90 X 44 3,960 20 378 240 180
705/707/709/711 711 - East 116 X 44 5,104 20 640 400 272
707/709 C - South 60 X 44 2,640 20 252 180 120
707/709/711 711 - East 86 X 44 3,784 20 440 280 192
709/711 C - South 56 X 44 2,464 20 252 150 100 .
702 C - North 34 X 44 1,496 15 140 80 60 52
704 C - North 30 X 44 1,320 15 120 80 60 48
706 C - North 30 X 44 1,320 15 110 80 60 48
702/704 702 - West 64 X 44 2,816 15 320 200 144
702/704/706 702 - West 94 X 44 4,136 15 500 320 224
704/706 C - North 60 X 44 2,640 15 252 180 120
708 C - North 30 X 44 1,320 15 120 80 60 48
710 C - North 30 X 44 1,320 15 120 80 60 48
712 C - North 26 X 44 1,144 15 108 60 40 44
708/710 708 - West 60 X 44 2,640 15 300 160 128
708/710/712 708 - West 86 X 44 3,784 15 440 280 192
710/712 C - North 56 X 44 2,464 15 252 150 100

* No riser; head table only.

** No riser or head table.

*** No additional equipment in room.

Revised: 3/15/11 slg




Four Seasons One - Four Head Table/Dimensions/Capacities

Seating Capacities

Ballroom set with an 8'x12' riser unless

Head Table Dimensions Square Ceiling  noted. Classroom capacities are based
Four Seasons C = Corridor W'x L' Feet Height |on 8'x18" unskirted tables with four
chairs each.
Theater Banquet | Classroom

lor4 73 X 146 10,658 30 924 550 456
2+3 90 X 146 13,140 30 1,188 770 608
1+2 1 - West 118 X 146 17,228 30 1,568 1,030 816
3+4 4 - East 118 X 146 17,228 30 1,568 1,030 816
1+2+3 1- West 146 X 163 23,798 30 2,352 1,430 1,200
2+3+4 4 - East 146 X 163 23,798 30 2,352 1,430 1,200
Full Ballroom (1-4) East 146 X 236 34,456 30 3,472 2,150 1,776
Full Ballroom (1-4) North 146 X 236 34,456 30 3,136 2,260 1,728
Prefunction 74 X 176 13,024 340

Revised: 2-25-09 slg
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Mile High One - Four Dimensions/Capacities

(Subject to Fire Marshal Approval)
Seating Capacities
Dimensions Ballroom set with an 8'x12' riser unless
Mile High Ballroom W x L' Square Ceiling note'd. (?'Iassrqom capacntleg are based
(Approx.) Feet on §x18 unskirted tables with three
chairs each unless noted.
Theater Banquet | Classroom
1A 30 X 60 1,800 30 180 80 96
1B 30 X 60 1,800 30 180 80 96
1C 30 X 60 1,800 30 180 80 96
1D 30 X 60 1,800 30 180 80 96
1E 30 X 60 1,800 30 180 80 96
1F 30 X 60 1,800 30 180 80 96
2A 45 X 60 2,700 30 260 120 120
2B 45 X 60 2,700 30 260 120 120
2C 45 X 60 2,700 30 260 120 120
3A 45 X 60 2,700 30 260 120 120
3B 45 X 60 2,700 30 260 120 120
3C 45 X 60 2,700 30 260 120 120
4A 30 X 60 1,800 30 180 80 96
4B 30 X 59 1,770 30 180 80 96
4C 30 X 59 1,770 30 180 80 96
4D 30 X 59 1,770 30 180 80 96
4E 30 X 59 1,770 30 180 80 96
4F 30 X 60 1,800 30 180 80 96
Each Corridor 27 X 180 4,860 30
1 60 X 180 10,800 30 1,078 560 468
1 + Corridor 87 x 180 15,660 30 1,764 840 780
2 45 X 180 8,100 30 686 420 390
3 45 X 180 8,100 30 686 420 390
4 60 X 180 10,800 30 1,078 560 468
4 + Corridor 87 x 180 15,660 30 1,764 840 780
2+3 90 X 180 16,200 30 1,728 980 780
1+2o0r3+4 135 X 180 24,300 30 2,744 1,400 1,170
1+2+3 180 X 180 32,400 30 3,648 1,960 1,560
2+3+4 180 X 180 32,400 30 3,648 1,960 1,560
Full Ballroom (1-4) 180 X 265 47,700 30 5,180 3,380 *2,560
Head Table: West
Full Ballroom (1-4) 180 X 265 47,700 30 5,452 3,160 *2,432
Head Table: North
Prefunction 80 X 246 19,680 350

* 8'x18" unskirted tables with four chairs each.

Revised: 11-1-111 sg




Ballroom 1-2-3-4
Colorado Convention Center
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Colorado Convention Center
Mile High Ballrooms 1-4
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EVENT SECURITY OPERATING STANDARDS

The Colorado Convention Center (CCC) Security Department administers all of its
associated events in a manner that ensures that both the safety of the public and the
protection of property are emphasized at all times. The responsibilities of the CCC
Security Staff, include, but are not limited to, the operation of the building fire and
perimeter alarm systems, the employee/contractor/visitor badging system, the key control
program and the emergency communications system. The CCC Security Staff conducts
physical inspections on a twenty-four hour basis and coordinates access control. The CCC
management retains control at all times.

The security of any event held at the complex is the sole responsibility of the individual
show manager that is producing the event. The CCC management neither assumes nor
accepts any liability whatsoever for any loss or injury incurred at any event held at the
center.

Contracted event security, off-duty police, off-duty firefighters and paramedic services
coordinate their operations with the CCC Security Department.

All event security services, including, but not limited to, access control, fire watches, VIP
protection, cash escorts, guard rounds and other associated security functions, must be
provided by employees of licensed, incorporated security companies. Such employees
shall be licensed by the Denver Department of Excise and Licenses as “Merchant Guards”
and shall display the city-issued identification card at all times while on the CCC property.
Law enforcement officers are exempted pursuant to 42-131 Revised Municipal
Ordinances.

The supplier of such event security shall be a company approved by the CCC to provide
security services at the facility. Security companies wishing to be placed on the approved
security vendor list must contact the CCC Security Manager. Event Management
maintains an updated list of approved event security service vendors. CCC expects
approved event security service vendors to uphold a reputation of the highest integrity with
quality-trained employees who adhere to CCC security protocol. If any pattern of
complaints are submitted to CCC that this expectation of services was not upheld by an
approved event security vendor, CCC will suspend the event security service vendor from
the current vendor list for a time frame as recommended by the CCC Security Manager
and Director of Operations.

Revised: 3/11/08 —dcw
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COLORADO CONVENTION CENTER
EVENT SECURITY STAFFING PROTOCOL

CONVENTIONS, TRADE SHOWS, PUBLIC SHOWS AND MEETINGS:
Below are the Minimum Event Staffing requirements for all events at the Colorado Convention Center.

Location

Security Requirement

Time Frame

Public Access Doors

To be covered by CCC Guest Services
Department

From Move-In to Move-Out

Meeting Rooms

(M

Security Person
per Room or set of Rooms ie: 100's

When articles of value are present and
room(s) are not secured. (Overnight hours)

Traffic Control
Shuttle Bus Control
Champa Street Docks

CCC Security or Off Duty Denver Police
Officer(s) as required by CCC Sec. Manager
Off duty Denver Police officer(s) required

During Move-In/Move-Out
During Shuttle Hours if B Lobby is used.
If traffic lane is impeded by vehicles.

staff required for all events regardless of
contract type. This includes, but is not
limited to, backstage personnel, ticket
takers, ushers, etc. The staffing of off duty
Denver Police Officers may also be required.

Ballroom(s) (1) Security Person Overnight coverage required when articles
Exhibits Per Room of value are present.
Ballroom(s) (1) Security Person During Show Hours
Mtg/BQ No AV Per Room
Exhibit Halls (1) Security Person During Move-In & Move-Out Hours
Per Dock Door
Exhibit Halls (1) Security Person During Move-In & Move-Out Hours
Per Hall Entrance
Exhibit Halls 2 Security Persons During Show Hours
Per Hall Entrance
Exhibit Halls (1) Rover Security Staff Overnight coverage required from the start
Per Exhibit Hall of Move-in to the end of Move-out.
(1) Additional Security
Staff for Every
Additional Exhibit Hall
Wells Fargo Theatre (1) Security Person at Lower Dock Roll Door Move-In/Move-Out May be covered by GSC
Wells Fargo Theatre (1) Security Person at bottom of ramp Move-In/Move-Out (Traffic Control)
Wells Fargo Theatre Events TBD |Security, crowd management, and FOH Staffing levels for standalone ticketed

events (i.e., concerts) are fixed, whereas
staffing levels for all other events are to be
determined by the CCC Security Manager.

Lower Lobbies, Upper Lobbies, Dressing
Rooms, Mezz Offices, Pre-function
Space, Cyber Café

Security Person
Per Location

From start of Move-in to end of Move-out
This position includes Registration areas.

Elevators V & W to Access Parking Garage
Elevators X & Y Upper Level into F Upper
Lobby

(M

To be covered by CCC Guest Services

During Move-In/Show-Hours/Move-Out
when client requests usage.

Welton Drive / Wells Fargo Theatre
Perimeter(s)

M

Security Person
When Exhibitors are Staging as
Required

During Move-In/Move-Out (Traffic Control).

Overnight shifts.

A Security Supervisor is required if 3 or more guards are scheduled during day hours. If less then 3 guards are employed
a Rover or Break person must be scheduled for anyone scheduled over 4 hours. A Supervisor must be scheduled for all

1. The Event Security Contractor is required to send a copy of the security staffing schedule to the CCC Security
Manager and CCC Event Manager assigned to the event at least 2 weeks (14 days) prior to the first contracted
Move-in day by email for approval. CCC reserves rights to modify protocol as deemed necessary.

2 .Dock access positions may be covered by a dockmaster supplied by the General Service Contractor.
3. Dockmaster is expected to enforce CCC parking policies and only allow properly credentialed vehicles on docks.

4. Additional costs may be assesed if CCC Security is necessary for traffic control.

5. CCC Management reserves the right to require Security coverage at any escalator(s) if deemed necessary.

6. A separate protocol has been established for any standalone event utilizing the Wells Fargo Theatre.

Please contact the CCC Security Manager or your assigned CCC Event Manager for additional informatign.

Revised 3/4/10 MAC
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PARAMEDIC/EMS COVERAGE:

The Colorado Convention Center (CCC) is designed to be a safe and relatively risk-free
environment. Our management recognizes that the risk of injury and illness is inherent in large
gatherings of people and that Colorado's altitude and climatic characteristics impose physiological
challenges to many visitors. As a result, show managers must recognize that the provision of
guality, accessible, medical care is a critical concern. To assist show managers in the
development of an effective medical plan, the CCC has adopted the following policies:

Depending upon your event space and attendance, emergency medical staff must be
scheduled during your event hours. For events with more than 1,200 people in attendance,
mandatory staffing requirements are enforced.

Your Event Manager will schedule these services and provide you with an estimate based
upon your event needs. You will be billed for these services on your final event settlement.
The General Manager of the CCC has the discretion to increase or decrease the staffing
levels at any particular event.

Groups may supplement, but not replace the CCC EMS staff with indigenous medical
personnel. Such personnel will work under the direction of the on-site EMS staff.

Medical coverage for any event might be necessary at least one hour prior to the start of
the event and might be necessary for at least one hour past the official conclusion of the
event.

The costs of all such coverage will be billed to show management who will be invoiced by
the CCC. Ask your Event Manager about the current labor rate.

All on-site requests for emergency and non-emergency medical care are coordinated
through the CCC Security Department. On-site medical staff uses CCC’'s radio
communication system.

Coordination of medical care issues must be completed a minimum of thirty (30) days prior
to move in. Your Event Manager or CCC Security Department is available to assist in
coordinating your medical plan.

SM>

Revised: 3-4-10 slg
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FIRE PREVENTION BUREAU

OFE-DUTY FIRE FIGHTER COVERAGE

The Colorado Convention Center utilizes state-of-the-art fire alarm and life-safety systems.
The City of Denver, understanding that even the most sophisticated technology is not fail-
safe, has adopted the International Fire Code. The I.F.C. requires that off-duty fire fighters be
assigned to public gatherings to provide for life-safety code enforcement and crowd
management.

The Fire Prevention Bureau has established minimum off-duty staffing requirements for
functions held at the Colorado Convention Center. In order for your Event Manager to
schedule for these services, they will need to have a full understanding of the logistics of your
event. Your Event Manager will need to know the following:

How the contracted space is set and utilized.

How the attendees would flow within the contracted space and the event time lines.
Explanation of unusual event requirements that might prompt extra coverage, i.e.,
special hazards, demographics of attendees, alcohol/concert usage, major areas of
the facility used at capacity at the same time, etc. It is important to identify such
issues early in the event planning process.

After you have provided your Event Manager with a visual and logistical understanding of
your event, a tentative schedule for off-duty fire fighters will be arranged. Based upon your
event needs, your Event Manager will provide you with an estimate of these services. Since
staffing adjustments are periodically made during an event, you will be billed for actual
services on your final event settlement. The cost for off-duty fire fighter services is
determined by the Fire Prevention Bureau and is subject to change.

SM>

Revised: 10//13/04-dcw
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P Smart City
e .hl] 5795 W. Badura Ave, Suite 110
Las Vegas, Nevada 89118

CONVENTION CENTER

SmartCity, 888-446-6911 » 702-943-6001 (Fax)
Company Name Booth / Room Show Name:

Billing Name Show Dates:

[ To [

Billing Address Incentive Order Deadline:
City, State / Country, Zip Email

Contact Telephone Number Fax Number

( ) - ( ) -

Credit Card Number: [] AMX [] MC [ Visa Expiration Date (MM / YY):
HEEEEEEEEEEEEEEN LI
Print Card Holder Name: Card Holder Signature and/or Acceptance of T's & C’s:

Important! Important! Please review the “Product Overview / Glossary” section of our literature to assure that the services you have
selected will provide the required functionality for any application(s) you will be utilizing. A complete description of all services and
Terms & Conditions may be found online at www.smartcity.com “Conventions” section. Please call if assistance is needed.

Description of Service ‘ Type ‘QTY| Incentive Base Total

1. Internet — Networking Services: (10/100 Base - T)

a. NetPremium (Shared Ethernet Service, 1 Static Public IP address) SE $ 1,195 $ 1,495
b. Additional Public IP Address / Device (NetPremium) - Max 10 addl allowed IA-SP $ 150 $ 185

c. NetStandard (Shared EtherNAT Service, 1 Static Private IP address) NE $ 995 $ 1,245
d. Additional Private IP Address / Device (NetStandard) - Max 10 addl allowed IA-SN $ 125 $ 155
e. NetBasic (Shared up to 512K1/1.5M|)(1 Private DHCP IP, 1/Device) - Limited Qty |BE-1.5 $ 795 $ 995

f. NetExpress (Shared up to 256K1/512K|)(1 Private DHCP IP, 1/Device)-Limited Qty |BE-512 $ 595 $ 745
g. NetDedicated (Dedicated 1.54 Mbps w/5/IP addresses/Devices) - No addl allowed |TS $ 3,495 $ 4,370

h. NetDedicated Plus (Dedicated 3 Mbps w/29 IP addresses/Devices) TS-03 $ 5,900 $ 7,375
2. Internet — Networking Services: Equipment

a. Switch / Hub Rental (8 Port) — 10/ 100 Base -T SWo8 $ 150 $ 185
b. Switch / Hub Rental (24 Port) — 10 / 100 Base -T Sw24 $ 225 $ 280

c. Patch Cable (up to 50’) — Cat 5e PC $ 50 $ 62
3. Special Line Services (For 3™ Party Circuit Extensions - Must order circuit from local Bell Co or Other Provider)
a. T-1 Extended Data circuit from Demarc to Booth (See T&C 8) |T2 $ 2,000 $ 2,500
b. DS-3 Extended circuit from Demarc to Booth (See T&C 8) |T3 $ 9,000 $ 11,250

c. Labor / Floor Work - Fee per hour (See T&C 1) |[FW-N $ 125 $ 125
d. Point-to-Point / Special Engineering / VPN / Web Casting (See T&C 1) |MI (Call 888-446-6911 for quote)
4. Special Quote — Attachment A or SOW (if applicable) Ml (Call 888-446-6911 for quote)
5. Move - In / On - Site order fee (if ordering service after show move-in has started). (20% ) x ( Base Price)
6. Distance Fee of $500 for each Internet / Network line outside the convention venue. X (number of lines)

SUBTOTAL

Unused portions of deposits returned with final billing. ESTIMATED 10% TAX / FEES DEPOSIT = SUBTOTAL x 10%
TOTAL PAYMENT MUST ACCOMPANY ORDER. Credit Card users may fax order to 702-943-6001 | GRAND TOTAL

*** Incentive Price applies to orders received With Payment 14 days prior to the 1% day of
show move-in. ***

Customer Acceptance of All Smart City Terms and Conditions / Attachments:

With execution of this document the Customer hereby authorizes Smart City to provide services as requested herein, is authorized to request
such services and acknowledges full and complete understanding of the Terms and Conditions and Attachments contained herein & Website.

Print Authorized Name Authorized Signature Date

FOR SMART CITY USE: | Payment Rec'd (Amount): Customer No: 2009 - 051 -

ORDER ON LINE: www.smartcitynetworks.com/Order/center.aspx?center=051
*** Tipping is not permitted. Any request from personnel for gratuities should be reported to Management immediately. ***
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CCC - Internet / Network Services

Terms and Conditions / Payment Options

10.

1.

12.

13.

. Smart City is the exclusive provider and installer of all Data and

Network services (wired and wireless) including communications
cabling. This includes all cabling to meeting rooms, booths, within
booths (under carpet and flooring), fiber optic, twisted pair (Category 5
and 6), and all other data related cabling.

The use of the network connection(s) provided by Smart City may be
used only by the directors, officers and employees of the Company, its
guests, its agents and consultants while performing service for the
Company and cannot be resold or distributed to other companies or
individuals.

All devices for which Smart City directly or indirectly provides Internet /
Network connectivity must pay a device charge or purchase a Smart
City assigned IP address.

Incentive Price applies when a completed order with payment is
received no later than 14 days prior to the first day of show move-in.
Base Price applies to (a) all orders received from One (1) to Thirteen
(13) days before show move-in has started or (b) orders received on or
before the 14 day Incentive Deadline without payment (c) orders
placed on site or after show move-in has started will be at Base
Price plus an additional 20% X Base Price.

Internet / Network — 10 / 100 Mbps, half / full-duplex, auto-sensing
Ethernet access to our backbone, with shared or dedicated Internet
access up to 128 Kbps or greater (depending on service ordered) via an
RJ-45 jack, is provided for each connection ordered.

Shared Internet Services Specific: Routers, Streaming Applications,
VolP, DHCP, NAT or Proxy Servers are not allowed with any of our
shared Internet / Network services. This includes, but is not limited to,
NetPremium, NetStandard, NetBasic, and NetExpress. Smart City can
engineer a custom dedicated network(s) to accommodate such special
requests. Please call for quote.

Rates listed include a single IP address, standard installation to the
booth in the most convenient manner and does not include computer
equipment, NIC card, TCP / IP software or power to the booth.

Limited Availability: T-1 / DS-3 and other special circuit orders must be
placed 45 days prior to show move-in date due to limited availability and
to avoid additional charges.

Wireless Specific: (a) Smart City is the exclusive provider of wired and
wireless data service(s) for the Facility. Wireless Devices not
authorized by Smart City are strictly prohibited. Customer(s) that
desire to showcase their wireless products must contact Smart City 21
days in advance of show move-in to investigate the potential of Smart
City engineering a customized cohesive network to operate without
interference to other Customer(s), (applicable charges may apply). (b)
The use of any wireless device that interferes with the facility’s 2.5/ 5.8
GHz wireless data frequency range is prohibited and subject to
disconnection at the Customer expense.

Unless otherwise directed, Smart City is authorized to cut floor
coverings to permit installation of service.

Only Smart City personnel are authorized to modify system wiring or
cabling. Material and equipment furnished by Smart City for this service
contract shall remain the property of Smart City.

To avoid additional charges, Floor Plans are due 5 days prior to move-
in. »Orders received prior to the 1% day of show move-in should be
installed 24 hours prior to show opening. »Late orders / changes
received after show move-in has started will be installed after all other
show orders are completed (additional fees may apply).

Network Security Declaration: The Customer is responsible for
providing a signed Network Security Declaration prior to Smart City
activating Internet / Network Service(s) for each Customer.

14.

15.

16.

17.

18.

19.

20.

21.

22,

23.

24,

25.
26.

Internet Performance Disclaimer: Smart City does not guarantee
the performance, routing, or throughput; either expressed or implied, of
any data circuit(s) connectivity with regards to the Internet and / or
Internet backbone(s) beyond the Facility.

Internet Security Disclaimer: Smart City does not provide security
such as, but not limited to, firewalls, etc. for any data circuit(s) we
provide. It is the sole responsibility of the Customer to provide any
necessary security. Customer is agreeing to hold Smart City; its
agents and contracts harmless for any and all liabilities arising from the
use of non-secured data circuits.

Use of Network Connection: (a) Services provided by Smart City are
intended to facilitate communications between the Company’'s
authorized users and the entities reachable through the Internet.
Users of Smart City services shall use reasonable efforts to promote
efficient use of the networks to minimize, and avoid if possible,
unnecessary network traffic and interference with the work of other
users of the interconnected networks. (b) Users of Smart City
services shall not disrupt any of the Smart City or other associated
networks as a whole or any equipment of system forming part of their
systems, or any services provided over, or in connection with any of
the Smart City or other associated networks. Smart City services shall
not be used to transmit any communication where the meaning of the
message, or its transmit distribution, would violate any applicable law
or regulation or would likely be highly offensive to the recipient or
recipients thereof

CANCELLATION - There is a minimum $150 Cancellation fee.
Cancellations must be in writing. Additional cancellation charges will
apply for orders that have already incurred labor, material, and / or
engineering costs. Some broadband services and special circuits
cannot be cancelled once ordered and will incur full charges listed /
quoted. Credit will not be given for service(s) installed and not used.
Service problems must be reported to the Smart City. Service claims
will not be considered unless filed in writing by Customer prior to close
of show.

Any additional cost incurred by SMART CITY to: 1) assist in
trouble diagnosis or problem resolution found not to be the fault
of SMART CITY or 2) collect information required to complete the
installation that customer fails to provide (i.e. floor plans or
special circuit numbers) may be billed to the Customer at the
prevailing rate.

Equipment Management: (a) Customers should pick up hubs,
wireless devices and other rental equipment at the Smart City Service
Desk. (b) The Customer will be fully responsible for the protection
and safekeeping of rental equipment and will be responsible for
returning all rental equipment to the Smart City Service Desk within
one (1) hour following close of the show.

The prices listed on this contract do not include Federal, State, Local
or Other Taxes and Tax surcharges. Taxes / Tax surcharges will be
included on your final bill. Federal Tax ID is 65-0524748.

A per line move fee starting at $200 (Internet) may apply to relocate
the line(s) after it is installed.

Prices are based upon current rates and are subject to change without
notice.

Purchase Orders are not accepted as a form of payment but as a
convenience can be referenced on your invoice upon prior written
request.

There will be a $25 service charge for all returned checks.

Any unpaid balance after close of show will incur a 1.5% / month
service charge.

(1) All Customer contracts and agreements are solely between SMART CITY and the prospective Customer; (2) SMART CITY is not the employee, agent or
partner of the Facility; (3) The Facility is not a party to, nor shall it have any obligations or liabilities whatsoever to any Customer, under any Customer Contract
including without limitation, the obligation to provide any of the services covered by such Customer Contract; (4) No representations or warranties are being made
by the Facility with respect to any Customer Contract or any Communications Services; (5) The right of the Customer to receive any Communications Service will
be terminated if this Agreement is terminated for any reason provided therein; and the Facility will have no obligation to continue providing such service unless the
Facility elects in its sole discretion to continue to provide such services itself or through a third party; (6) The provisions of the Customer Contract are separate and
independent from the provisions of the Customer’s lease space in the building and shall not affect the Customer’s obligations under such lease and without limiting
the foregoing, in no event shall any default by SMART CITY under the Customer Contract or any failure with respect to any Communications Services have any
effect on any Customer’s obligations to the Facility under any lease or any other occupancy agreement between such Customer and the Facility.

27.A valid Credit Card number with signature MUST be on file regardless of payment method.
For your convenience we will use this authorization to charge your credit card for any

28.Smart City accepts payments in US dollars, Checks drawn on a US bank, Wire Transfers or the
following Credit Cards: (Amex, MasterCard, Visa,). Make all checks payable to: Smart City.
29.Due to the cost of processing checks, any refunds due in the amount of $10.00 or less will not be

additional amounts incurred.

refunded except upon written request.

Mail or Fax Completed Orders with
Payment and Floor Plan To
SMART CITY
5795 W. BADURA AVENUE, SUITE 110
LAS VEGAS, NEVADA 89118
(888) 446-6911  FAX (702) 943-6001

ORDER ON LINE: www.smartcitynetworks.com/Order/center.aspx?center=051

*** Tipping is not permitted. Any request from personnel for gratuities should be reported to Management immediately. ***




Network Security Declaration

Center: Colorado CC - (051) - CO Company Name:

Show: Booth / Room #:

Customer / Ref #: 2009 - 051 -

The Network Security Policy implemented for this Facility requires Customer(s) adherence to several necessary precautions in order for
Smart City to maintain a healthy, viable network for all Customers. This declaration of compliance with the security requirements as
noted herein is an acknowledgement of Smart City’s filtering policies and must be completed, signed by an authorized Customer
representative and mailed or faxed to Smart City prior to the requested network service(s) being activated for Customer’s usage.

Network Security Policy:

Smart City requires that all devices directly or indirectly accessing Smart City’s network(s) have the latest virus scan software,
Windows® security updates, system patches, and any other technological precautions necessary to protect the Customer(s) and others
from viruses, malicious programs, and other disruptive applications. Any device(s) which adversely impacts Smart City’s network(s) may
cause service interruptions to Customer(s) which can lead to disconnection of the Customer’s equipment from the network(s), with or
without prior notice at Smart City’s sole discretion. The device(s) in question will remain disconnected until all issues are adequately
resolved. All charges will apply and no refunds will be given. Additional charges may apply for trouble diagnosis and / or problem
resolution.

Smart City has implemented filtering policies on all Internet routers. These filters block all inbound Internet Control Message Protocol
(ICMP) -- Ping, Traceroute, etc. -- destined to any Smart City Network(s). Smart City understands that Ping and Traceroute are valuable
troubleshooting tools; therefore Smart City’s Policy does allow ICMP (Ping & Traceroute) packets sourced from any Smart City
network(s).

Further, to avoid infection by common Internet worms (Nachi, MSBlaster, LoveSAN, etc.), Smart City has implemented similar filters on
the following TCP and UDP port numbers: UDP — 137, 138, 402, 1434 and TCP — 135, 139, 402, 445, 4444.

Customers requiring inbound or outbound access to any of the filtered ports, should contact a Smart City customer service
representative in advance of the event with details of the specific requirements so that Smart City may consider the potential of a
customized alternative.

Each Customer’s business is important to Smart City and with advanced and timely notification of a Customer’s needs we are confident
that we can provide network services that perform as expected for all clients.

***  Please inform all show site personnel about the importance of Smart City’s Network Security
compliance issues ***

*** Services are activated after Smart City is in receipt of this signed declaration of compliance with our
network security requirements ***

Are You Renting Computers? [JYes [1No Rental Company Name:
Rental Company Contact: Contact Number:
Device(s) Operating System: Total # of Devices:
Type of Anti-Virus Software Installed: [] Norton [] McAfee [] Other:
Virus Scan Last Updated: Security Updates Last Performed:
Date Date

With execution of this document the Customer hereby attests that Customer provided equipment, which will be connected to Smart City’s
network(s) at the above noted Facility and Show / Event has been properly protected, contains anti-virus software, and the latest
patches and security updates have been installed. Customer(s) also accepts the responsibility for the performance of Customer’s
equipment and understands the conditions placed on service delivery by this document as well as the potential that additional charges
may be incurred should Customer’s equipment be found to adversely impact Smart City’s network(s) performance. The Customer
acknowledges that this Network Security Declaration is part of the Customer Contract allowing Smart City to provide requested
service(s) and is subject to change without notice.

Signature Date

Printed Name Title
,
A‘lﬂll-hl ]

5795 W. Badura Ave, Suite 110 « Las Vegas * Nevada 89118 « (888) 446-6911 + (702) 943-6000 « Fax (702) 943-6001 SmartCity




Floor Plan — Communications Cable

Center: Colorado CC - (051) - CO Company Name:
Show: Booth / Room #:
Customer / Ref #: 2009 - 051 -

Data communications cabling. Smart City is the exclusive installer of Data communications cabling. Smart City provides
cabling to booths, within booths (under carpet and flooring) and from booth-to-booth. Fiber Optic, twisted pair (Category 5 and 6), and all
other data related cabling fall under Smart City’s area of expertise.

IMPORTANT!! Prior to installation of service, a complete floor plan is required. Please utilize this grid should you not have your own
floor plan to send us. You may use a different floor plan for each service group (Internet, etc.) or combine all services on one floor plan.
For a floor plan to be considered complete it must include all the information listed below (Main Distribution Location “MDL”, designated
location of items within the booth, surrounding booths, scale-length and width).

Adjacent Booth or Aisle#

Adjacent Booth or Aisle#
Adjacent Booth or Aisle#

Adjacent Booth or Aisle#

x = Main Distribution Location (MDL) — The originating line(s) for service, whether from overhead, a floor pocket or a column, will be
delivered to a “MDL” before being distributed within your booth. Example: Storage area, back of booth, etc. (unless specified, the
default for the “MDL” will be the back of the booth or at Smart City’s discretion, the most convenient location). All distribution of
services to their final destination within the booth will originate from the “MDL”. A per line move fee will apply to relocate services
within your booth after they have been engineered and / or installed.

! / ﬂ | PC/ g = Location of primary Internet Service “I”, Hubs “H”, Patch Cables “PC” and / or Computers “C”. For Smart City to
perform your floor work, you will need to indicate the location of each item you want cabled. Make sure to order your floor work,
hubs, and patch cables early and in advance of the show moving in.

Orientation = The Booth or Aisle #s surrounding your booth. A minimum of one surrounding Booth or Aisle # is required (two or
more would be more helpful) for Smart City to accurately install your services.

Size = Booth dimensions (example 10x10) . Scale =1Boxis equal to ft.

i
5795 W. Badura Ave, Suite 110 « Las Vegas * Nevada 89118 « (888) 446-6911 + (702) 943-6000 « Fax (702) 943-6001 Y

SmartCity.
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BALLROOM/PREFUNCTION
EXHIBIT/DISPLAY POLICY

The Colorado Convention Center (CCC) is pleased to have two of the finest ballrooms in the
Rocky Mountain area. In order to preserve the quality and appearance of the CCC ballrooms
for all clients and events, the following regulations for display and exhibition in CCC'’s
ballrooms apply:

REQUIREMENTS TO EXHIBIT

1. Tabletop Exhibits - Table top exhibits do include lightweight, hand-carried, foldaway
exhibitor displays. Tabletop exhibits do not include hard walls or crated materials.
Arrangements through your General Service Contractor must be coordinated to allow
the delivery of display materials to the ballroom.

2. General Service Contractor - All decorating, display, rigging, and drayage work
related to conventions, trade shows, promotional displays and consumer shows are
coordinated through your General Service Contractor, and the work is performed by
the Denver Theatrical Stage Employees Union, Local No. 7, IATSE. To budget and
to plan accordingly, you must make arrangements with an approved General Service
Contractor.

3. Marshaling Yard/Dock Arrangements — Due to limited dock space and vehicle
staging areas, arrangements for a marshaling yard must be made through your
General Service Contractor. The General Service Contractor must coordinate
necessary dock arrangements through CCC Operations. The General Service
Contractor is required to provide loading dock staffing during move-in and move-out
hours.

4. Utilities — Due to limited electrical and telephone utilities in the ballroom, it is critical to
provide and to plan anticipated utility requirements. Electrical and telephone utility
prices in the ballroom may vary from the prices of the same services purchased and
used on the exhibit floor. Power requirements must be coordinated with the Exhibit
Services Department to insure that adequate services are available (303-228-8027).
Both water and air utility services are not readily accessible in either ballroom.
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REQUIREMENTS TO EXHIBIT CONTINUED

5. Electrical Equipment - All electrical equipment must be approved by a Recognized

Testing Laboratory certification.

City Fire Codes - Show management, exhibitors and General Service Contractor
must comply with all City fire codes that apply to places of public assembly. To
ensure compliance, a floor plan must be submitted for Fire Marshal approval.

GENERAL SERVICE CONTRACTOR RESPONSIBILITIES

1.

Furniture and Equipment - CCC does not provide furniture and equipment for
exhibitors’ booths. All arrangement for furniture and equipment for exhibitors should
be handled by your General Service Contractor.

Deliveries — All deliveries must be consigned to your General Service Contractor or
show manager during the event period. If the show does not have a General
Service Contractor, show management will need to be on site to accept any of their
show’s deliveries.

Cleaning Arrangements - It is necessary to make arrangements through your
General Service Contractor for porter service/booth cleaning. CCC is responsible for
the general public areas and facility trash cans.

CCC BUILDING POLICY

1.

2.

Storage - Tabletop booth storage in any service corridor or access hallway to or from
the ballroom or ballroom areas is strictly prohibited due to fire code restrictions. All
exhibit materials must be contained within the booth area or coordinate with your
General Service Contractor for another location for booth restocking materials.

Adhesives - Double-faced tape, duct tape, gaffer's tape, scotch tape, cellophane
tape, drafting tape, decorator tape, or other types of tapes, shall not be attached to
any surface in the ballroom, including, but not limited to, carpeted floors, painted walls,
doors, ceilings, etc. Ask your Event Manager for approved adhesives.
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CCC BUILDING POLICY CONTINUED

3.

Building Penetration - Nails, screws, bolts, anchors, wire, rope, streamers or any
other like material shall not be attached to, adhered to, mounted in, or in any other
fashion be used at, on, or near any surface in the ballroom.

Fire Retardant - Materials used in the construction of displays and decor must be
fire resistant, and labeled as such. All exhibits and displays are subject to
inspection by the Fire Prevention Bureau and/or CCC Operations for compliance.

Open Flame Permit - Operation of any open flame, heat producing, or smoke
emitting devices or materials in the CCC should have written authorization by the
CCC management and the Fire Prevention Bureau. Use or storage of propane by
exhibitors is restricted. Permits are required.

Covered Booths - Any covered exhibit space over 100 square feet requires a
smoke detector and a 2A10BC fire extinguisher.

Equipment - All General Service Contractor equipment must be electric or battery
powered.

HVAC/Lighting - Contractually, house lighting, ventilation, heat or air conditioning
will be provided as required during show hours. Energy conservation is of prime
concern and minimal levels of lighting and ventilation will be maintained during
move in and move out periods.

Helium Balloons - Helium balloons may be approved through your Event Manager.
A deposit may be required prior to installation.

10. Vehicles - Powered equipment/vehicles may be allowed access to the ballroom, only

with the express written consent of the CCC Operations. The exhibitor's strict
adherence to CCC's rules, regulations and requirements regarding display or use of
powered equipment/vehicles in the ballroom is required.

11.Food and Beverage - 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 contract your Centerplate
Catering Representative at (303) 228-8050 for more detailed information.

12.Smoking Prohibited - By Executive Order of the Mayor of the City and County of

Denver, smoking in all City owned facilities is prohibited. CCC provides a smoke-
free environment.
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CCC BUILDING POLICY CONTINUED

13.Exhibit Floor Plans — To obtain approval from the Fire Prevention Bureau as well
as CCC, it is mandatory to submit six (6) copies of your floor plans to your Event
Manager six (6) months prior to move in. Floor plans should conform to the
following:
a. Name of show, show dates, building location and General Service Contractor
should be printed on the plans.
b. Floor plans must be drawn to scale.
c. Exits and fire fighting equipment may not be blocked and should be indicated
on floor plans.
d. All aisle widths must be a minimum of eight feet (8’) and clearly marked.
e. All areas to be used as food function areas should be clearly marked on the
floor plan.
f. A clear access of twenty feet (20’) must be maintained to all exits.

FOR A MORE COMPREHENSIVE LIST OF POLICIES AND PROCEDURES, PLEASE
REFER TO THE CCC EVENT PLANNER’S GUIDE OR

WWW.DENVERCONVENTION.COM

Questions should be directed to:

Event Management Department
700 14" Street
Denver, Colorado 80202
(303) 228-8000
(303) 228-8104 FAX

Revised: 4-7-06-dcw
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All rigging and hanging is subject to inspection by the CCC for compliance with rules and
regulations. Contact your Event Manager to insure your receipt of the latest rules and
regulations. All rigging labor falls under the jurisdiction of IATSE, Local No. 7.

Hanging: All dead-hung apparatus such as banners, signs, electric cable, etc., must be
hung from approved hang points or eyebolts.

Rigging: All chain motor, block and fall or cable mechanisms used for raising/lowering of
trusses, speakers, signs, high drape or the like, must be hung from hang points or from
ceiling trusses and girders.

Joist Truss: Small horizontal ceiling beams spanning the distance between the girders and
measuring 7'6" apart.

Girder: The primary horizontal supporting beams are located on 90' centers.
Load Limits

Exhibit halls have a joist truss and girder ceiling. Although the ceiling is not specifically
designed for the hanging or rigging of heavy apparatus, the construction engineers have
provided data that allow limited loads. The load limits are absolute. You may obtain a
ceiling truss plan from your Event Manager. The Operations Department will also provide
answers to further questions.

Revised: March 1, 2010 -slg
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Centerplate

FOOD AND BEVERAGE SAMPLING & DONATED PRODUCT
POLICY & GUIDELINES

Centerplate Catering retains the exclusive right to provide, control and retain all food and
beverage services throughout the facility for the events and, therefore shall retain any
revenue. Concessions, the sale of alcoholic or non-alcoholic beverages, and the provision
of snacks, treats or candies are included under this provision.

e A company/organization may not bring any food, beverages, or alcoholic beverages for
use in the hospitality lounge, staff offices, or backstage areas.

e All food and beverage samples or traffic _promoters brought into the Colorado
Convention Center must have approval from Centerplate Catering Corporation in writing
prior to the event and adhere to the following guidelines:

Food & Non-Alcoholic Beverage Sampling

e A company/organization may only distribute samples of food and beverage products
that the company/organization produces or sells in its normal day to day operations.
Samples may only be distributed in such quantities that are reasonable with regard to
the purpose of promoting the merchandise.

o0 Food samples are limited to two (2) ounce portions.
o Samples of non-alcoholic beverages are limited to a four (4) ounce portion.

o No alcoholic beverages may be sampled.

e A written description (that details the product and portion size to be sampled.) must be
submitted in advance to Centerplate Catering. Approval of sampling arrangements to
the sampling company/organization will be provided in writing only!

Traffic Promoters

e “Traffic Promoters” (i.e. coffee, bottled water, candy, popcorn, etc.) that compete with
products vended by Centerplate Catering must contact Centerplate Catering to arrange
an appropriate buy-out fee. Please contact your Catering Sales Representative for
more information.
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Food Storage, Delivery & Production Services

e If an organization requires food preparation, heating, cold or dry storage, or other
kitchen services, arrangements must be made no later than three weeks in advance of
the start of the event. Only Centerplate Catering staff may perform all preparation as
well as cooking within the facility’s production areas. Charges for these services will be
based on the requirements of the arrangements. Please contact your Catering Sales
Representative for more information.

0 Non-beverage & food vendors, refrigerated, freezer and dry storage are
available for $10.00 per cubic foot, per day.

0 Any special instructions for the handling of refrigerated products must be
provided at the time of order.

o Delivery of any foods and any beverages to the facility must be coordinated with
your Catering Sales Representative. Centerplate will not assume responsibility
for incorrectly delivered products, damaged products at delivery, or inferior
products.

o0 Ice may also be ordered in advance for delivery to your booth during the show
for $10.00 per twenty-pound bag.

Donated Alcoholic Beverages

e Prior to the event, Centerplate Corporation must have approved in writing all alcoholic
beverages that are being donated and must adhere to the following guidelines:

o All products must be delivered from a licensed Colorado wholesaler and arrive
with an invoice priced no less than the “laid-in” cost to the wholesaler. All
deliveries must arrive through the Centerplate Catering purchasing department.

o Only reqgistered non-profit companies/organizations (501c3 or 501c6) may have
donated product. All donated alcoholic beverages must be received from a
licensed Colorado wholesaler.

o Centerplate Catering staff must dispense all alcoholic beverage samples. The
fee for staff necessary to dispense products will be determined by an hourly, per
person rate of $25.00 with a four-hour minimum.

Labor Fees

e The labor fees for all donated will cover the cost of receiving and storage. These fees
apply to all alcoholic products delivered and invoiced whether used or unused.

All of the aforementioned policies will be strictly administered. Any violation of

these will result in the removal of product from the show floor.

Liability
The company/organization receiving the donation will be fully responsible for any and all

liabilities that may result from consumption of their products, and shall waive any and all
liability against Centerplate Catering, SMG and the City and County of Denver.
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Guarantee & Payment Policy

« A deposit of seventy-five percent of the total contract value will be required thirty days in
advance of the first function. The final twenty-five percent remaining balance due shall
be paid in full seventy-two business hours prior to the start of the function. A completed
Credit Card Authorization form must be provided by the Customer as a guarantee of
payment for services rendered. A photocopy of the front and back of the credit card
must also be included for verification. Master Card, VISA and American Express are
gladly accepted for total charges.

e A statement describing the charges made and services rendered must be signed by
representative or agent of the Customer on the day of the function. Final payment for
event charges, in addition to those estimated on this contract, must be paid at the
conclusion of the event. Final payment will be due no later than ten business days from
receipt of the final invoice. Final payment shall be made by a company, certified or
cashiers check or will be assessed to the credit card used to authorize the event. In the
event the balance owing to Centerplate under this contract is not paid within ten days
following the function. Centerplate may apply any final balance due to the credit card
used to guarantee payment.

Please note the following:

If you are planning your event in less than thirty days from the date of the event,
the required deposit will be 100% of the estimated balance due upon signing of
the contract.

Thank you for selecting Centerplate Catering. It is our pleasure to serve you!

Centerplate Catering at the Colorado Convention Center
700 14™ St. Denver, CO. 80202 e 303-228-8050 (phone) o 303-228-8054 (fax)

Revised: 4-17-09 slg
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UNION LABOR REQUIREMENTS

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
Business Agent
Office: (303) 534-2423
Fax: (303) 534-0216

Revised: 5-06-06/dcw



Appendix K
Page 1 of 1

VEHICLE & TRUCK STAGING

The staging of vehicles at the Colorado Convention Center (CCC) requires advance
coordination with your Event Manager, Show Management and the Manager of Security at
the CCC. Costs for traffic control, certified flagmen and/or off-duty police officers and the
dock master are the responsibility of the client. The CCC will mandate the minimum
numbers of such personnel depending on the event profile.

All event-related vehicles should be staged in assigned and designated portions of the
service road (ring road) or docks. A clear and accessible fire lane around the CCC will be
maintained at all times. This lane shall provide adequate clearance for emergency
vehicles.

The Security Department for the CCC will maintain fire lanes adjacent to the staging areas.
This department is authorized to cite and/or tow vehicles that are in violation of these
policies, Denver City ordinances, or any vehicle that compromises the integrity of the life
safety system.

Vehicle operators must remain in their vehicles at all times. At no time should vehicles be
left unattended or parked while in the staging area.

Revised: 1-4-06 -slg



Dear Meeting Planner:

For clarification, following is a brief summary of our Workers Compensation Insurance requirements. Clients are
sometimes unclear as to why this coverage is required.

Workers Compensation Insurance - Required by Colorado State Law
[As required by the State(s) in which the contract is to be performed]

Workers compensation insurance coverage [or proof of coverage for your employees] is required when there are paid
Licensee employees on site working the event. However, coverage can be waived in certain circumstance when
applicable, such as the following:

-Other than Show Management, no paid staff
-Sub-contractors or temporary agencies staffing utilized.
-Volunteers used for event work
-Associations, clubs, religious, charitable organizations without employees
-Your organization is State Exempt from coverage-
i.e. -independent contractor / sole proprietorship
-non-profit organization / Volunteer Associations etc.
-organization with no employees

If your organization meets any of the above criteria you may be able to waive the required workers compensation
insurance coverage by signing an “insurance waiver letter” that I provide for your signature.

Because the coverage is contractually required, we must have either,

(a) Certificate of insurance for coverage evidencing overage

(b) Proof of coverage [policy page showing current] or

(c) A signed “insurance waiver letter” requesting to waive said coverage when
applicable

Regarding Automobile Insurance coverage

Automobile Liability Insurance for bodily injury and property damage, including coverage for owned, non-owned and

hired vehicles, including loading and unloading operators is required. The coverage protects SMG our municipal partners

as well as our clients from the risk and liability exposures inherent to vendors, exhibitors and sub-contractors driving
upon our docks and exhibit hall floors during set-up and take down operations. Required coverage is $1,000,000 each
occurrence.

Linda Rodriguez

Accounts Receivable
SMG-Colorado Convention Center
Finance Department

Ph.# 303-228-8009

Fax# 303-228-8065
Irodriguez@denverconvention.com

GM&>

Private Manageaent for Pubilc Facilittes



Dear Meeting & Event Planners:

The City & County of Denver and SMG have established insurance guidelines to help protect our
clients and patrons from risk of liability should injury or damage occur while in our facility.
Below is the portion of our License Agreement that specifies facility insurance requirements.
These terms are non-negotiable; alterations to terms or coverage amounts are not acceptable. The
certificate of insurance, once received, will be reviewed for contract compliance.

Event Insurance: Licensee shall at its own expense secure and maintain through the term of this
Agreement, including move-in and move-out days, with an insurer or insurers’ maintaining at
least an A VIII rating in the current A.M. Bests Manual, licensed to conduct business in the
State of Colorado, the insurance listed below. All such insurance shall be primary of any other
valid and collectible insurance of Licensee and/or SMG and shall be written on an occurrence
basis. Claims made policies are not acceptable and do not constitute compliance with
Licensee’s obligations under this Agreement.

(A) Comprehensive General Liability- Insurance with limits not less than $1,000,000 each
occurrence combined single limit for bodily injury or death and property damage,
including coverage’s for personal injury, contractual, and operation of mobile
equipment, products and liquor and liability (if applicable);

(B)  Worker” Compensation- Insurance as required by Colorado State law;

(C)  Employers Liability Insurance- with limits not less than $1,000,000 for each occurrence

(D)  Automobile Liability Insurance- with limits not less than $1,000,000 each occurrence
combined single limit for bodily injury and property damage, including coverage’s for
owned, non-owned and hired vehicles, including loading and unloading operators.

Comprehensive General Liability and Automobile Liability Insurance policies required shall
name as additional insured’s: City & County of Denver, SMG, It’s Officers, Agents and

Employees.

Certificates of Insurance: Copies of additional insured endorsements and primary
coverage endorsements and, if requested, complete copies of policies, satisfactory to SMG,
shall be furnished to SMG no later than sixty (60) days before the first move-in day of the
Event. Certified copies of the Certificate of Insurance or policies shall provide that they
may not be canceled without thirty (30) days advance written notice to SMG.

Linda Rodriguez, Accounts Receivable Technician
SMG-Colorado Convention Center

Finance Department

Ph.# 303-228-8009

Fax# 303-228-8065
Irodriguez(@denverconvention.com

SME>

Frivate Management for Public Facllities




CERTIFICATE OF INSURANCE

DATE (mm/dd/yy)

PRODUCER

YOUR INSURANCE COMPANY NAME/PHONE
NUMBER OF CONTACT PERSON

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS
NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS CERTIFICATE DOES NOT
AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.

CODE SUB-CODE COMPANIES AFFORDING COVERAGE
COMPANY LETTER A

INSURED COMPANY LETTER B

YOUR COMPANY NAME AND ADDRESS COMPANY LETTER C
COMPANY LETTER D
COMPANY LETTER E

COVERAGES THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED, NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE
MAY BE ISSUED OR MAY PERTAIN. THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IN SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS

OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS
INST POLICY EFFECTIVE |[POLICY EXPIRATION
LTR [TYPE OF INSURANCE POLICY NUMBER DATE (MM/DD/YY)  |DATE (MM/DD/YY) LIMITS NOT LESS THAN $1M
GENERAL LIABILITY GENERAL AGGREGATE $  1,000,000.00
COMMERCIAL GENERAL PRODUCTS-COM-OPS
X |LIABILITY AGGREGATE $  1,000,000.00
CLAIMS PERSONAL & ADVERTISING
MADE X |OCCUR. INJURY $  1,000,000.00
OWNER'S & CONTRACTOR'S
PROT. EACH OCCURRENCE $  1,000,000.00
FIRE DAMAGE (Any one fire) $ 50.00
MEDICAL EXPENSE (Any one
person)
AUTOMOBILE LIABILITY
X |ANY AUTO COMBINED SINGLE LIMIT $  1,000,000.00
ALL OWNED AUTOS
SCHEDULED AUTOS BODILY INJURY (PER PERSON)
X |HIRED AUTOS
BODILY INJURY (PER
X |NON-OWNED AUTOS ACCIDENT)
GARAGE LIABILITY PROPERTY DAMAGE
EXCESS LIABILITY
UMBRELLA FORM
OTHER THAN UMBRELLA FORM
X |WORKER'S COMPENSATION STATUTORY
& EMPLOYER'S LIABILITY EACH ACCIDENT $  1,000,000.00
DISEASE-POLICY LIMIT
DISEASE-EACH EMPLOYEE
OTHER

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/RESTRICTIONS/SPECIAL ITEMS

ADDITIONAL INSURED: (NAME OF EVENT) OCCURRING IN (YEAR). CITY AND COUNTY OF DENVER, SMG AND ITS OFFICERS, AGENTS AND

EMPLOYEES

CERTIFICATE HOLDER

CANCELLATION

CITY & COUNTY OF DENVER

SMG/COLORADO CONVENTION CENTER

700 14TH STREET
DENVER, CO 80202

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE EXPIRATION
DATE THEREOF, THE ISSUING COMPANY WILL ENDEAVOR TO MAIL30-DAY, WRITTEN NOTICE
TO THE CERTIFICATE HOLDER NAMED TO THE LEFT, BUT FAILURE TO MAIL SUCH NOTICE
SHALL IMPOSE NO OBLIGATION OR LIABILITY OF ANY KIND UPON THE COMPANY, ITS AGENTS
OR REPRESENTATIVES.

AUTHORIZED REPRESENTATIVE
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Colorado Convention Center
- Parking Garage -
| nfor mation Sheet

Garage Hours: The parking facility is open 24 hours aday, 7 days aweek.

Garage Location: The parking garage is located along Champa Street between 14™ Street and
Speer Boulevard. The garage is attached to the Convention Center and it is distinguishable by
decorative, horizontal stainless steel strips wrapping the entire exterior of the garage.

Vehicle Entrance: Enter the parking garage via North-bound Speer Boulevard (right turn)
just after Stout Street and before Champa Street. Or, enter via West-bound Champa Street
(left turn), just before Speer Blvd.

Vehicle clearanceis 8 2" and the maximum vehicle length is19'0”.

Restrictions: No Trailers or oversized vehicles alowed.
Bicycles, scooters, skateboards, and rollerblades are not alowed on vehicle
entry/exit ramps.
Soliciting and/or distribution of literature is prohibited.
No in and out parking.

Important Notice: Thereis no free parking at any time - violators are subject to City of Denver
ticketing and towing at the owner’ s expense.

Disclaimer: The Colorado Convention Center (SMG) is not responsible for and assumes no
liability arising from fire, theft, damage to or loss of vehicle, or any contents therein.

Security: Parking staff, as well as Convention Center Security, patrol the garage day and night.

PARKING RATES*:

Park 0to 8 hours- $12

Park up to 12 hours- $15
Park up to 18 hours- $17
Park up to 24 hours - $25
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Monthly Parking Permit - $120

Park 24 hours aday, 7 days aweek, for 30 days with a monthly parking permit.
All monthly permit parking occurs on level P2, with overflow parking directed to the roof
(level P3).

Pay-By-Space Parking Instructions. Park in any non-reserved spot, remember your vehicle
stall number and proceed to any automated pay station located on all levels within the garage.
Payment can be made by cash (no coins permitted) or maor credit card (Visa, MasterCard, or
American Express). Then take your receipt with you — no need to return to your vehicle to
display the receipt on your dashboard.

If you have any questions or concerns about parking at the Colorado Convention Center, please
feel free to contact Parking Management at parking@denverconvention.com or 303.228.8070.
Parking Management offices are located on Level P1.

Revised 6/09

Entrance On
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C OLORADO "

CONVENTION CENTER "

Policies and Procedures

Department: Exhibitor Services Issued By: Operations
Topic: Electrical Utilities Policy Procedure Number: Final (2)
Effective Date: 12/15/10 Page: 1 of 1

Policy:

All power at the Colorado Convention Center must be purchased and installed by the
convention center electrical department.

Water Cooler Power:

Exception(s):

Power usage for Centerplate water coolers, plugged directly into the wall and utilizing
existing outlets only, are complimentary. This power usage is available specifically for
Centerplate water coolers. All other power must be purchased individually.

Procedures:

All additional equipment/power must be ordered through Exhibitor Services and a
convention center electrician will install the requested service. Arrangements should be
made through Event Management, all requests shall require a map, and all needs outside
Water Cooler provision are subject to the normal power/labor charges.

Audio Visual Power:

Exception:

For the ease of audio visual (“AV”) setup, in each meeting room, ballroom, and/or grouping
of rooms, such as meeting room 301-303, the AV contractor may connect to (2) two of the
existing outlets. This power is only for AV equipment. All other power including head table

locations, computer labs, copiers and general office setup must be purchased individually.

Procedures:

AV companies may use up to (2) two complimentary 20 AMP circuits in each room, or group
of rooms, provided the equipment safely plugs into standard outlets. Combination rooms are
considered a group thus Meeting Room 301-303 combined receives (2) two AV outlets just
as Meeting Room 301, 302, and 303 would each receive (2) two if the walls were in place.
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All AV companies are responsible for the proper dressing of cables to eliminate safety
concerns and all installation is subject to convention center inspection. In the case of circuit
overload, the lessee will be assessed a $75.00 labor charge for each reset and may be
required to order additional power if circuit overload continues.

All additional equipment/power must be ordered through Exhibitor Services and a
convention center electrician will install the requested service. Arrangements should be
made through Event Management, all requests shall require a map, and all needs outside
AV provision are subject to the normal power/labor charges.

Discount Pricing:

A 20% discount is granted on all orders placed through Event Management up to 15 days
prior to the first move-in day of the show.

Standard Rate:

All service orders received 14 days prior to the show or less will be charged at the standard
rate.

Revised: 3/21/11-sao
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