











































	EVENT PLANNING GUIDE
	Colorado Convention Center

	EVENT PLANNING GUIDE
	Welcome
	We extend a warm Mile High welcome to the Colorado Convention Center (CCC) and look forward to partnering with you on your upcoming event. Our team is dedicated to providing a smooth, efficient, and enjoyable planning experience — from your earliest conversations with our Sales team through your final move-out.
	Our mission is simple: to support the seamless planning and successful execution of your event through exceptional service, clear communication, and a commitment to your goals.
	Facility Highlights Exhibit Halls 577,000 sq. ft. (6 halls) Ballrooms
	Four Seasons Ballroom – 35,000 sq. ft.
	Mile High Ballroom – 50,000 sq. ft.
	Bluebird Ballroom – 80,000 sq. ft.
	Terraces
	Bluebird Terrace – 20,000 sq. ft.

	Bellco Theatre
	5,005 seats
	Divisible into three seating sections
	Meeting Rooms 63 rooms (800–2,700 sq. ft.) Loading Docks 42 Parking Spaces 772 Rocky Mountain Executive Conference Room  Seats 30



	Table of Contents
	MEET THE TEAM ............................................................................ 4 Event Management Security Exhibitor Services Engineering Electrical Internet Sales Building Services Sustanability Guest Services Housekeeping AMENITIES & VENDORS ....................................................... 6 Digital Display Monitors Audio Visual Dimmable Lighting House Audio System Loading Docks, Floor Load, Freight Ramps Hours of Operation Parking Accessibility FACILITY SERVICE & GUIDELINES ............................ 8 Animal Policy Unmanned Aerial Vehicles (UAV) ChargeFUZE Mothers Room Sensory Room Child Care Gift Shop AXS Ticketing FOOD & BEVERAGE .................................................................. 9 Sodexo LIVE! Culinary Professionals Catering Representatives Planning Process
	Trash Removal / Recycling Extraordinary Housekeeping Water Services POLICIES & PROCEDURES ..................................... 13 Ballroom Exhibits Building Damage Freight Deliveries Hand-Carried Freight Floor Plan Approval Signage and Banners Smoking Policy Carpet Installation Exhibits in Permanently Carpeted Areas Rigging and Hanging Security Protocol Decorative Materials Food and Beverage Guidelines Crate Storage Exhibits Union Labor Vehicle | Truck Staging Sales / Use Taxes and Licenses Facilities Development Admissions (FDA) Tax AXS Ticketing Agency Certificate of Insurance

	Meet the Team
	Discover the wealth of talent and experience available to support your event. Each department plays a vital role in ensuring your success, and our team is committed to delivering exceptional service from planning through final move-out.
	EVENT MANAGEMENT
	https://denverconvention.com/about-us/meet-our-team/event-management-team/

	SECURITY
	EXHIBITOR SERVICES
	https://www.denverconvention.com/exhibitor-architect/exhibitor-services

	ENGINEERING
	ELECTRICAL
	INTERNET

	SALES
	BUILDING SERVICES
	SUSTAINABILITY
	GUEST SERVICES
	HOUSEKEEPING
	AMENITIES AND VENDORS
	The Colorado Convention Center offers a range of on-site services aimed at ensuring a seamless event planning experience. Explore our preferred on-site services and vendors to enhance your event planning process.
	DIGITAL DISPLAY MONITORS
	AUDIO VISUAL
	https://denverconvention.com/exhibit-at-an-event/order-audio-visual

	DIMMABLE LIGHTING
	HOUSE AUDIO SYSTEM

	LOADING DOCKS, FLOOR LOAD, FREIGHT RAMPS
	HOURS OF OPERATION
	PARKING
	ACCESSIBILITY
	https://denverconvention.com/attend-an-event/accessibility-services

	FACILITY SERVICES & GUIDELINES
	ANIMAL POLICY
	UNMANNED AERIAL VEHICLES (UAV)
	ChargeFUZE

	MOTHERS ROOM
	SENSORY ROOM
	CHILD CARE
	GIFT SHOP
	AXS TICKETING

	FOOD AND BEVERAGE
	Elevate your next event with the "WOW" factor by exploring our exclusive food and beverage options curated by Sodexo Live!
	SODEXO LIVE!
	CULINARY PROFESSIONALS
	CATERING REPRESENTATIVE
	PLANNING PROCESS
	https://denverconvention.com/plan-your-event/onsite-services-vendors


	EVENT PLANNER’S CHECKLIST
	Use this checklist to stay on track with key deadlines. Your Event Manager can assist with any questions.
	TWO WEEKS OUT
	Conditional upon your 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 the charges.


	UNCOVERING ANCILLARY CHARGES
	By familiarizing yourself with these ancillary charges, you can better estimate the overall cost of hosting an event at the Colorado Convention Center and ensure that your budget adequately covers all necessary expenses. Additionally, consulting with your Event Manager can provide further clarity on specific charges and any potential cost-saving strategies.

	COAT AND BAGGAGE CHECK
	ROOM SETS AND CHANGEOVERS
	PARAMEDIC / EMERGENCY  MEDICAL SERVICE COVERAGE
	FIRE PREVENTION BUREAU / OFF-DUTY FIREFIGHTER COVERAGE
	INTERNET
	https://denverconvention.com/plan-your-event/onsite-services-vendors

	ELECTRICAL AND WATER / DRAIN SERVICES
	ELECTRICAL
	The CCC provides two complimentary 20-amp circuits for audiovisual use in each meeting room, ballroom, or staff office, and a 50-amp circuit in general session spaces. Additional electrical services for exhibit halls, computer labs, registration areas, and other functions must be ordered separately. If you need additional equipment, power, or dedicated circuits, please coordinate with your Event Manager. They will communicate your requirements to the Exhibitor Services Department to ensure your power needs are met safely and efficiently
	If you require additional equipment, power, or dedicated circuits, please coordinate these arrangements with your Event Manager to ensure your power needs are met safely and efficiently.

	WATER & DRAIN SERVICES
	Air, water, and drain services are available throughout the building. Please make arrangements through your Event Manager.


	TRASH REMOVAL / RECYCLING
	Trash removal is an essential service for most conventions and trade shows, and we offer it at a nominal fee to accommodate variations in volume.

	EXTRAORDINARY HOUSEKEEPING
	WATER SERVICES
	POLICIES AND PROCEDURES
	BALLROOM EXHIBITS
	BUILDING DAMAGE
	FREIGHT DELIVERIES
	HAND-CARRIED FREIGHT

	FLOOR PLAN APPROVAL
	SIGNAGE AND BANNERS
	SMOKING POLICY
	CARPET INSTALLATION
	EXHIBITS IN PERMANENTLY CARPETED AREAS
	RIGGING AND HANGING
	SECURITY PROTOCOL
	DECORATIVE MATERIALS
	FOOD AND BEVERAGE GUIDELINES
	CRATE STORAGE
	EXHIBITS
	UNION LABOR
	IMPORTANT NOTICE:
	The Colorado Convention Center is a union facility. Decorating, display installation, rigging, production, audiovisual, and other show-related labor are performed under the jurisdiction of IATSE Local No. 7. Please review these requirements carefully, as they impact planning, budgeting, and exhibitor compliance.


	VEHICLE | TRUCK STAGING
	SALES / USE TAXES AND LICENSES
	FACILITIES DEVELOPMENT ADMISSIONS (FDA) TAX
	https://www.denvergov.org/content/dam/denvergov/Portals/571/documents/TaxGuide/TaxGuideTopic26_FacilitiesDevelopmentAdmissionTax.pdf

	AXS TICKETING AGENCY
	AXS Ticketing Agency Quick Facts

	CERTIFICATE OF INSURANCE
	RESOURCES
	Below are the additional resources referenced throughout this guide. Each provides detailed guidance on policies, procedures, and services related to hosting your event at the Colorado Convention Center.
	Event Planning & Operations
	Exhibits, Signage & Floorplans
	Health, Safety & Security
	Guest & Exhibitor Services
	Sustainability
	Your Event Manager can help you identify which resources apply to your event and provide direct links as needed.


	CCC At-a-Glance
	Bellco Theatre
	Stage Dimensions:
	Technology:
	Features:
	Accessibility:
	Additional Spaces:

	Bluebird Ballroom
	Capacity:
	Features:
	Location:


	Four Seasons Ballroom
	Capacity:
	Features:
	Location:

	Mile High Ballroom
	Capacity:
	Features:
	Location:

	Meeting Rooms
	Capacity:
	Location:
	Combined Options
	Upper Lobby Square Footage (Public Concourse Outside Halls)
	Loading Docks
	Standard Features


