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Dear Valued Customer and Guest: 
 
Bienvenido and welcome to the Puerto Rico Convention Center.  The newest premier convention, 
meeting and trade show venue in the Americas! 
 
We take pride in the appearance and efficient operation of the facility. Our motto is “What’s in sight 
must be right!” We have devised this Event Planning Guide to help you produce your most successful 
event ever. All the questions you may have concerning your event and this facility are contained in the 
following pages.  
 
The Puerto Rico Convention Center is a state-of-the-art facility owned by the Puerto Rico Convention 
Center District Authority and operated by SMG. Based in Philadelphia, SMG is the world’s largest 
private management company for public assembly facilities in the world. Our management philosophy 
is based on “SERVICE”. From your initial contact with our office, to post-event reviews, our goal is to 
provide you with the highest levels of service and personal attention. The resources of our event 
services department will be available to you throughout your event planning and implementation 
stages.  Furthermore, our commitment to service will be extended to your exhibitors and attendees; 
ultimately reflecting in the success of your event. 
 
Our experienced event staff will lend additional information and guidance throughout the planning 
stages of the event. We encourage you to communicate with your Event Manager once the event it’s 
executed, and as often as necessary. Keeping the doors of communication open will help ensure the 
success of your event. 
 
We are very pleased that you have selected the Puerto Rico Convention Center to host your fine event 
and we look forward to serving you each step along the way to its successful conclusion. 
 
Sincerely, 
 
 
Thomas L. Connors  
Regional Vice-President  
SMG Latin America  
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EVENT PLANNING CHECKLIST 

 
 

ITEM 
  

DEADLINE 
 DATE 

COMPLETED 
 
Once Use License Agreement/Contract is sent, the 
deposit and signature are due. 

  
 
Use License Agreement 

  

 
Executed Use License Agreement/Contract is sent to 
client when deposit and signed contracts are returned.  

  
 
1 week later 

  

 
Review Event Planning Guide 

  
Pre-planning stage 

  

 
Your Event Manager is assigned 

 Pre-planning stage   

 
Select Service Contractor: Decorator, if applicable 

  
Pre-planning stage 

  

 
Submit floor plan to Event Manager for Security’s 
approval. (areas need to be labeled) 

  
Pre-Planning stage 

  

Review preliminary Show Logistics with Event Manager 
• Review estimated labor costs for Security, 

EMT (Emergency Medical Technician), 
Cleaning, and electrical charges. 

• Review estimated equipment needs 

 Pre-Planning stage   

 
If applicable, request Order Forms for Exhibitor Kits  

  
Prior to mailing of exhibit 
kits 

  

 Electrical     
 Food and Beverage Booth Order Form  
 Security  
 Air/Water  
 Telephone  
 Internet  
 Audio-Visual  
Send exhibitor information to your Event Manager 

• Exhibitor Service Kit 
 1 week later   

Provide Event Timetable to Event Manager: 
• Move-in schedule 

o Decorator 
o Exhibitors 
o Freight 
o Registration 

• Show Office 
• Registration 
• Exhibits 
• Meetings 
• Special Events 
• Other activities 
• Move-out schedule 

 Pre-Planning Stage   

 
Final Payment 

  
30 days prior to event 

  

 
Finalize Special Services with Event Manager 

  
30 days prior to event 
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 EMT     
 Security  
 Business Center  
 Parking  
 Pre-Con Meeting  
Request Event Estimate from Event Manager   

Planning Stage 
 

  

 
Submit Certificate of Insurance to Facility 

  
30 days prior to event 

  

 
Finalize Event Staff Schedules 

  
30 days prior to event 

  

 
Finalize Audio-Visual Needs 

  
21 days prior to event 
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SALES DEPARTMENT 
Your initial contact with the Center should be directed to our Sales & Marketing Department.  A 
Representative will review your proposed event requirements including projected dates, space needs and 
rate structures.  Potential date and space availability in the Center's booking schedule will be discussed as 
appropriate. 
 
Following the designation of available space, the Representative may enter a space reservation for your 
event.  All space reservations are designated on either a tentative, first option, second option or confirmed 
basis.  An event will be regarded as confirmed following the execution of a lease agreement and payment of 
deposit.  The parameters for issuing and executing lease agreements are dependent upon the type of event 
being considered. 
 
In order to facilitate the booking process at the PRCC we have implemented a new rule. When requesting 
dates at the PRCC all date and space hold will be valid for up to 45 days after receipt of confirmation. Dates 
will be released without notice if the event is not confirmed via Use License Agreement/Contract and 
corresponding deposit.  
 
Where applicable, potential Licensees may request dates from the Puerto Rico Convention and Visitors 
Bureau or the Center.  All date requests submitted to the Bureau are subject to Center approval and all 
tentative reservations are subject to "challenges" where applicable. 
 
Potential Licensees may be requested to submit a facility use and/or a credit application prior to reserving 
dates.  
 
We encourage you to contact the Sales & Marketing Department with any questions regarding current 
booking policies.  
 
FOOD AND BEVERAGE SALES DEPARTMENT 
Where applicable, following the designation of available dates and space, a Food and Beverage Sales 
Representative will contact you to offer options for your event and will prepare a Menu Quote for your 
approval. All Food and Beverage orders must be pre-paid.  
 
EVENT MANAGEMENT AND COORDINATION 
Following the execution of the Use License Agreement/Contract, the Convention Center will assign you an 
Event Manager to work with the event planning and implementation. The Event Manager will be in contact and 
will remain as the primary Convention Center liaison until the conclusion of the event. 
 
The major function of the Event Manager is to gather all event information and disseminate the information to 
the different Departments. These departments include Engineering, Security, Housekeeping, Set up, Food & 
Beverage, and if applicable, Audio-Visual, EMT and Telecommunications/Internet. 
 
It is important to remember the Puerto Rico Convention Center is a multi-purpose facility.  The facility may 
have simultaneous events in the building.  The Event Manager will rely on the information given to 
coordinate public areas for multiple events.  By receiving this information in advance, the Event Manager will 
ensure the smooth operation of your event.  
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AIR-CONDITIONING 
Air-conditioning will be provided as follows:  Exhibit halls beginning one hour prior to show and continuing 
until one hour after the show closes; Meeting rooms used for “event program” beginning one hour before 
meetings and continuing until one hour after close of meetings; show offices as needed; and attendee 
registration area during show hours; Air conditioner on the Exhibit Halls will not be turned on during move in 
and move out days. If interested, the prices are the following 
 
Air Conditioning -  Exhibit Halls A&C    $  1,200.00/day/hall 
(non - show days)  Exhibit Hall B     $  2,000.00/day/hall 
 
Note: 
*Air conditioner not available when the loading dock doors are open  
*Air conditioner is included in the rent during show hours 
 
AIRWALLS 
The moveable air walls/partition walls in the Exhibition halls, Meeting rooms, and Ballroom are to be installed 
and removed by Convention Center personnel only. An additional set up charge will apply if they need to be 
moved on the same day of the event. 
 
ANIMALS 
It is PROHIBITED to have live animals in the Center without proper written permission. Contact the Event 
Manager for rules and regulations.  In accordance with the ADA, guide dogs may accompany a disabled or 
physically challenged person in the Center. The paperwork needed if approved is: copies of vaccination 
certificate, health certificate, municipal license/certificate and a licensed trainer (needs to be present during 
show).  All animals should leave the facility in the same way they arrived.  No slaughter of any kind of 
animals is permitted at the facility. 
 
AUDIO VISUAL 
The Facility’s preferred in-house audio visual provider, PSAV® Presentation Services, offers a full range of 
audio-visual services including: multi-media projection, lighting equipment, sound reinforcement, video 
production, cameras and more.   
 
Outside suppliers are permitted to operate in the PRCC with prior notification; however, use of the meeting 
room house sound system is the exclusive right of PRCC through the house A/V contractor.    If your event 
selects a provider other than PSAV but utilizes the house sound system, patch fees and labor costs for an 
audio technician will be applied at the prevailing rate.  Please contact PSAV for details. 
 
Outside suppliers will be required to comply with all Contractor Requirements.  Please contact your Event 
Manager should you elect to contract the services of an outside supplier. 
Note: House paging is available exclusively through PSAV. 
 
Luis M. Resto 
Director, Event Technology 
PSAV® Presentation Services (Website: www3.avservicescorp.com/onsite/PRCC)   
Hotel Services Division  
PR Convention Center 
100 Convention Blvd.  
San Juan, PR 00907  

 Direct: 787.300.6737  
 Fax: 787.300.6922 
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BOOKING POLICY 
I. POLICY PURPOSE 
 
Provide booking guidelines and criteria by which the Convention Bureau, Convention Center, and Authority 
will operate and communicate the parameters of the reservation system to users of the Puerto Rico 
Convention Center. 
 
II. FACILITY PURPOSE 
 
The main purpose of the Center is to serve as an instrument for economic development and job creation.  
As such, the following are general goals that frame the operational philosophy of the Puerto Rico 
Convention Center: 

 
a. Maximize hotel occupancy and food, beverage and sales revenue from conventions, 

congresses, trade shows, and business originating outside of Puerto Rico. 
b. Maximize out-of-town attendance and expenditures by convention/trade show delegates 

and exhibitors. 
c. Provide a venue to host local and community events. 

 
Minimize Center operating deficits to the extent possible within the framework of the above objectives. 
 
III.  DEFINITIONS 
 
The following terms, as defined here, are generally recognized throughout the industry and have been adopted 
by the Puerto Rico District Authority and Center.  
 
1. Conventions/Trade Shows: An assembly of people who specialize in one particular and narrow 

area of interest.  A convention is generally a meeting function with some exhibition needs. A trade 
show is composed primarily of exhibits with limited technical sessions that are relative to the 
particular trade.  Additionally, a trade show is a type of exposition that is industry or marketing 
segment specific. The buyer and end user are within the same industry segment. Neither 
conventions nor trade shows are opened to the general public and a registration fee for participants 
is usually levied. 

 
2.        Public Expositions:  Consumer or special interest shows conducted or produced for the purpose of 

attracting a primary audience from the general public of the Puerto Rico community, or is  
advertised to the public in the local media, and for which an admission charge is levied. 

 
3.        Meetings:  An assembly of people for a wide variety of purposes; business, religious, social,  

or educational. Based upon the nature of the event, a registration fee or some other  
restriction may be imposed to control access to these functions. 

 
4.       Miscellaneous Events:  Events within this grouping include activities such as, but 

not limited to, proms, graduations, dances, dinners, musical and theatrical  productions, and 
various civic events. Admission to these events are limited by the size of the space rented, 
anticipated attendance, or by an admission charge levied on the participants. 

 
5.  First Option: Provides a prospective client with the first right of refusal on specified space through a 

fixed date. If a License Agreement is not executed by this date, the space may be re-licensed or 
resold.  Should another group of equal booking priority wish to book the dates (in whole or in part 
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and as specified in the Second Option definition) prior to the fixed date specified, the holder of the 
First Option will be given five (5) business days to execute a written License Agreement for the 
space. 

 
6.  Second Option: Provides for a second group of equal booking priority to enter into a commitment to 

book specific space and dates in the Convention Center should the space and/or dates, in whole or 
in part, being held under the First Option above be re-licensed by the First Option group. The 
commitment is in the form of a binding License Agreement contingent upon the space and/or dates 
being re-licensed under the defined procedure. 

 
7. Tentative: Commitment to hold space based on a written request of the show producer.  Either 

party may cancel such commitments with prior written notification without penalty. 
 
8. Definite: Commitment to hold space based on a written request for space and subsequent written 

confirmation from the Convention Center.  Definite holds are made pending execution of the 
License Agreement between the parties and may not be unilaterally cancelled by the Center. 

 
9.  Confirmed: Hold on space that has been contracted through the execution of a License Agreement 

and receipt of deposits as outlined therein. 
 

IV. BOOKING GUIDELINES 
 

Booking Responsibilities 
 
Reservations for Convention Center space more than eighteen (18) months in advance of the 
requested dates are normally handled by the Puerto Rico Convention Bureau (PRCB) and 
are subject to the guidelines in Sections IV A and B below. 

 
Reservations for Convention Center space eighteen (18) months in advance of the requested 
dates or less are normally handled by the PRCC, and are subject to the policies outlined herein. 
 
Business Evaluation 
 

To maximize the regional economic impact, PRCC and PRCB will consider the relative merits 
of each potential booking on a case-by-case basis.  The Authority, in conjunction with 
Convention Center Management and PRCB will review booking priorities periodically as part 
of the Marketing/Sales plan approval process. 

 
Booking considerations include:  room night generation, lead-time of booking; peak demand 
time; arrival/departure patterns; catered food and beverage functions; degree of cost 
sensitivity; size of Center’s exhibit/meeting space required; potential for repeat/referral 
business; prestige factor, and attendance. 

 
It is recognized that many factors impact the desirability of an account.  In order to achieve 
the maximum future economic impact of the Convention Center, the PRCB working with the 
Management may deem appropriate groups which singularly do no meet guidelines, but are 
beneficial to Puerto Rico when viewed in a broader booking perspective, due to their public 
relations image enhancing qualities and ancillary promotional value. 
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Booking Calendar 
 
The Center shall control and maintain the booking calendar for the PRCC.  The PRCB shall be 
provided read-only access to the booking calendar.  Only the Convention Center staff shall make 
and confirm final entries into the booking calendar. 

 
V.  RESERVATION PRIORITIES 

 
A. First Priority Events 

 
First Priority for scheduling the Center will be available to regional, national, international 
conventions, congresses, trade shows, corporate meetings and similar activities which are 
not normally open to general public and which meet all the following criteria or targets: 
 

• Will generate bookings with a minimum of 500 peak hotel nights; or 
• Will generate bookings with a minimum 1,500 total hotel room nights; and 
• Will require a minimum of 75,000 gross square feet of convention center exhibition space; 

and 
• Will require at least (1) major catered food and beverage function. 

 
 

1. Reservations: Date requests for first priority events may be made as far in advance as 
necessary or appropriate Pursuant to the definitions above. 

2. Use License Agreement: A signed, fully executed binding document for First Priority 
Events will be required not less than twenty-four (24) months in advance of the event, or 
at the discretion of the Center’s General Manager. 

3. Refusal Options: As outlined in the definitions, all reservations will be subject to First and 
Second Options until a fully executed License Agreement is in place. 

4. Preference may be given among First Priority events to those events that confirm 
returning to the Center on an annual or more frequent basis. 
 

B. Second Priority Events 
 

Second Priority for scheduling the Center will be available to regional, national and 
international conventions, congresses, trade shows, corporate meetings and similar activities, 
which are not normally open to the general public and which meet all of the following criteria 
or targets: 
 
• Will generate bookings with a minimum of 300 peak hotel room nights; 
• Will require a minimum 900 total hotel room nights; 
• Will require a minimum gross of 40,000 square feet of convention center space; 
• Will require at least one (1) major catered food and beverage function. 

 
Certain local and consumer events such as auto, home and boat shows (by way of example 
only) may be offered equal scheduling priority if the above targets and criteria are met, or if it 
is established by the Center or Authority that such events meet the Center’s civic objectives.  
Exhibition and meeting space will be reserved at the time of commitment.  Space allotment 
within the Center and dates will be considered firm upon execution of a license agreement or 
other Agreement with the Authority or Management. 
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1. Reservations: Date requests for Second Priority Events may be made as far in 
advance as necessary or appropriate. Second Priority Events may not supersede 
requests for First Priority Events, nor can they challenge First Priority Events as a 
second option. 

2. In booking Second Priority Events, preference will be given to groups who meet the 
guidelines specified herein for Special Consideration. 

3. License Agreement: A signed, fully executed binding document for Second Priority 
Events will be required not less than eighteen (18) months in advance of the event, or 
at the discretion of the Center’s General Manager. 

4. Refusal Options: As outlined in the definitions, all reservations will be subject to First 
and Second Options until a fully executed License Agreement is in place. 

 
C. Third Priority Events 

 
Third priority for scheduling space and dates in the Center will be available to consumer or 
public exhibitions (shows open in whole or in part to the general public and not meeting the 
criteria outlined in IV-B), local corporate meetings, special events, sporting events, banquets, 
entertainment events, graduations, business meetings and other activities which essentially 
draw from or appeal to the general public and/or local attendees and participants. 
 
Space and date scheduling commitments for third priority events and activities may not be 
made more than eighteen (18) months in advance, depending on criteria to be developed 
based on a joint Agreement between the PRCB and Management. 

   
1.  Reservations: Date requests for Third Priority Events may be made not more than 

eighteen (18) months in advance of the event, unless the requested dates are known 
to conflict with high room demand events. Third Priority Events may not supersede 
requests for First or Second Priority Events, nor can they challenge First or Second 
Priority Events as a second option. 

2. Within the Third Priority category, preference will be given to long-standing public 
shows and tradeshows held on an annual basis in Puerto Rico that have a proven 
track record of success and benefit the community at large. 

3. License Agreement: A signed, fully executed License Agreement for Third Priority 
Events will be required not more than thirty (30) days following the submittal of a 
Facility Use Application, at least thirty (30) days in advance of the event, or 
immediately at the discretion of the  Center’s General Manager. 

4. Refusal Options: As outlined in the definitions, all reservations will be subject to First 
and Second Options until a fully executed License Agreement is in place. 

 
NOTE: All event priority categories are subject to review for Special Consideration based on the needs of 
the Center and the best interest of Puerto Rico. Guidelines for Special Consideration include, but are not 
limited to: 

• Event held during off-peak demand times defined mutually by PRCB and Management 
• Arrival/Departure Patterns 
• Public relations value to the Region 
• Hotel Occupancy/Distressed Periods 
• Conflicting Events (other conventions, major sporting events, etc.) which substantially reduce 

the availability of hotel rooms in the area 
• Potential for growth, annual, repeat, or multi-year bookings 

Special Consideration will require mutual agreement of Convention Center & PRCB. 
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VI. RESERVATION PROCEDURES: 
 

Facility Use Application 
In order to request space in the Center, a Facility Use Application must be submitted to the 
Center Booking Coordinator.  

 
The Center may decline to approve any application for any event or Producer on the basis of 
credit references, financial ability or prior experience, or to a Producer who has failed to 
perform any obligations under a prior agreement with the Center or similar facility, has 
cancelled or failed to proceed with a confirmed reservation in Center or a similar facility, or 
whose conduct is, in the opinion of the Management, detrimental to the best interest of the 
City of San Juan and the Region. 

 
Reservation Status 
Tentative Reservations are subject to the approval of the Center General Manager, and are subject 
to the following: 

1. All tentative reservations can be cancelled by the Center subject to the provisions of 
First and Second Option as defined under Section II, 5 and 6. 

2. A tentative reservation for a Third Priority Event more than six (6) months in advance 
of the event is subject to cancellation with a forty-eight (48) hour notice at the 
discretion of the Management. 

3. The Puerto Rico Convention Bureau will be advised of cancellations.  
 
VII. FIRST OPTION RIGHT OF REFUSAL 
 

Should a group or event of equal priority submit a Facility Use Application for all or part of the same 
dates and/or space being held as a tentative under a First Option, the Second Option group or 
event shall be given the right to confirm the dates and/or space contingent upon the First Option 
group or event releasing the dates and/or space under the definition of First Option in Section II, 5.  
 
To activate the First Option Right of Refusal process, the Second Option group or event must 
submit a Facility Use Application complete with a full deposit which will only be refundable if the 
First Option holder exercises their right to execute a license agreement with the Center. 
 

VIII.  SUBJECT TO CHANGE 
 

Booking Policies of the PRCC are subject to change without notice at the discretion of the 
Convention Center with approval of the Authority and notification to the PRCB.  A copy of the most 
current revision is available in the Center’s executive office. 

 
BROADCASTING/PHOTOSHOOTING 
Broadcasting fee is $2,500 and photo shooting fee is $1,000. Contact your event manager for details.  
 
BUSINESS CENTER 
The on-site Business Center is conveniently located in the lobby.  The hours of operation are based on the 
event needs, but regular business hours are Monday thru Friday, 8:30am-5:30pm, and can be extended as 
needed.  Services and products include:  printing, Internet, equipment rental, secretarial service, copying, 
fax transmission and receipt, small package shipping, office products, and other services. For more 
information you can go into our website under services or contact the Business Center directly at:  
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(787) 641-7722 x2051. For more information regarding the Business Center services visit our website 
www.prconvention.com and go directly to Services. 
 
BUSINESS / HEALTH PERMITS / TAXES 
It is the Licensee’s responsibility to procure all necessary permits. The Center will assist in providing Center 
related information necessary for submission, but the Center will not secure such permits on behalf of Licensee.   
 
BUILDING SECURITY – SEE SECURITY 
 
CATERING AND CONCESSIONS – SEE FOOD & BEVERAGE 
 
CLEANING 
The Convention Center staff takes great pride in the care of the facility.  Every aspect of the facility is 
painstakingly maintained to provide you with a clean attractive environment to host your event and welcome 
your members, registrants, patrons and guests. 
 
Our in-house cleaning department can provide event cleaning services on a non-exclusive basis.  Please let 
your Event Manager know if you elect to use this service so that a proposal specific to your event can be 
prepared. 
 
Trade Shows, Expo’s or any event opened to the public and held at the Exhibit Halls or Ballroom is required 
to hire a company to take care of the cleaning. You could either sub-contract an outside company or ask for 
an estimate to use our services. Should you elect to use an outside cleaning contractor during your event 
the Convention Center cleaning department will maintain all public common areas, i.e., lobbies, hallways, 
rest rooms, concessions and meeting rooms except when said areas are utilized as exhibition space. PRCC 
operates with a standard "clean hall to clean hall” policy; therefore, loading docks, exhibition floor 
(including aisles and trash receptacles), offices, and registration area cleaning is the responsibility of Show 
Management and their contracted cleaner. If PRCC determines that the cleaning is not up to standard, 
PRCC will notify the Show manager to correct the situation. If the situation is not corrected, the PRCC will 
clean the areas at the client’s expense.  
 
The PRCC will be monitor and refresh meeting rooms according to the event schedule. If a situation arises 
that requires the immediate attention of our Housekeeping Department, please contact your Event Manager.  
Personnel will be dispatched immediately, or as necessary. 
 
The use of "Glitter" is not permitted in the PRCC.  Helium balloons or adhesive backed decals may not be 
given away or utilized without the express permission of the PRCC.  Any costs incurred by the PRCC for the 
removal of these items will be charged to the Licensee in the final settlement.  Any balloon that has to be 
taken down from the ceiling is $100 each. The cost for any adhesive backed decal left behind will vary 
depending on the situation. 
 
As required in the PRCC Use License Agreement, it is the Licensee's responsibility to return the facility in 
the same condition as it was received.  A Representative from the PRCC Operations staff will review the 
condition of the facility with you and/or your general service contractor in advance of move-in and after 
move-out. 
If the facility is not returned in the same condition as received, the PRCC will clean, make necessary repairs 
and include the estimated cost for such cleaning in the Licensee's final settlement. 
 
Dumpster pulls are charged to Show Management at a rate of $500.00 for the first 40 cu. yd. (30.58 cu. m) 
compactor pulled and $190 for each additional pull.  Additional open top containers can be rented, please 
see Special Services Rate Sheet for costs. 
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All outside cleaning contractors will be required to comply with all Sub-Contractors Building Manual 
Requirements.  Please let your Event Manager know if you will be using an outside cleaning contractor. 
 
Cleaning Labor (PRCC in-house)      $18.00/hour 

4 hour minimum 
*Please note that additional charges will apply for Supervisors.  Please contact Event Manager for a 
proposal specific to your event. 
 
CONCERTS, EVENTS AND/OR PARTIES OPEN TO THE PUBLIC GUIDELINES – Please find more 
information on page 75-76. 
 
CONCIERGE DESK – SEE INFORMATION DESK 
 
COMMUNITY RESOURCES 
AIRPORTS 
Luis Muñoz Marín International Airport - 1-800-866-5829 
 
PUERTO RICO CONVENTION BUREAU 
Edificio Ochoa 
500 Tanca Suite 402 
San Juan, PR 00901-1492 
Tel. (787) 725-2110 
Fax. (787) 725-2133 
E-mail: info@prcb.org 
 
CURRENCY EXCHANGE (U.S. $ is local currency) 

• Most large hotel chains will provide currency exchange service. 
• Banco Popular –Foreign currency exchange in any branch; International division, second floor, 

1500 Ponce de León, Santurce, (787) 723-0077 
• Caribbean Foreign Exchange – 201B Calle Tetúan, Old San Juan, (787) 722-8222 
• Western Union – cable & money transfer; available at all Pueblo Supermarkets – 1-800-325-4046 

 
CONTRACTORS 
EXCLUSIVE CONTRACTORS: 

• There are exclusive agreements related to your use of the PRCC.  All Food & Beverage at the 
PRCC must be provided by the PRCC Food & Beverage Department.  

• All telephone and fax lines as well as all Internet connectivity outside the Business Center must be 
provided exclusively by PSAV.  

• Emergency Medical Services is an exclusive service from the PRCC. 
• Parking is provided exclusively through the PRCC Security Department. Self-parking is a flat fee 

per person per day. If interested in paying parking for your guests, the total will be included in the 
Licensee’s final settlement. Please talk to your Event Manager for any special request.  

• Valet services are provided exclusively from Valera. 
• Ballroom and Exhibit Hall rigging is exclusively done by PSAV.  Exhibit Hall rigging can be done by 

Show Manager only if less than 100 pounds (example: banners). If higher than 100 pounds, PSAV 
is required to do the rigging. Please contact your Event Manager if you will be hanging anything in 
the PRCC. 
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CONTRACTORS’ REQUIREMENTS 
ALL contractors wishing to provide service to events at the Puerto Rico Convention Center are subject to 
approval by the Center prior to commencing work on-site.  This applies to all contractors supplying any and 
all show services such as audio-visual, electrical, cleaning, and security. 
 
The Licensee is required to notify the Event Manager of the contractors selected in advance of the event for 
the purpose of initiating and securing the appropriate agreements. 
 
In order to qualify, a firm must submit the following: 
 
1. A written request on company letterhead for consideration as an approved contractor.  This letter 

should also contain: 
� address of firm 
� general office, emergency, and FAX phone numbers 
� names and titles of principals 
� individual responsible for coordinating firm’s convention center operations 

 
2. The following are required to work on property at the PRCC: 

� A copy of appropriate operating licenses for the state, county, and city when applicable. 
� A copy of current Certificate of Insurance confirming firm’s liability and workman’s comp 

coverage applicable to Convention Center activities. 
 
3. Additional submittals should include: 

� name of client currently staging an event at the Convention Center 
� other appropriate letters of reference from comparable exposition facilities/exposition 

managers 
� copy of sample employee identification credentials 
� pictures of standard issue uniforms and variations 
� summary equipment inventory 

 
Your Event Manager will notify the approval or disapproval.  Contractors without approval will not be allowed 
to work on property. 
 
Prior to all events at the facility, all Contractors will submit a shift schedule to the Event Manager at the 
Convention Center.  A briefing will then be scheduled by phone or in person to confirm specific drop off or 
parking areas, entrance locations, and credential or security requirements for each event. 
 
CRATE STORAGE 
Crates, cardboard boxes, hazardous materials, waste products, gasses, and other packaging and holding 
materials are prohibited from being stored or staged within the facility or on the loading docks.  They may be 
kept in trailers with closed, unlocked doors, or in available dock bays.  Limited storage of required show 
management and event contractor equipment may be permitted within the facility if the area is identified on 
the floor plan, has adequate fire suppression systems, and has been approved by Facility Management and 
the Fire Marshal.  If permitted storage is allowed in 20' x 20' x 12'h (6.10m x 6.10m x 3.66m high) areas with 
appropriate aisles, and a 24 hour fire watch. 
 
Air wall pockets, facility storerooms, hallways, emergency exits, concession stands and meeting rooms are 
not available for storage at any time.  All emergency exits must be completely free from storage and debris.  
Storage of equipment within the facility is limited to the following items: 

• Decorator equipment and ladders 
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• Electrical and decorator boxes 
• Accessible storage (any flammable materials should be limited to what could be normally used in 

one show day) 
 
DAMAGES 
Prior to the first move-in day, the Operations Department will schedule a facility inspection to verify the condition 
of the Center.  At the conclusion of the event move-out, a final inspection will identify and specify any damages 
resulting from the event.  
 
Notify the Event Manager of any damage that occurs throughout the course of the show. Show management will 
be informed of any damages with a damage report and a photograph when applicable. The cost of repair of 
damages is the Licensee’s responsibility and the Center will make all repairs. 
 
The PRCC is not responsible for any equipment or materials stored at the facility. 
 
EXHIBITS IN PERMANENTLY CARPETED AREAS -When using permanently carpeted areas as exhibit 
space, the service contractor is required to lay plastic or plywood over the permanent carpet before bringing 
freight or material-handling equipment into the area.  In taking protective measures, it will prevent damage 
caused by direct contact with lifts, pallet jacks and/or such equipment.  Any damages will be charged to the 
Licensee. 
 
ELECTRIC AND UTILITIES  
Lessee must notify the Event Manager of the selection of the electrical contractor. All electrical contractors 
must comply with the Contractors Requirements as outlined in this guide. 
 
The main exhibit hall provides electric services in floor ports located on 30’ x 30’ centers.  (See diagrams at 
back of guide for floor port power specifications.)  Water service is conveniently available through access 
points located in the exhibit hall and conduit is available for sub-floor routing. Conduit is in place providing 
access to every other floor port for compressed air lines. Electrical service is available upon request in all 
meeting rooms and ballrooms. Utilization of permanent wall or column electrical outlets within public space, 
foyers and meeting rooms, requires prior written approval by Center management. An estimate can be 
provided based on client electrical needs. 
 
To the extent possible, all lines should be in the rear of the booth line.  Ramping is permitted with Fire 
Marshall Approval.  All fixtures and fittings must be UL (Underwriters Laboratories) approved. (See Fire and 
Safety for further information) 
 
PRCC charges for electrical connections (amperage) in the Exhibit Halls, Meeting Rooms, and Ballroom, 
which are included in the final settlement. The Event Manager will prepare an estimate during the show with 
the total. Please see prices in the Rate Sheet located at the end of the document.  
 
Capability per rooms: 

• Meeting Rooms: (4) 30amp per meeting room/section 
• Ballroom A: (24) 30amp; (24) 20amp floor boxes 
• Ballroom B: (18) 30amp; (6) 20amp floor boxes 
• Ballroom AB foyer: (9) 30amp floor boxes 
• Terrace: (7) 30amp; (5) 60amp; (25) 20amp 
• Exhibit Halls ABC: on floor boxes up to 100amp on 169 boxes – (2) 30amp per floor box 
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EMERGENCY PHONE NUMBERS  
PRCC (787) 641-7722 
Emergency Services - 911 
Ambulance – (787) 754-2550 
Fire Department – (787) 343-2330 
Police Department (National Police) – (787) 343-2020 
 
 
EMERGENCY MEDICAL SERVICES  
As a means to provide the most dependable emergency services the Emergency Medical Technician (EMT) 
and Ambulance services are an exclusive in-house services. This will insure the safety of participants at the 
events taking place at the Puerto Rico Convention Center.  
 
Based upon event type, a mandatory EMT will be required during move in, show hours and move out to 
administer emergency first aid treatment. 

• An event with an attendance of 1,000 people + will be required to have Emergency Medical 
Services. (Examples: Galas, Graduations, Fashion Shows, etc.) 

• Events at Exhibits, Trade shows, Expo’s, etc.: are required to have Emergency Medical Services. 
An EMT is required during move in and move out (4 hour minimum), and an Ambulance during 
show hours (4 hour minimum). The Ambulance Service provides two EMT’s. The Ambulance will 
be stationed in the loading dock. 

 
NOTE: If the Ambulance has to leave the building to take a patient from your event to the hospital, 
automatically we will bring in an Emergency Medical Technician for the time being and it will be charged 
directly in the client’s final settlement.  
 
The current hourly rate is listed in the Special Services Rate Sheet.  Please contact your Event Manager to 
request EMS for your event. 
 
EQUIPMENT INVENTORY AND RENTAL 
The prevailing rates for rental equipment are available on a separate rate schedule.  All Center equipment 
will be setup and operated by authorized Center personnel.  Equipment is available as inventory permits.  
Any equipment needed above facility inventory is the responsibility of the licensee. Please contact your 
Event Manager for additional information. 
 
EVENT SERVICES ESTIMATE 
Request an Event Services Estimate to the Event Manager. Payments for event services fees are due and 
payable in accordance with the terms of the License Agreement; if not, they will be included in the Licensee final 
settlement. 
 
EVENT STAFF    
Minimal staffing levels may be set at the discretion of Center Management as deemed appropriate after 
carefully considering the nature and character of the event.  All contracted staffing levels must be submitted 
to your Event Manager for approval at least (14) days prior to the first day of move-in. 
 
If provided through the Center, Event Staff services will be provided under the following guidelines: 

1. A four (4) hour minimum per person per day.   
2. One or more assigned fixed positions will require a supervisor. 
3. On large calls of six or more, an additional rover/relief staff will be scheduled. 
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4. Additional positions including the loading docks and the service road will require 
coverage during event move-in and move-out hours.  Additional coverage may be 
required based upon the needs of the event. 

5. The Center’s Event Staff/Security will man all ticket taking/badge checking positions 
and pass gate. 

6. Any door(s) utilized for ingress/egress during move-in, move-out and show hours are 
required to be staffed. 

7. Event Staff/Security is required on all events that leave materials/supplies in the 
Center overnight. 

 
EXHIBIT FLOOR 
PRCC exhibit floor is a solid concrete floor with a weight bearing capacity of 350 lbs per sq ft/1,709 kg per 
sq m. 
 
Each exhibit hall has two access doors from the loading dock measuring 15’ high.  Exhibit Hall A has an 
additional door measuring 22’wide x 27’high which is not accessed from the loading dock. 
 
There are a total of 22 accessible loading dock spaces in the facility.   
 
Utility floor ports are located on 30 foot centers and provide electricity, drainage, and phone connections. 
Compressed air and water are conveniently located in every other floor port.  Consult your floor plan or 
contact your Event Manager for additional details. 
 
Each one of the Halls can be utilized as a General Session, Plenary Session for large groups, Trade Shows, 
Expo’s, etc.  Exhibit halls can be set-up in theater, elevated theater with the use of our bleachers, 
classroom, banquet, or a combination of these sets.  All equipment charges apply in the Hall when it is 
utilized as a meeting function area.  Please discuss with your Event Manager the arrangement you require 
and review the Rental Rates in the Event Guide for budget and planning purposes.  Please discuss all large 
general session or plenary session sets with your Event Manager well in advance to ensure appropriate 
inventory of equipment for your event. 
 
FIRE DEPARTMENT REQUISITIONS: 
According to the Puerto Rico Fire Department Rules & Regulations, created to comply with laws #43 of 
6/21/1988 and #170 of 8/12/1988, floor plans must be approved by the Fire Marshall. It is required to submit 
floor plan for Fire Marshalls’s approval for Trade Shows, Expo’s and Special Events (for example: 
Graduations, Fashion Shows and others) and events with an attendance of 800ppl or more when set up is 
classroom or theater. 

• Trade Shows and Expo’s: to approve floor plans is a $10 fee per booth and $75 per stage and 
must be paid before the show. Payment and floor plans need to be submitted to Hacienda at 
Edificio Intendente Ramírez #10, Sto. #1 Paseo Covadonga San Juan, PR 00902.  

• Special Events: $75 per event + $25 additional fee if done thru Event Manager.  
• These papers should be submitted 10 days prior to Show.  

 
FIRE PROTECTION SYSTEM 
The PRCC is fully protected by an automatic fire sprinkler system. In addition, fire hose cabinets and fire 
extinguishers are located throughout the facility.  Exit doors, exit lights, fire alarm sending stations, fire hose 
cabinets, fire extinguishers, and strobe lights are prohibited from being concealed, obstructed, or tampered 
with at any time. 
 
FIRST TRUCK & CAR RENTAL- SEE RENTAL ORDER FORM UNDER SERVICE ORDER FORMS AT 
THE END OF THE EVENT PLANNING GUIDE.  
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FLOOR LOAD CAPACITIES – SEE FACILITY DIAGRAMS AT BACK OF GUIDE 
 
FLOOR PLAN APPROVAL 
(SEE RULES & REGULATIONS FOR FIRE CODE REGULATIONS) 
The Center’s exhibit and registration floor plan approval process incorporates policies mandated by the local 
Authority and must be approved by the Center and designated local authority.   
 
The Event Manager can provide guidelines for floor plan layout.  A copy of the proposed floor plan, drawn to 
scale, needs to be submitted to the Event Manager.  Copies of the proposed floor plan will be submitted for 
Security’s approval.  Non-approved floor plans will be returned to Licensee with explanations.  Licensee must re-
submit a revised copy of the floor plan for final approval. 
 
Note ALL NFPA Life Safety Code guidelines are observed by the Center as well as all federal, state and local 
fire codes that apply to public assembly facilities. The decisions of the local authority will be considered final. 
 
FOOD AND BEVERAGE SERVICE  
(SEE RULES & REGULATIONS FOR F&B GUIDELINES) 
The Food and Beverage Department is prepared to offer the finest quality products and service for all 
functions from coffee breaks to exquisite gala banquets.  Catering menus are available from the F&B dept.  
Concession operations are available to provide retail sale food and beverage service for events. Permanent 
stands and portable theme carts will enhance any event’s program by featuring a variety of specialty food 
and beverage items. Special menus are available to show management and exhibitors that will provide for 
in-booth food service. 
 
Sampling of products is allowed as follows: beverages are limited to a maximum 4 oz. Container; 3 oz. 
product; and food items are limited to “bite size”. Items dispensed are limited to products manufactured or 
produced by the exhibiting firm. Advanced written authorization is required if products are to be sampled.  
Contact Event Managers for details. 
 
The Center offers complimentary water service for 4 speakers per event.  For any special water station 
service, i.e. glasses and pitchers, or water coolers, the Food & Beverage Department can accommodate the 
service for an additional charge. 
 
FREIGHT - DELIVERIES 
Due to limited storage space, the Center WILL NOT accept advance freight deliveries.  All freight must be 
shipped to the service contractor and delivered to the Center during the designated move-in period.  Any freight 
scheduled for delivery to the Center during move-in must be sent to the attention of the service contractor. The 
Center will not accept C.O.D. shipments or responsibility for costs associated with freight delivery/pick up during 
non-assigned periods. The Center will not be liable for the security of freight left following the conclusion of the 
move-out date(s), or responsible for the shipping of such freight.  Freight left on the show floor will be disposed 
of at Licensee’s expense.   
 
All loading and unloading of exhibits must be through designated loading docks and freight doors.  The main 
lobby glass entrance doors are not available for this purpose.  The only exception will be for hand-carried 
materials, when necessary, and with the prior approval of the PRCC.  
 
Freight cannot be transported on passenger elevators or escalators.  Escalators and passenger 
elevators are for use by the general public and may not be blocked.  Adequate freight elevators are 
conveniently located for such use.   
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FREIGHT – HAND CARRIED 
Move-in or move-out through the facility lobbies is strictly limited to hand-carried items.  Dollies, flatbeds, or 
anything mechanical is prohibited unless entered thru the loading dock and taken to it’s destiny via the back 
of the house.  Materials that require the use of wheeled or mechanical equipment must be delivered via the 
loading docks.  Passenger elevators and escalators are designed for passenger use only and are not 
intended to carry freight. 
 
FOYER 

• Booths: approved by the facility based on building availability and usage. Will include charges such 
as: equipment rental, Fire Marshall Inspection, electricity, cleaning and other. Consult your Sales or 
Event Manager for more details. 

 
GENERAL CONTRACTORS – SEE CONTRACTORS 
 
GRATUITIES 
Thank you for your thoughtfulness, however, it is against SMG policy for any employee to personally accept 
gratuities or gifts of significant value from a Licensee.   
 
GREEN MOVEMENT – SEE PAGE 83-84 
The Puerto Rico Convention Center places a great deal of attention on maintaining a clear environment and 
promoting green practices. The Puerto Rico Convention Center District Authority (building owner) and the 
SMG Puerto Rico (building operator) recognize the importance of their role in protecting the environment of 
the San Juan Bay area and Puerto Rico as a whole. 
 
The Green Program Committee, a cross section of PRCC employees, is committed to discover and 
implement new methods to achieve sustainability and environmental responsibility. Under their leadership 
PRCC began to implement an extensive recycling program, energy and water conservation and several 
other green initiatives for the benefits of the employees, clients, visitors, suppliers and nearby community. 
This is the beginning of a healthier and livable future.  
 
 
HAZARDOUS WASTE MATERIALS DISPOSAL 
Chemicals, solvents and/or solutions considered hazardous are not allowed to be disposed of through the 
sewer lines or drains of the Puerto Rico Convention Center. 
 
Any materials that are brought into the facility must be accompanied by applicable Material Safety Data 
Sheets. 
 
Some neutralizers may be available to render harmless chemicals being used.  If you are not sure of the 
product being utilized, please check with the manufacturer. 
 
All items must be handled and disposed of in accordance with the latest Environmental Protection Agency 
regulations at the time of your event. 
 
Transportation, storage, security, disposal and MSDS documentation is the sole responsibility of the 
material owner.  Please check with Official Cleaning Service Supplier prior to the Trade Show to make the 
necessary disposal arrangements for any hazardous waste materials. 
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HOURS OF OPERATION 
• The standard hours of operation for the administrative staff are Monday thru Friday from 8:30 a.m. 

to 5:30 p.m.  (787-641-7722) 
• Our standard operating hours for client-leased spaces are 7:00 a.m. to 12:00 a.m. daily. For any 

special requests discuss with your Event Manager. 
 
INFORMATION DESK 
The Center provides information for restaurants, shopping areas, entertainment and attractions within the 
Puerto Rico area. The Information Desk is conveniently located in the main lobby.    
 
INSURANCE 
(SEE RULES & REGULATIONS FOR INSURANCE REQUIREMENTS) 
All Licensees are required to provide a Certificate of Insurance.  Specific requirements are referenced in 
the Use License Agreement.  Original Certificate(s) must be furnished to the Center two weeks prior to the first 
move-in day of the event.  When an event is booked within two weeks or less than the date of the first move-in 
day, and the client does not have an active policy on record with the PRCC, SMG will automatically supply, at 
the client’s expense, the appropriate insurance policy. No client is allowed to move-in without an approved (by 
Finance Department or General Manager) insurance policy.  
 
The event’s promoter must present an insurance policy for the event happening at the Puerto Rico Convention 
Center that should included a minimum of $1million for Commercial/General Liability, Auto Liability, Worker’s 
Comp and Employer’s Liability. Cancellation must be for 30 days.  
 
A sample copy of an acceptable insurance certificate is located in the Certificate of Insurance Information at the 
end of the Event Planning Guide. It is very important that the wording of the Description of Operations includes 
all the additional insured mentioned, event name and date. The certificate holder must be identical as shown in 
our documentation. 
 
INTERNET 
WiFi cards are not permitted in the facility. Internet is an exclusive service provided by PSAV 
(Presentation Services Audiovisual). The Network and Voice Services Order Form can be found in 
page 61. 
 
KEYS – ROOM SECURITY 
Request for keys should be made through the Event Manager and all keys must be returned on the last day 
of the event.  In compliance with NFPA Life Safety Code doors cannot be blocked, chained, or altered in any 
way. The Center reserves the right (at all times) to access any area if necessary. Please see attached 
Special Services Rate Sheet for rates. 
 
LABOR SERVICES 
The Center’s Technical Service personnel are required for rigging in the Ballrooms and Exhibit Halls, excluding 
aisle signage for trade shows.  All audio-visual load-in, set-up, event production, move-out, and load-out are to 
be employed by the Center Technical Services personnel.  All contractors providing staging and production or 
audio-visual production may provide supervision only. Contact the Event Manager for further details.   
 
LIGHTING  
EXHIBIT HALLS 
Exhibit halls contain both HID lights and halogen lighting.  Please note that HID lights take approximately 12 
minutes to fully illuminate.  
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Fifty percent (50%) “work lights” will be provided at no charge in exhibit halls during move-in and move-out. One 
hundred percent (100%) “show lights” will be provided one (1) hour prior to Show opening and meetings.  
Lighting requests outside these parameters will be charged at the prevailing hourly rate. 
 
MEETING ROOMS 
Meeting rooms are equipped with fluorescent and dimmable incandescent lighting.  Panels in each meeting 
room allow lighting to be adjusted to suit various functions.  Room lighting will be programmed according to 
the event schedule provided to Event Manager. 
 
LOADING DOCK 
There are a total of 22 loading docks at the Center. To maintain safe and efficient operations, the Center will 
retain complete control over all loading docks. Licensee is responsible for all associated labor and space costs. 
The Center does not maintain a marshalling yard on its premises.   
 
Licensees will be required to supply a detailed agenda covering all move-in and move-out activities, 
including anticipated freight deliveries, general service contractor materials and exhibitor access times.  The 
Center may mandate changes in said agenda to maintain the smooth operation of your event and any other 
events operating concurrently in the Facility. 
 
Please note that there are no loading docks associated with the meeting rooms or ballroom.  If you are 
having an event in these areas and will need an area to load/unload please discuss with your Event 
Manager.  
 
P.O.V. DELIVERIES: 
P.O.V’s are privately owned vehicles, such as passenger cars, mini-vans, or small company vehicle, as 
distinguished from trucks, tractor-trailers, and other “over the road” type vehicles. 
 
P.O.V. deliveries usually consist of pop-up displays, small office equipment or boxes of literature. 
 
All other P.O.V’s that wish to unload themselves will be directed to the designated unloading area. 
 
The marshalling of P.O.V. self-unloaders will require additional staff provided by the general service 
contractor and these charges will be incurred by Show Management. 
 
The self-unloading of P.O.V.’s in the designated unloading area, will require a minimum of two people.  One 
person to accompany the freight, and one person to park the vehicle immediately after unloading.  Any 
vehicle left unattended will be ticketed and towed at the owner’s expense. 
 
Drayage service will be available for exhibitors without the minimum of two people and/or with larger 
vehicles and shipments from common carriers. 
 
Material handling equipment will not be available for exhibitor’s personal use. 
 
LOST AND FOUND 
All lost and found articles are logged and placed in our Security Office.  We attempt to identify the owner 
and return all articles.  To inquire about lost items contact the Security Manager at ext. 2060. 
 
METAL DETECTORS: 
The usage of metal detectors is exclusive from the PRCC and is available for rent upon request. 
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PARKING 
The Center has approximately 1,800 on-site parking spaces.  Parking is generally on a first come first serve 
basis.  Parking rates for self-parking is a flat fee of $5 (subject to change).  Overnight parking is not allowed 
without prior written authorization.  Please contact the Event Manager to request valet parking or parking 
passes. Any request must be in writing from the licensee. Additional charges may apply. 
 
POLICE  
Any arrangement for arm security needs to be arranged through the Security Manager. Security manager needs 
to approve arm security personal. Only persons approved by the Security Manager are allowed to work in the 
center as armed security. 
 
PLUMBING 
Compressed water and drain hook ups for exhibit booths are provided by the official show Electrical 
Contractor.   
 
PRESS 
Your Event Manager should be notified whenever you expect members of the press to attend your event.  
 
PUBLIC AREAS 
Lobbies, concourses, and the food facilities are considered public areas and not under Licensee control.  All 
activities using public areas, such as registration, special exhibits or displays, temporary advertising, etc., 
must be noted on the Floor Plan in advance to be approved by the PRCC and the Fire Marshall.  
Please note that clear access must be maintained for concurrent events, as well as to all restaurants, 
cafeterias, lounges, permanent food service facilities, restrooms, telephones, elevators for disability access, 
and all exit or entrance doors. 
 
Service desks and related work stations are not permitted in any public area.  Motorized vehicles, forklifts, 
gas or electric carts, etc., may not be operated in lobbies, concourses or any carpeted area of the PRCC.  
Heat tape and double face tape may not be used on carpeted floors.  Additionally, installations of carpet 
runners, show carpet or other temporary floor coverings over permanent carpet must be approved in 
advance. 
 

• CAFÉ CARIBE – FOOD & BEVERAGE PORTABLE CONCESSION STANDS: All Café Caribe 
stations have permanent locations on public areas of the facility. Contact your Event Manager for 
more details on locations.  

 
PUERTO RICO SALES TAX: 
The Treasury Department (Departamento de Hacienda) of Puerto Rico requires specific paperwork before 
the opening of a show. At the end of this document you will find the Puerto Rico Sales Tax letter detailing 
the specific requirements and additional information as a reminder.  
 
NOTE: Show managers are responsible to comply with the new tax laws since November 15, 2006 
established by the government of Puerto Rico.  
 
RESERVATION REQUEST FORM: 
A tentative hold reservation form (in Spanish and English) can be found at the end of the Event Planning 
Guide. Hold valid for up to 45 days after receipt of confirmation. Dates will be released without notice if the 
event is not confirmed via use license agreements/contract and deposit.  
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RIGGING 
Rigging at the PRCC must be approved in advance by Center Management and must comply with industry 
standards.  All rigging to PRCC structures must be done by approved Center’s contractors.  
PSAV has jurisdiction and exclusivity over all rigging in both the exhibit halls and the ballroom. The client 
can only take over the rigging in the Exhibit Hall only if it’s less than 100 pounds (example: banners). A 
service order form can be found at the end of the Event Planning Guide and additional information. 
 
ROOM SET-UPS 
Suggested capacities for meeting facilities are provided in Section V, Facility Specifications. The chart reflects 
maximum amount of seating allowed with a standard head table set in each room. Capacities will vary with the 
addition of staging, food service tables, dance floors, or audio-visual requirements.  Contact the Event Manager 
to confirm room capacities prior to preparing room specifications. 
 
A.  Meeting Rooms 

One basic set-up is included in the rental of all meeting rooms: theater, classroom, conference, or 
banquet style; a head table for two and one registration table outside the room. Any additional 
equipment such skirting, tablecloths for classroom tables, staging, or extra tables can be provided at an 
additional charge. See the Equipment Inventory & Rates for a listing of all equipment and current 
prices.  Any change/additions in the set-up, i.e. classroom to theater style, during your event will result 
in an additional charge.   (Please note that PRCC does not provide tablecloth or skirting for classroom 
tables as a regular meeting room set.  Linen can be provided for an additional charge.) Linens will be 
provided for banquet tables if there is a service of Food and Beverage. 
  

B.  Ballrooms/Exhibit Halls 
All non-exhibit uses of the Ballrooms and Exhibit Halls will be subject to equipment rental and/or set-up 
/ breakdown labor charges.  Additional costs may also be incurred for changes/additions. Any 
change/additions in the set-up, i.e. classroom to theater style, during your event will result in an 
additional charge.   (Please note that PRCC does not provide tablecloth or skirting for classroom tables 
as a regular meeting room set.  Linen can be provided for an additional charge.) Linens will be 
provided for banquet tables if there is a service of Food and Beverage.  
 

NOTE: For Security reasons all chairs at Ballroom, Meetings rooms and Exhibits Halls need to be hooked at all 
times.  
 
SECURITY  
(SEE RULES AND REGULATIONS FOR INFORMATION ON SECURITY GUIDELINES)                                               
The Center maintains in-house security for the premises only. The Building Security Staff maintains 24-hour 
security coverage for the Center’s perimeter areas, internal corridors and life safety alarm system.  Building 
Security Staff will also secure exterior and interior access doors as well as monitor internal traffic flow. 
 
All incidents of injury, vandalism, fire, theft, etc. should be reported to the Security Office immediately.  
Following notification of any incidents, building Security Staff will initiate appropriate reports and 
investigations. 
 
Security is required depending on the event. Event Security can be arranged through the PRCC or with an outside 
security contractor.  All outside security contractors must comply with Contractor Requirements and be approved by 
the PRCC security manager Security Director or Manager. 
 
The following Security companies are currently the only approved suppliers that have met our criteria to 
provide show services at the PRCC: Ranger American, Saint James and Charlie Castro (Crowd Control 
Specialist).  
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SIGNAGE AND DECORATIONS 
Signs, decorations and related materials may not be taped, tacked, stapled, nailed, etc. to painted surfaces, 
columns, fabrics, ceiling or decorative walls in the Center.  Center permanent signs, banners, etc. may not 
be blocked in any manner. Temporary signs may not be attached in any manner to permanent Center 
signage. Standing banners are accepted and recommended.  
 
Banners are allowed in the Center, although there are restrictions as to what, where, when and how the banners 
may be hung.  Under no condition will signs or banners be taped, hung or otherwise attached to the Center’s 
glass curtain wall. Center staff or union labor will be required to hang banners for a fee. NO EXTERIOR 
banners are permitted.  City Ordinance restricts any signage to be hung outside of the Center.  Consult the 
Event Manager with the details of every banner to be hung.  
Adhesive backed decals and stickers may not be distributed in the Center.  Any costs incurred by the Center 
for the removal of these items will be charged to Licensee. 
 
The use of helium balloons is prohibited.  Costs associated with violation of this are the responsibility of the 
Licensee. 
 
SHUTTLE DROP-OFF / PICK-UP 
The primary drop-off/pick-up location for shuttle busses, taxis and special needs patrons is directly in front of the 
Center’s main (north) lobby.  
 
SMOKING POLICY 
The Puerto Rico Convention Center is a smoking free building (law #40, March 2007) 
 
SPECIAL NEEDS FACILITIES 
In accordance with ADA, the Center provides ramp access, restroom facilities, Braille elevator buttons, phone 
and fire alarms for the hearing impaired, patrons with disabilities, and wheelchairs. Also, wheelchairs can be 
rented at the Business Center (upon availability). 
 
SPONSORS: 
Exhibit Hall 

• Signage: Currently the PRCC has permanent sponsor’s signage inside Exhibit Halls (A, B and C) and 
in other public areas. For more information please contact your Event Manager.  

 
SUB-CONTRACTORS  
All sub-contractor operations and their employees must maintain generally accepted safe operating practices 
and follow all OSHA guidelines to insure a safe workplace.  All sub-contractor employees must use the 
designated employee entrances/exits and must have proper identification badges for access to authorized 
areas. 
 
Proper documentation for Security must be provided to make sure they are certified. Contact your Event 
Manager for details.  
 
TAPE 
The Center requires the use of SURETAPE PC 628 GAFFERS tape or approved equal.  Licensee and 
service contractors are responsible for the removal of all tape and residue marks from the exhibition hall(s), 
concourse and meeting room floors.  The use of high residue tape is prohibited on terrazzo floors and 
carpeted areas.   Tape or residue left on any SURFACE will be removed by the Center and the cost for the 
removal will be billed to Licensee. Note: Every cable must be taped down for the security of our guests. 
 



 
 

PAGE  27

TAXI STAND 
Taxis will be available outside the Center’s main (north) lobby.  Please let your Event Manager know if you 
have any special needs with regards to taxis. 
 
TELECOMMUNICATIONS / INTERNET   
Effective April 30, 2007 the new Telecommunications exclusive provider is PSAV. This includes all remote, 
high speed Internet as well. The facility can provide Internet connectivity at any speed from a 256kbps up to 
20mbps. All meeting rooms and ballrooms are equipped with Ethernet connection and capabilities.  
Telephones are installed and billed per order specifications.  A service order form can be found at the end of 
the Event Planning Guide.  
 
TRAFFIC CONTROL  
Traffic control for all areas within the Convention Center District will be provided by PRCC Security.  Please 
discuss any concerns for your particular event with your Event Manager.  The Center reserves the right to 
require minimum levels of traffic control staffing at Licensee’s Expense.  
 
TREASURY DEPARTMENT 
In accordance with the Local Treasury Department (Departamento de Hacienda de Puerto Rico) laws you 
are required to provide the following documentation for all events that are to take place at the PRCC.  
NOTE: All exhibitors must comply with this requirement as well.  

• Copy of Merchant Registry Certificate- Model SC2918 
• Original Certificate for Exempt Purchases FORM 2916- attached at the end of this document you 

will find the document in English and Spanish. 
 
UTILITIES – SEE AIR-CONDITIONING, LIGHTING, & PLUMBING SECTIONS 
 
VALET SERVICE 
Valet service can be arranged upon request.  Please contact your Event Manager if you feel your event will 
need this service.  




