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                                                                                                                       An SMG managed facility 

Puerto Rico Convention Center / SMG     Food & Beverage Sales Department  100 Convention Center 
Blvd.,               Phone: 787-641-7722 Fax: 787-300-6736                                             San Juan, PR 00907   
                                     

Authorization Request Sample Food and/or Beverage Distribution Form 
 
Catering by SMG has the exclusive food and beverage distribution rights within the Puerto Rico Convention Center.  Exhibitors and sponsoring  
may distribute SAMPLE food and/or beverage products with prior written authorization ONLY.  Requests must be submitted a minimum of 4 weeks  
in advance.  NOTE:  All samples MUST receive prior approval and confirmation by the Food and Beverage Director.  At the discretion of the  
Puerto Rico Convention Center, exhibitors who do not comply will be asked to remove the items from the facility or be subject to fees and/or 
commissions. 
 

 
GENERAL CONDITIONS: 

1) Items dispensed are limited to products manufactured or produced by the exhibiting firm. 

2) All items distributed are limited to SAMPLE sizes. 
a. Beverages limited to maximum of 2 ounces in 4 ounces or smaller container 
b. Food items limited to “bite-size” (1 oz. or less) 
 

3) Use of cooking equipment must have prior approval from the facility. 

4) Standard fees for storage, handling, delivery, etc. will be charged where applicable. 

5) Food and Beverage items used as traffic promoters (i.e. coffee, popcorn, bottled waters, sodas, bar service, etc.) MUST  
be purchased from the Puerto Rico Convention Center Food & Beverage department.  Please contact our Food & Beverage  
Sales department with questions on traffic promotion items. 

 
6) The applicable named below acknowledges they have sole responsibility for use, service and disposal of such items  

in compliance with all applicable laws.  State law prohibits the sampling and distributing of alcoholic beverages.   
Accordingly, the applicant agrees to indemnify and forever hold harmless SMG Food & Beverage, Puerto Rico  
Convention Center and its agents from all liabilities, damages, losses, costs or expenses resulting directly or indirectly  
from their use distribution or other dispensed food and beverage items.   

Name of Event  Event Date (s)     Booth #   

First Name   Telephone   Fax   

Address   

City         State    Zip     

On-site Contact   
On-site Cell 
Num.   

Product(s) you wish to dispense:   

Size of portion to be dispensed (1oz. or less)   
Quantity 

Distributed   

Proposed container for dispensing (4 oz. or less)   

Signature   Date    
           

SERVICES REQUIRED:  Please notify SMG Food & Beverage Department at 787-641-7722 ext 2137/2033 regarding any 
special service requests related to your sample distribution.  A State Sales Tax and Service Charge applies to all charges and 
services where applicable. 
           
Approved    Date    
 F&B Director, SMG       



REQUIREMENTS FOR CERTIFICATE OF INSURANCE 
 
1. Originals only - NO photocopies. 
 
2. Name of insured on certificate must be identical to name on the License Agreement. 
 
3. Certificate Holder must read: 

SMG/PRCDA 
 Puerto Rico Convention Center 
 100 Convention Center Blvd. 
 San Juan, Puerto Rico 00907 
 
4. Description of Operations on the certificate must disclose 

Additional Insured Include: SMG PR LP II, Puerto Rico Convention Center, Puerto Rico 
Convention Center District Authority, Their Officers, Agents and Employees 
Event name, Dates (Move-in, Show, & Move-out)  

 
5. Cancellation - must be for 30 days. 

Contractor shall furnish insurance against any and all loss or claims arising out of the 
operations of its agents, employees, sub-contractors or invitees for the protection of SMG, 
their officers, directors, employees and agents. Said insurance shall be maintained with firms 
duly authorized to do business in Puerto Rico and holding a rating of A or better in the current 
Best’s Manuals. 

 
A. Comprehensive General Liability 

a. $1,000,000 Bodily Injury and Property Damage per occurrence. Coverage shall include: 
Premises and operations, contractual, personal injury, Independent contractors and broad 
form property damage including completed operations 

 
 

B. Automobile Liability 
Bodily Injury 
$500,000 Per Person 

Property Damage 
$250,000 Per Accident 
$1,000,000 Combined Single Limit 

 
C. Employers’ Liability 
 $100,000 Each Accident 

  $100,000 Each Employee 
  $500,000 Aggregate 
 

D. Worker’s Compensation 
 Puerto Rico Statutory Limits 
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ACORD CERTIFICATE OF LIABILITY INSURANCE DATE:  6/4/99 
PRODUCER 
 

XYZ BROKERAGE INC. 
123 PINE TREE DRIVE 

San Juan, PR 00910 

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. 

 
COMPANIES AFFORDING COVERAGE 

INSURED 
 

TENANT’S NAME 
MAILING ADDRESS 

     COMPANY  
 A INSURANCE COMPANY  
 COMPANY  
 B   
 COMPANY 
 C   
 COMPANY 
 D   
   

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 IS SUBJECT TO ALL THE TERMS EXCLUSIONS AND CONDITIONS OF SUCH POLICIES.  LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

 
TYPE OF INSURANCE 

 
POLICY  NUMBER 

POLICY 
EFFECTIVE 

DATE 

POLICY 
EXTERMINATION 

DATE 

 
LIMITS 

GENERAL LIABILITY XXXXXXXXXX MM/DD/YY MM/DD/YY GENERAL AGGREGATE 1,000,000 
_X_ COMMERCIAL GENERAL LIABILITY PRODUCTS COMP/OP AGG 1,000,000 
___ CLIAMS MADE _X OCCUR PERSONAL & ADV INJURY 1,000,000 
___ OWNER’S & CONTRACTOR’S PROT EACH OCCURRENCE 1,000,000 
___ ___________________________ FIRE DAMEAGE (1 FIRE) 50,000 
  MED EXP (1 PERSON) 5,000 
 

AUTOMOBILE LIABILITY  
XXXXXXXXXX 

   
COMBINED SINGLE LIMIT 

 
1,000,000 

_X_ ANY AUTO BODILY INJURY 
(Per person) 

 
___ ALL OWNED AUTOS 
___ SCHEDULED AUTOS BODILY INJURY 

(Per accident) 
 

___ HIRED AUTOS 
___ NON-OWNED AUTOS PROPERTY DAMAGE  
___ ___________________________ 
     

 
GARAGE LIABILITY 

    
AUTO ONLY (EA ACCIDENT) $_______ 

_X_ ANY AUTO OTHER THAN AUTO ONLY $_______ 
___ ___________________________ EACH ACCIDENT $_______ 
  AGGREGATE $_______ 
      

EXCESS LIABILITY    EACH OCCURRENCE $_______ 
___ ANY AUTO AGGREGATE $_______ 
___ ___________________________   
    

WORKER’S COMPENSATION AND 
EMPLOYER’S ALIABILITY 
 

 
XXXXXXXXXX 

   
 
WC STATUTORY LIMITS 

THE PROPRIETOR ___  EL EACH ACCIDENT 100,000 
PARTNER/EXECUTIVE ___ INCL EL DISEASE—POLICY LIMIT 500,000 
OFFICERS ___ EXCL EL DISEASE-EACH EMPLOYEE 100,000 
     

OTHER     

 
DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES/SPECIAL ITEMS 
Additional Insured Include:  SMG PR II, Puerto Rico Convention Center, Puerto Rico Convention Center District Authority, Their Officers, Agents and 
Employees  
Event name, Dates (Move-in, Show, & Move-out)  
 
CERTIFICATE HOLDER 
 
SMG/PRCDA 
PUERTO RICO CONVENTION CENTER 
100 Convention Center Blvd. 
San Juan, Puerto Rico 00907 

CANCELLATION 
SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE EXPIRATION OF 30 DAYS 
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 OR AON RISK SERVICES, INC. OF ILLINOIS 

 



PUERTO RICO SALES TAX 
 

All exhibitors selling merchandise from the show floor or taking orders on a retail basis 
must have a valid Puerto Rico Registration Certificate and must adhere to the local laws 
regarding sales/use tax collections for the City and Commonwealth of Puerto Rico.  The 
registration certificates should be requested 30 days prior to the event (Form SC 
2914.1and Registro de Detallistas). Treasury Department imposes a 5.5% tax on sales and 
San Juan Municipality imposes a 1.5% tax on sales. Giveaways are taxable based on cost. 
It is the responsibility of the individual exhibitor to obtain their own certificates. 

 
Any taxable item temporarily introduced to PR which is directly related to trade shows, 
conventions, seminars or for other purposes and re-exported from PR by the same person 
who imported the same, is exempt as long the returned  is done within 60 days from the 
date of importation to PR. 
 
It is on your best interest to get the registration certificates because they will be needed in 
order to do business in Puerto Rico.  If you have an affiliate in Puerto Rico they should 
have the Registration Certificate from the Treasury Department (you will need a duplicate 
for your booth) and you will only to register at the Municipality of San Juan.   
 
For more information contact the following offices: 
 

Departamento de Hacienda    San Juan Municipality 
(Treasury Department)   
PO Box 9024140     PO Box 9024100 
San Juan, PR 009702-4140   San Juan, PR 00902-4100 
Telephone (787)721-2020    Tel. (787)757-7300 xt.4017-4018io 
www.hacienda.gobierno.pr               www.sanjuancapital.com 
 

For your convenience Treasury Department will be inspecting the shipments from the 
Puerto Rico Convention Center.  Taxes will be collected at the end of the show based on 
the declared value of the merchandise in the bill of lading.  In order to facilitate the release 
of the containers from the ports please make sure all the shipments include the following 
information: 
   
  Name of the Show 
  Name of the Facility  Puerto Rico Convention Center 
  Address   100 Convention Boulevard 
      San Juan, PR 00907 
 
  Name of the Exhibitor and Booth number 

 
 
 

Shipping Information 
 
Please make sure the company selected is aware of the local procedures.  A commercial 
Invoice and Air way bill will be needed in order to clear the shipment at the ports. Below are 
some of the companies that provide services to Puerto Rico. 
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Freight Forwarders 
 
Southeatern Freight Lines  
Puerto Rico Division 
Gloria Velázquez- General Manager 
787-774-1800/787-565-4617 
Fax 787-774-1115 
Gloria.velazquez@sefl.com 

Florida Division 
Paul Perry 
Account Manager 
Tel: 904 786 2667/ 800 331 6203 
Fax: 904 781 4954 
Paul.perry@sefl.com 

 
 
Whoops Transport Inc. 
475 Ramblewood drive 
Coral Springs Fl 33071 
Tel:  954-510-5800   Fax: 954-510-5802 
wcohen@whoopstransport.com 
jbruno@whoopstransport.com 
lgiraldez@whoopstransport.com 
sfigueroa@whoopstransport.com 

EAX Worldwide 
7183 Navajo Road, Suite J 
San Diego, CA 92119 
619.668.1572 (Direct) 
800.255.5584 (Toll Free) 
619.742.4472 (Cell) 
bhess@eaxww.com 
www.eaxww.com 
 

  
 
Steamship Liners 
 
Trailer Bridge 
Rosa Martinez 
787 774 6351/ 787 774 6340/ 787 249 1472 
Fax: 787 774 6386 
rmartinez@trailerbridge.com 
 

Sea Star Line 
Jose I Ortiz 
Account Executive / Special Cargo 
Tel: 787 721 2330 Ext 2239 / 787 630 8370 
Fax: 787 721 2459 
jortiz@seastarline.com 

 
 
Brokers 
 
Nestor Reyes Inc. 
Maria Castro 
Account Executive 
Maricarmen Bobe, Account Sales Manager 
Luis Rosado: General Manager 
Tel 787 289 6465  Ext 269/260 
Fax: 787 999 1146 
nrisales@nreyes.com 
m.bobe@nreyes.com 
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 PSAV® Presentation Services is proud to serve as the exclusive in-house audio-
visual rigging contractor for the Puerto Rico Convention Center.  This Convention 
Center is equipped with permanent rigging point systems in the Ballroom as well as 
the Exhibit Hall.  As part of a comprehensive overhead safety and risk management 
program, the systems are annually load tested and inspected.   

We are required to approve all rigging designs and provide all rigging labor and chain 
hoists for events in the Ballroom and the Exhibit Halls. We look forward to providing 
you with outstanding service and equipment.    

Pre-show 

• A “Schedule Rigging Services" form must be submitted along with a scaled 
rigging plot.  If the form is received less than 14 days prior to load in, double 
time rates may be charged.  

• Rigging plots must contain all flown equipment in addition to a reflective 
ceiling plan with hang-points.  Please use our CAD file as your design 
template.  

• If a rigging plot is received by our offices which does not respect the Center’s 
rigging regulations, you may either redesign your event or have our offices 
redesign your event at a cost of $75.00 per hour.  

• All drawings must be received via email in a .dwg or .dxf format.  Hard copies 
will be accepted in a scale of no smaller than 1/8"-1’.  

Ballroom and Exhibit Hall Standards  

• The Ballroom and Exhibit Hall are equipped with permanent rigging points 
rated for 1000 lbs.  Please refer to the enclosed CAD files for exact locations 
of the rigging points.    

• No rigging is allowed from the air-wall tracks.  
• All connections to the ceiling or supporting structure of the Convention Center 

must be made by PSAV.  
• Flown equipment may only be moved by a PSAV rigger.  
• Additional weight cannot be applied to flown equipment after PSAV riggers 

leave the room.  
• Under no circumstances may a person be suspended, walk or climb upon any 

point or supporting structure attached to the ceiling.  
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Rigging Equipment Guidelines 

Exclusive In-House Chain Hoists 

PSAV provides Chain hoists for all events at the Convention Center.    

• A scissors lift is required for all rigging calls at the Center.  A lift will be 
provided with your rigging order in the Ballroom and Exhibit Hall just for 
rigging.  All lifts used in the Convention Center Exhibit Halls must be in good 
repair, construction or outdoor lifts will not be allowed in the Convention 
Center.   Any damage to Convention Center surfaces due to lifts will be billed 
to appropriate parties. 

• All equipment and materials flown must pass ANSI guidelines and be 
approved.  

• Any dynamic (moving) element requires an arrester device.  
• A steel "safety" is required on each individual item suspended with a nylon 

sling.   
• All nuts and bolts used overhead must be rated and all wire rope clips and 

overhead hardware (eyebolts etc.) must be forged, unless approved by PSAV.  

PS-AV on-site practices   
• The number of Riggers required for your event will be decided by PS-AV.  
• PS-AV will make all connections to the ceiling and assist your staff in 

attaching those connections to your truss and equipment.  Please contact our 
offices for clarification of what services and equipment we offer to assist you 
in a safe and cost effective event.  

• PSAV will not "dead hang" items over 100lbs or 10' in length with a scissors 
lift.  Chain hoists or crank towers must be used.  

BANNER & SIGN  

• All signs, banner, and decorations must be hung by PSAV in the Ballroom.  
Banner placement inside of ballrooms and/or meeting rooms, must be 
approved in advanced through Conference Services.  

• Banners or Signs with weights over 20 lbs may require a Chain Motor and 
truss.  
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Rigging Rates     

Item Base Rate   
Rigging Point Charge (Over 100lbs) $175 each (Includes 1/2 ton hoist)   
Rigging Point Charge (Cable picks) $50 each   
Banners (Includes set up & strike) $100 each   
      
Rigging Labor Rates Base Rate   
Riggers $50 per hour   
      
Over Time Conditions     

Monday-Friday 8am-5pm 
Straight 
Time 

Monday-Friday 5pm-12am 
Time and 
1/2 

Monday-Friday Midnight-8am Double Time 

Saturday 8am-12am 
Time and 
1/2 

Sunday All Day Double Time 
Holidays All Day Double Time 
   
* Holidays – New Year’s Day, Memorial Day, Independence Day,  
          Labor Day, Thanksgiving & Christmas Day.  
** All changes in labor calls must be called to the Presentation Services  
          Rigging Supervisor. Onsite staff cannot change call time. 

*** All prices and rates are subject to change.  
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