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Welcome to the Virginia Beach Convention Center!

Thank you for choosing the Virginia Beach Convention Center (VBCC) to host your event. Our
experienced staff is committed to providing the highest quality service to make your event successful.

Our goal is to partner with you in producing an event that achieves your goals. Following the contracting
phase, an Event Manager will be assigned to assist you in planning and executing the event and we
encourage you to regularly communicate with him/her.

This Meeting Planner’s Guide serves as a written resource providing value to you in planning your event
at the VBCC. We encourage you to provide your event Manager with all pertinent event information no
later than thirty (30) calendar days prior to your event load-in to qualify for our incentive pricing!

*Please closely review the Policy & Procedures section. These facility rules and regulations are made a
part of the center’s Use Permit Agreement.

We appreciate your confidence and will work hard to make your event a resounding success!

Virginia Beach Convention Center Mission
Facilitate successful experiences by offering a full range of high quality
services and amenities for conventions, professional trade shows,
consumer shows and community events.

Virginia Beach Convention Center Vision
Be a first-class convention center recognized as the facility of choice
for discerning meeting planners.

About the Virginia Beach Convention Center
The Virginia Beach Convention Center is owned and operated by the
City of Virginia Beach Convention and Visitors Bureau.

A Division of the Virginia Beach Convention & Visitors Bureau
1000 19% Street | Virginia Beach, VA 23451-5674
Main (757) 385-2000 | Fax (757) 437-2077 | vbconventioncenter.com | vbcc@vbgov.com
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Defined Terms

1.

2.

~

10.

1.

12.

13.

VBCC - Virginia Beach Convention Center — a division of the Virginia Beach Convention and
Visitors Bureau.

Broom Clean - The condition of cleanliness after an exhibit hall has been swept with a broom at
the conclusion of event load out.

Drayage - Exhibitor freight usually consigned to a general service contractor or decorator for
delivery to an exhibitor’'s booth on move in day. The service also includes removal and storage of
crates, re-crating exhibits and returning them to a loading dock.

Event Manager - Staff member who plans and coordinates all events at the VBCC. All
communications, other than food and beverage, which relate to the use of the VBCC, should be
directed to the Event Manager. Members of our event staff are always present on-site when
events are in progress.

Exclusive Food Services Provider - The sole contracted company, Centerplate, a division of
Sodexo Live that provides all food and beverages at the VBCC. Food products or services
provided by others are strictly prohibited.

Food and Beverage Minimum — A minimum dollar amount to be spent on food and beverage in
order to waive rental charges for a banquet function in a meeting room or ballroom. Minimum
spending does not include taxes or service charges. Most room furnishings are included in these
qualified instances.

Permittee - The responsible party that signs the VBCC’s Use Permit Agreement.

General Contractor - A company contracted by the Permittee to provide services for exhibitors.
These companies, sometimes referred to as decorators, provide services such as freight handling
(drayage), pipe and drape, aisle signs, specialty signs, registration counters, exhibitor furniture,
labor to install and dismantle exhibits and otherwise move freight throughout the Center, aisle
and booth carpet, and carpeted aisle and booth cleaning services.

Qualified Events — Certain events, such as food and beverage functions that meet minimum
levels of spending, qualify for free use of certain equipment. Non-qualified pricing is applied to
facility equipment that is used in a situation other than its intended use or when minimum
spending is not anticipated.

VBCC General Manager — The individual responsible for day-to-day operations of the VBCC or an
authorized designee.

VBCVB- Virginia Beach Convention and Visitors Bureau — a department of the City of Virginia
Beach municipal government.

VBED - The Virginia Beach Fire Department or the Fire Marshal of the Virginia Beach Fire
Department.

VBPD — The Virginia Beach Police Department or an off-duty officer of this agency.
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APPENDIX - all applicable documents and required information should be completed and submitted
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GENERAL INFORMATION
VBCC Staff and Contact Information

GENETAl IMBNAGET ..ttt ettt ettt e st et e st e et e st e st e et e eneeeneean 757-385-2172
Michael Meyers mameyers@vbgov.com
Assistant General Manager, Sales & Service ... 757-385-2161
Stella Salyer ssalyer@vbgov.com
Assistant General Manager, Operations ........coco ittt 757-385-2043
Les Tolson, llI [tolson@vbgov.com
Assistant General Manager, BUSINESS ......c.cooiiiiiii ettt 757-385-2169
Stephanie Revies srevies@vbgov.com
General Manager, Food and Beverage .........cocoovviiiiiiciiseee e 757-385-2019
Sabrina Beasley sbeasley@vbgov.com

Technical Customer Representative, Smart City Internet ..........cccooooiiiiiiiiiinniinneeen. 757-709-2986
Amon Carthan acarthan@smartcity.com
Lead Event Producer, Audio Visual Services — Onyx A/V ..o 757-385-2079
Sam Croce scroce@onyxav.com

Sales Managers

SAMENTNE MONTAGUE ...etiiiiieiicc ettt sb e 757-385-2198
smontague@uvisitvirginiabeach.com
JAMES CATBlIVANOS .o, 757-385-2164

jcaraliv@uvisitvirginiabeach.com

Food and Beverage Sales & Service

PegQY PritCRard. ..o 757-385-2009
ppritcha@vbgov.com
] £ N =T olF= TSROSO 757-385-2015
sagarcia@vbgov.com

VBCC Event Team

Heather Vickers, DireCtor Of EVONTS ... e e 757-385-2174
hvickers@vbgov.com

La'Shaina Joseph, EVENt Manager.......ccco i 757-385-2182
ljoseph@vbgov.com

Greg Tarbox, EVENt IMBNAgET ... bbb 757-385-2173
gtarbox@vbgov.com

Jacob Marks, EVENT MANaGET........ciiiiiiee e 757-385-2171
jjmarks@vbgov.com

Renee Picarsic, EVENT Manager.. ..ot 757-385-2197
rpicarsic@vbgov.com

Luis Nazario Soto, Event Manager ... 757-385-2171

[nazariosoto@vbgov.com

Box Office Manager
Dazhuna REEA ... . e 757-385-2187
dazreed@vbgov.com

Sustainability Coordinator
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Kimberlee Dobbins, LEED AP ... e, 757-385-2168
kdobbins@vbgov.com

General Contact Information

The Virginia Beach Convention Center is located at:

1000 19 Street

Virginia Beach, VA 23451-5674

Office Hours: Monday through Friday, 8:00am — 5:00pm
Administrative Offices:

Main: (757) 385-2000

Concierge: (757) 385-2040

Fax: (757) 437-2077

Food and Beverage (Centerplate):
Main: (757) 385-2010
Fax: (757) 437-2080

Telecommunications (Smart City Networks):
Main: (757) 385-2078
Alternate: (757) 582-2797
Toll Free: (888) 446-6911
Fax: (757) 437-2081

Audio Visual Services (In-House A/V):
Main: (757) 385-2079

Online:
Email: vbcc@vbgov.com
VBCC web site: www.vbconventioncenter.com
VBCC Facebook page: www.facebook.com/VBCC
VBCC X page: www.twitter.com/VBCC
Food and Beverage Menus: www.vbcatering.com
Virginia Beach Convention and Visitors Bureau: www.visitvirginiabeach.com
City of Virginia Beach web site: https://virginiabeach.gov/

VIRGINIA BEACH CONVENTION CENTER PROCESS FLOW
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From the North or West

Take 1-95 South to I-64 East across the Hampton Roads Bridge *
Tunnel to -264 East. As you approach the end of I-264 you will see QUEBE](IZSE‘;kTr;
the Virginia Beach Convention Center on the right-hand side. At ™

the first light, turn right onto Parks Avenue and then the next right MD”THE‘"{';‘?E{::
onto 19th Street. The main entrance will be on your right, with P ’

parking on both sides of 19t Street. TDROEH%@?&:‘:

From Points North (ex. New York, New Jersey, Eastern Maryland, ’/
etc...) Chi:‘.-’l:LAND 556 mi 30570"? 583 mi

Take Route 13 via the Chesapeake Bay Bridge tunnel. Once past
the tunnel, take Route 60 (Shore Drive) to Atlantic Avenue. Follow
Atlantic Avenue south through the resort and turn right onto 19th
Street. Continue on 19th Street for 8 blocks and the main
entrance to the Virginia Beach Convention Center will be visible
on your right, with parking on both sides of 19" Street.

..ﬂ
NEW YORK 348 mi

®
PITTSSURGH 402 mi PHILADELPHIA 249 mi

From the South

Convenient routes include -85, -95, US 13 and US 17. Each route
intersects with US 58. Follow US 58 East to |-64 West and then to |-
264 East. As you approach the end of 1-264 you will see the
Virginia Beach Convention Center on the right-hand side. At the first light, turn right onto Parks Avenue and then the
next right onto 19th Street. The main entrance will be on your right, with parking on both sides of 19 Street.

Live in Hampton Roads?

Take |-264 East toward the Virginia Beach Oceanfront. At the end of the interstate, make a right at the first light onto
Parks Avenue. Take the next right onto 19th street. The main entrance will be on your right. Our parking lots also are
accessible from the 1000 block of Virginia Beach Blvd.

Arriving by Plane
Just 20 minutes from the Virginia Beach Convention Center, Norfolk International Airport (ORF) services the Virginia

Beach area with over 250 flights daily. With flights offered by most US carriers including discount airlines, Norfolk
International offers direct and non-stop flights that connect delegates worldwide.

Driving Directions from the Airport
As you leave the Norfolk International Airport (ORF), you will be on Norview Avenue. Stay in the right lane until you
reach I1-64 East. From |-64 East take the |-264 East exit towards the Virginia Beach Oceanfront.

As you approach the end of 1-264, you will see the Virginia Beach Convention Center on the right-hand side. At the
first light, turn right onto Parks Avenue and then the next right onto 19th Street. The main entrance will be on your
right, with parking on both sides of 19* Street.

A Division of the Virginia Beach Convention & Visitors Bureau
1000 19* Street | Virginia Beach, VA 23451-5674
Main (757) 385-2000 | Fax (757) 437-2077 | vbconventioncenter.com | vbcc@vbgov.com
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VIRGINIA BEACH CONVENTION CENTER (VBCC) RULES AND REGULATIONS

1. ACCESS BY VBCC PERSONNEL

In the performance of their duties, VBCC personnel shall have the right to enter the areas contracted by
the Permittee. Service hours may be dictated accordingly. At all times, Permittee will honor the official
VBCC identification credentials worn by VBCC staff.

2. ADVERTISING
a. Advertising Policies
An executed use permit agreement must exist prior to advertising any event to the public.
Please note that no pamphlets, inserts or advertising matter shall be distributed or displayed without
prior approval of the VBCC Management and must pertain to an event scheduled in the facility. All
advertising shall be honest and true and shall include accurate information about event times, prices
and content. Placement of signs, banners, or posters on VBCC premises is subject to approval by the
VBCC Management. All advertisements must adhere to the VBCC's Graphic Standards and Style
Guidelines, provided in this manual. Banners on the light poles on 19" street in front of the VBCC are
available for advertising of onsite events only. Banners must be provided by Permittee and charges
will apply for installation. Banner specifications are available from your event Manager.

b. Graphic Standards and Logo Usage
It is important that the image of your event and that of the Virginia Beach Convention Center are
professionally partnered in promotional materials. The following guidelines are provided to assist you
in publicizing and advertising your events.

The official name/title of the facility: Virginia Beach Convention Center

Use of the Virginia Beach Convention Center Name/Title

In order to maintain a consistent, positive, and professional image that reflects the Virginia Beach
Convention Center, we ask that the facility title appear formally written on promotional material
including but not limited to billboards, posters, flyers, brochures, and advertisements. References
such as Pavilion, Virginia Beach Pavilion Convention Center, Virginia Beach Conference Center, Va.
Bch. Conv. Ctr, etc. are examples of inappropriate use of the Virginia Beach Convention Center’s
official name and title.

Use of Photographs and Logo Art

Photographs and logo art materials are available for use in promotional materials. All images are the
property of the Virginia Beach Convention Center and may not be duplicated or used to advertise
commercial goods or services. With the use of each image, a credit line and copyright reading
“Photo Courtesy of the Virginia Beach Convention Center” is required. To obtain logos or photos,
contact our Marketing Manager at jmayer@vbgov.com.

c. Advertising/PR Opportunities
The Virginia Beach Convention Center sees the value in further promoting your event. To that end,
we have several COMPLIMENTARY and PAID advertising opportunities of which you can take
advantage. We look forward to helping you coordinate these promotional efforts. Please read the
following descriptions of each opportunity and complete the appropriate forms to ensure proper
exposure.

A Division of the Virginia Beach Convention & Visitors Bureau
1000 19% Street | Virginia Beach, VA 23451-5674
Main (757) 385-2000 | Fax (757) 437-2077
www.vbconventioncenter.com | vbcc@vbgov.com
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COMPLIMENTARY ADVERTISING OPPORTUNITIES

NOTE: The complimentary advertising services do not apply to private events unless we receive your
consent to do so. Authorization by way of completing the online advertising form must be submitted
with your contract.

1 Online Event Calendars - your event information is posted for FREE on the Virginia Beach Convention
Center’s web site, www.virginiabeachconventioncenter.com and the city's tourism web site,
www.visitvirginiabeach.com (public events only).

1 VBCC Marguee - the VBCC will place a complimentary announcement of Public events on the
VBCC's electronic Marquee, which is located adjacent to the Interstate. The marquee has a
maximum resolution of 250 X 180 pixels. Event information can be displayed five (5) days prior to and
during your event, pending availability. All requests must be submitted to the VBCC via email before
they will be displayed. Use of the marquee is shared with many users, is non-exclusive and cannot be
guaranteed.

1 Pre-Function Marquees - In addition to the outside Marquee, the VBCC has six (6) Marquees located
in the pre function area of the facility outside the exhibit halls. These Marquees are available for
client use to convey basic information about your event such as event hours and ticket prices, or
other related public information deemed necessary by the VBCC. All requests must be submitted
and approved by your Event Manager before they will be displayed. Use of the pre function
Marquees is non-exclusive and cannot be guaranteed. Sponsor information can be displayed for a
fee.

3. AIR CONDITIONING, HEATING AND LIGHTING

Air conditioning and/or heating are provided complimentary during event hours. Air conditioning and/or
heating may be provided on move-in or move-out days at an additional cost. Requests for air
conditioning and/or heating during non-event periods or during registration periods other than actual
event hours will be charged at the prevailing rate.

Reduced lighting will be provided during move-in and move-out. Full lighting will be provided only
during event hours beginning sixty (60) minutes prior to event opening on first day and thirty (30) minutes
prior to opening on subsequent days.

4. AISLES — EXHIBITS
Aisles in the exhibit hall must be kept a minimum of 10" at all times. Any obstructions or non-compliant
spaces will be removed or altered to meet standards.

a. A10'x 10" grid has been permanently etched in the Exhibit Hall floor to assist show
managers with enforcement.

b. Aisle Carpet Cleaning — Daily cleaning of aisle carpet is the responsibility of the General
Contractor, which also includes maintenance during load-in and load-out. VBCC can
provide this service at the prevailing rates. Twenty-one (21) days advance notice is
required. This service may be requested through your Event Manager.

A Division of the Virginia Beach Convention & Visitors Bureau
1000 19% Street | Virginia Beach, VA 23451-5674
Main (757) 385-2000 | Fax (757) 437-2077 | vbconventioncenter.com | vbcc@vbgov.com
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5. ALCOHOLIC BEVERAGES

Alcoholic beverages may be served within the VBCC during appropriate functions including banquets,
receptions, weddings, etc. The VBCC's exclusive food services provider must handle the service and sale
of alcohol for all functions within the VBCC subject to Virginia ABC regulations. Guests are not permitted
to bring in outside alcohol. This includes alcohol for personal consumption by exhibitors.

The service or sale of alcohol to minors is prohibited by law. Security personnel may be required if
alcohol is sold and served to events hosting over 500 guests. Alcohol is not permitted to be taken out of
designated service areas.

6. ALTERATIONS

Space in the VBCC is provided to Permittee “as is”. Only those changes, alterations and decorations that
are temporary in nature and previously approved by VBCC Management are permitted. Restoration to
original condition will be made at Permittee’s expense.

7. AMERICANS WITH DISABILITIES ACT
The VBCC is a public entity subject to Title 11 of the Americans with Disabilities Act (ADA). The VBCC is
accessible to disabled patrons as required by the ADA and applicable regulations.

The VBCC offers all customers an accessible and safe environment for the enjoyment of every event. At
the time construction was complete the VBCC met or exceeded the standards for accommodation. The
event planner and its subcontractors must comply with the Americans with Disabilities Act (ADA) as
indicated in the Use Permit Agreement. All permanent aspects of the facility are the responsibility of the
VBCC. Access to any given event and the services provided are the responsibility of the Permittee.

The VBCC provides such accommodations as, Assisted Listening Systems, stage lifts, ramps and
wheelchairs as available. The VBCC also can assist with arranging other services and accommodations
such as sign language interpreters. Contact your Event Manager for information on additional
accommodations. Patrons may request accommodations and services by contacting the Concierge Desk.
Guests are required to provide reasonable notice for special requests.

8. ANIMALS/PETS

Service animals providing assistance to an attendee are welcome throughout the facility, as described in
the Americans with Disabilities Act. Pets or show animals are not permitted in the carpeted areas of the
facility. The VBCC allows animals in the facility only as part of an event or attraction. In these instances,
the animals must be pre-approved by the Event Manager. Proper sanitary safeguards to protect the
facility and guests shall be taken including that of a protective coating such as plastic or Visqueen to
protect floors, columns, walls and any VBCC equipment.

9. ATTACHMENT TO SURFACES

Decorations, signs, or banners or other items shall not be attached or affixed to the facility without prior
approval. This includes tape, staples or tacking on any building surface including walls, doors and floors.
Contact your Event Manager for acceptable materials.

10. AUDIO/VISUAL

The Exhibit Halls, Meeting Rooms and Ballrooms are equipped state of the art sound systems.
Audio/Visual services, in addition to the permanently installed house sound systems, are available
through the VBCC's preferred Audio Visual provider. An audio technician is required whenever Permittee
plans to use the Ballroom audio system. Patch fees apply when AV companies other than our preferred
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provider wish to use the house Audio System(s). Permittee is responsible for payment of this service.
Contact your Event Manager to coordinate a meeting.

11. AUTOMOBILES/MOTOR VEHICLES (see Fire and Life Safety Information)

12. BALLOONS

The VBCC restricts the use of helium-filled balloons for handouts at events. Your Event Manager must
approve the use of balloons for decorative purposes. All efforts must be made to prevent balloons from
becoming tangled in lighting fixtures, climate control ducts and in ceiling structures. Helium balloons
released into VBCC can interfere with climate control, create an unsightly appearance, and be difficult to
retrieve. When balloons are inflated on site for decorative purposes, helium tanks must be upright and
chained to a cart or other device to eliminate the risk of the tank falling. Removal of balloons may result
in charges beginning at $150 per hour.

13. BANNERS AND SIGNAGE (also see Rigging)

For the safety and convenience of all guests, permanent signage (e.g., directional graphics, emergency
exits, restrooms, concessions, Exhibit Hall, Ballroom and Meeting Room signage) is found throughout the
facility and may not be visibly blocked at any time.

In order to maintain a consistent appearance for all VBCC events, banners and signage may be attached
to the facility only in locations and by methods approved by the VBCC Management. Nails, staples, tape
of any kind and screws shall not be used to hang signs and banners on any surface. All materials shall be
fire retardant. Handwritten signs are prohibited unless professionally designed and approved by your
Event Manager. Signs and banners left behind and unclaimed after 24 hours of move-out will be
discarded.

All requests to hang signs and banners must be submitted in writing for approval to your Event Manager
twenty-one (21) days prior to move-in. Approved signs and banners inside the VBCC must be installed by
approved VBCC preferred provider of AV services. Banners to be displayed must be delivered to your
Event Manager no later than 72 hours prior to event move-in. Approved General Contractors may also
be authorized to hang signs and banners on Permittee’s behalf. Minimum labor calls and lift rental will
apply to the hanging and removing of all signs and banners.

Qutdoor displays (such as light-pole banners, tower banners, etc.) must be approved by VBCC
Management twenty-one (21) days prior to load-in. Minimum labor calls and lift rental will apply to the
hanging and removing of all signs and banners. For banner specifications, please reference the VBCC
Event Branding Guide.

14. BEHAVIORAL EXPECTATIONS

It is expected that the Permittee, Permittee’s staff, vendors, and any contractors hired by the Permittee
behave in a professional, respectful manner at all times when interacting with guests, event staff, VBCC
contractors and City staff. VBCC Management reserves the right to exercise their discretion to protect
staff, contractors, and guests from an objectionable or hostile environment, including excusing from the
premises any offending individual and, in extreme cases, closing the event in progress. (Please refer to
Section 28 of the Use Permit Agreement)

15. BOOKING POLICIES
It is in the interest of the VBCC to host events that will make a positive economic impact on the
community.

A Division of the Virginia Beach Convention & Visitors Bureau
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First priority shall be given to national, regional and state conventions, tradeshows and corporate
meetings, which generate significant attendance from outside the City of Virginia Beach. In addition,
certain special events may be deemed appropriate to the overall objectives of the VBCC and may be
offered equal scheduling priority at the discretion of the VBCC Management. First priority events may be
scheduled as far in advance as necessary and supersede requests for other events and activities.

Second priority bookings include consumer or public exhibitions, local corporate meetings, special
events, banquets, entertainment events, business meetings and other activities, which draw from or
appeal to the general public and/or local attendees and participants. Second priority events may be
scheduled within 18 months in advance of the event date and are subject to change to accommodate first
priority events. However, major consumer and public exhibitions held annually may be at the discretion of
VBCC Management. Scheduling commitments for facilities and dates on a long-term basis are subject to
a proven record of success and significant economic impact. The VBCC reserves the right to book
smaller events less than twelve (12) months in advance.

Subject to the priorities outlined above, VBCC Management reserves the right to use discretion as to the
issuance, modification or termination of scheduling commitments.

16. BOX OFFICE/TICKETS
VBCC is the sole provider of Box Office Services for all facility events.

VBCC shall have control and direction of its ticket office(s), personnel and all ticket sales revenues until
settlement.

General Box Office Policies:

1 No event shall be advertised, and no tickets will be sold until a fully executed Use Permit
Agreement for use of the VBCC for the event is in place, all required deposits have been paid by
the Permittee to the VBCC, and the Permittee has signed the VBCC Box Office Policy form.

1 The VBCC has an exclusive agreement with an automated ticketing system vendor for online and
in-person ticket sales.

1 The VBCC accepts, Visa, MasterCard, Discover and American Express as forms of payment for
ticket purchases. A 5% fee applied to the gross dollar amount of all credit card sales will be billed
to Permittee. The charges for this service will be reflected on the Permittee’ s invoice.

T The ticket printing fee that will be billed to Permittee for use the automated ticketing system for
day of ticket sales is Fifteen Cents ($0.15) for each ticket printed. The charges for this service will
be reflected on the Permittee’ s invoice.

1 The cost for all labor associated with the Box Office Services, including, but not limited to Box
Office Supervisors and Ticket Sellers will be billed to Permittee at VBCC prevailing rates. The
charges for this service will be reflected on the Permittee’ s invoice.

1 A Ten Percent (10%) city admission tax is collected by the VBCC and remitted to the City of
Virginia Beach on behalf of the Permittee for each ticket sold as required by “Article VIII. —
Admission Tax” in the Virginia Beach Municipal Code.

For more information , please contact the Virginia Beach Commissioner of Revenue office at (757)
385-4251.
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1 VBCC staff will not sell, distribute or collect wristbands. Wristbands may be used for re-entry
purposes only. The facilitation of the use of wristbands is the sole responsibility of the Permittee
at Permittee’s expense.

1 A Box Office Statement will be generated by the VBCC accounting department and submitted to
the Permittee at settlement. Settlement of an event takes a minimum of Ten (10) business days to
complete. If a credit is due to Permittee on Permittee’s invoice, payments are issued by check
and can be sent via standard USPS Mail or pick-up can be scheduled on-site at the Virginia Beach
Convention Center.

17. BUILDING FURNITURE
Facility property (i.e. prefunction furniture, artwork, decorative plants, etc.) shall not be moved or
relocated by Permittee’s staff, exhibitors, or General Contractors.

18. BUSINESS CENTER

The VBCC Business Center is conveniently located on the first floor. Hours of operation are 8:30am to
5:00pm Monday through Friday and other hours during events as contracted. The Business Center
provides a variety of office supplies and services. Payment methods accepted are VISA, MasterCard, and
American Express. Personal checks are not accepted for retail services. Exhibitor service orders (e.g.,
electrical, water, Internet) are processed by the Business Center. Online order forms are available at
https://www.visitvirginiabeach.com/convention-center/exhibitor-services/.

19. CANDLES (see Fire and Life Safety Information)

20. CAPACITY LEVELS

The Center will not permit spaces to be occupied greater than capacity. For events with anticipated large
attendance, the City of Virginia Beach Fire Department will set the capacity limit. Your Event Manager can
provide general limitations.

Event staffing, at additional cost to Permittee, will be required for certain events to ensure proper
evacuation, safety for attendees and enforcement of VBCC Rules and Regulations. A copy of the VBCC's
Emergency Plan is available upon request.

21. CARPETED AREAS

Generally, during move-in and move-out, the carpeted areas must be protected from the movement of
crates, registration counters, pallet jacks, sign-making activities, and all other rolling stock. This may be
accomplished using reinforced Visqueen. In the case of heavy freight, the use of plywood or other similar
material may be required. Any damage to VBCC carpet due to load in/out, displays, or exhibit materials
will be charged to the Permittee. Consult with your Event Manager for further details.

22. CEILING HEIGHTS
The height from floor to ceiling:

Room: Height:
Ballroom 35
Exhibit Halls 40’
Meeting Rooms 15
15T Floor Pre-function 15" - 65’

23. CHANGE-OVERS
Meeting Rooms come with one free set-up per day. Additional set-ups or flips (changeovers) within the
same day are charged at $150 per room along with prevailing labor rates.
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Changes made within 5 days of load-in may incur additional fees and be charged at prevailing floor order
rates. In addition, charges will be applied for staff or services that are cancelled within 48 hours of the
event and/or any equipment that are cancelled after set-up has commenced.

24. CLEANING/HOUSEKEEPING
The VBCC is committed to maintaining a first-class facility.

1.
2.

10.
1.
12.
13.
14.

15.
16.

The City will maintain the cleaning of non-carpeted aisles in the Exhibit Hall.

All booth and carpeted aisle cleaning are the responsibility of the Permittee or designated
General Contractor. This includes exhibitor trash containers.

Permittee or designated General Contractors are expected to clean the freight entrances, docks
or crate storage areas in their care, custody or control each day.

Permittee or designated contractor is responsible for the timely removal of all crates and pallets
by the end of the contract period.

Permittee or designated General Contractor is responsible for returning any exhibit area to a
"broom clean” condition at the conclusion of their event. Broom clean is defined as having been
swept with a broom to remove all loose debris and trash from the space. A housekeeping fee
per Exhibit Hall or meeting space will apply if halls are not left “broom clean” following your
event.

Permittee shall maintain contracted spaces in a safe, sanitary and sightly condition, in good repair
and shall restore and yield them back to VBCC in good condition and repair.

Trash receptacles provided by the General Contractor, in all non-public areas of the facility (e.g.:
registration, show offices, Meeting Rooms, exhibit booths) must be serviced by the General
Contractor.

During move-in and move-out, the Permittee is responsible for the removal of bulk trash in the
exhibition halls, Meeting Rooms and pre-function areas, e.g., registration and show offices. Bulk
trash is defined as boxes, crates, lumber, pallets, packing materials, and other items not easily
removed by a standard push broom or vacuum. The VBCC will invoice the Permittee for any costs
incurred for the removal of bulk trash.

All cardboard boxes must be broken down when placed in appropriate recycling compactors. To
prevent delays in the change out of compactors, the Permittee is responsible for providing
sufficient open trash dumpsters and/or compactors, taking into consideration those shows having
heavy cardboard trash (e.g., a furniture show).

All wood (pallets, display materials, etc.) must be placed in a container until removed from VBCC
property during move-out of the event.

Trash that could be a potential fire hazard may not be left in the building.

All tape and residue must be removed from the floors during move out.

All static cling decorations must be removed from the windows, floors, pavement or other
approved surfaces.

Sharps and other hazardous materials must be removed from the building in an acceptable
manner.

Paint spills, hydraulic leaks, oil, or anything of similar nature must be handled immediately.
During move-in/move-out the VBCC reserves the right to limit availability of restrooms. Each
space will have restrooms available, but extra restrooms may be limited at times.

Charges for any additional cleaning (i.e. floor tape, left over bulk trash, spills, etc.) will be assessed at
prevailing labor rates and removal fees. With food shows, Permittee or General Contractor will be
responsible for ongoing removal of trash from exhibit booths and aisle way trash cans. An
additional charge will apply if VBCC staff is requested to provide this service.
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25. COAT CHECK SERVICES
Coat check services are available upon request. There is a labor-based fee for this service, which includes
personnel and equipment. VBCC reserves the right to operate this service.

Portable coat racks are available for rental for non-coat check functions upon request, subject to
availability. VBCC is not responsible for items left in coat check areas or on the coat racks.

26. CONCIERGE/INFORMATION DESK
Located on the first floor, the Concierge Desk provides information on local attractions, events,
entertainment, shopping and transportation. Courtesy maps also are available.

27. COMPRESSED GASES/FLAMMABLE LIQUID/AEROSOLS

The use, display or storing of compressed gasses, flammable liquids, or dangerous chemicals is
prohibited without prior written authorization. Pressurized containers having flammable propellants
(aerosols) are prohibited without prior written authorization from the Virginia Beach Fire Marshal. When
permitted, vessels must be secured in an upright position.

28. CONFETTI/GLITTER

The use, display, or throwing of confetti, glitter, or rice is prohibited within the VBCC and its grounds. The
Permittee will be billed for the labor and materials required for clean-up resulting from non-adherence to
this policy.

29. CRATE STORAGE

The Permittee’s General Contractor shall provide crate storage. Areas contracted by the Permittee may
be used to store boxes and other equipment by approval of the VBCC. Wooden crates are not allowed in
the building without approval from the Fire Marshal. Storage of flammable or combustible materials,
mixtures, liquids, gases, hazardous waste, or medical waste is not permitted inside the Center. Any fuel
storage containers must be approved certified containers. No storage of any kind is permitted in the
concession alcoves. The VBCC is not liable for any damage or theft.

30. DAMAGES

Pre-event and post-event walk-throughs with the Event Manager are required. Notify the Event Manager
of any damage that occurs during your event. Permittee will be informed of any damages observed
during walk-throughs. The cost of the repair of damages is the Permittee’s responsibility. The VBCC or its
designated contractors will make all repairs.

31. DANCE FLOOR
Dance floors are available free for wedding receptions and banquets with full meal service (pending
availability). The VBCC reserves the right to limit the size and placement of dance floors.

32. DELIVERIES AND SHIPPING/DRAYAGE

The VBCC does not accept or store advance deliveries of freight for events for the Permittee or its
exhibitors. Freight must be consigned prepaid or billed to the Permittee’s General Contractor or
delivered direct to the General Contractor at time of load-in. Please contact an exhibit contractor or
freight handler for all shipping and receiving services. Permittee or Permittee’s agent may accept freight
deliveries during contracted move in times. Freight delivered prior to move in will be refused by our
security staff. Small packages arriving greater than 24 hours prior to move in will also be refused. All
freight/packages must be removed from the site within 24 hours after event. VBCC is not responsible for
materials left after event.
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33. DOCKS

1. All areas marked NO PARKING and TOWING ENFORCED will be strictly enforced. Do not block
any area of the dock under any circumstances.

2. VBCC building security provides control at the entrance of the docks from move-in through
move-out beginning when the General Contractor arrives and continuing until move-out is
completed. The General Contractor is responsible for providing logistical support staffing for
controlling the main dock area, as it pertains to the movement of all vehicles and equipment.

3. If a General Contractor working at VBCC establishes a marshalling yard for VBCC traffic, they may
issue dock passes through VBCC Security. These passes will be for truck, runner, and exhibitor
traffic only. Any private owned vehicle found in violation will be towed.

4. Privately Owned Vehicles (POV) are not allowed on or in the dock area except for loading and
unloading of exhibits. Event Managers will issue a dock entry authorization form for POV's to
load /unload.

5. Trucks and/or trailers left overnight on the loading dock slips must have approval from the Event
Manager. Trucks and/or trailers must be empty, identifiable, and left open for visual inspection
always.

6. Placement of temporary structures on the docks is prohibited.

7. Forklifts, trucks, trailers, and other vehicles cannot be parked on any ramp or blocking trash bins.

34. DRAPING

No decorative or structural items may be hung from overhead beams, columns, handrails, utility pipes or
exterior walls unless contracted with VBCC's audio visual provider. Items so attached without approval
will be removed at expense of the Permittee. Drapes, decorations, buntings, and other decorative
materials must be fire retardant materials properly treated to meet the requirements of flame-proofing
and approved by the Virginia Beach Fire Marshal.

35. DRONES

No use of any Drones, Unmanned Aircraft Systems (UAS) and/or Model Aircraft (hereinafter “Drones”)
shall be permitted anywhere inside, over, or on the grounds of the VBCC, including exhibit halls,
sidewalks, roadways, parking facilities, or open space, without the prior written approval of VBCC
management. All proposed uses for which requests for such approval are made must satisfy all Federal
Aviation Administration, state, and local regulations. If the VBCC determines in its sole discretion, that
any such use of Drones, pose a hazard or safety risk to persons, facilities, or grounds, the VBCC may
prohibit such use at any time. Contact your Event Manager for Drone Application.

36. ELECTRICAL EQUIPMENT

Electrical equipment must meet applicable National Electrical Codes. Electrical fixtures and fittings must
be U.L. listed and 14-gauge wire or better AWG. Copper wire is required for all connections. All
extension cords must be 3-wire grounded. Utility panels and mechanical equipment rooms may not be
blocked under any circumstances. Only VBCC staff and authorized General Contractors are authorized to
move VBCC electrical equipment. The Permittee will be financially responsible for damages to electrical
equipment caused by the General Contractor.

37. EMERGENCY MEDICAL TECHNICIAN

Events may be required to have emergency medical staff on site. Permittee is required to use the VBCC's
medical services contractor. Your Event Manager will arrange this service, and costs will be billed to the
Permittee at the prevailing rate.

Generally, medical personnel are required when 500 or more guests are anticipated or other activities are
planned which would require the presence of an EMT. Please note, this requirement is at the sole
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discretion of the VBCC management, and the life safety of patrons and personnel is always of paramount
concern.

38. EMERGENCY PROCEDURES (see VBCC Fire and Life Safety Information)

39. ENVIRONMENTAL POLICY (also see Recycling)

VBCC is certified LEED Gold by the United States Green Building Council. It is one of very few centers
that have met and maintained a very stringent set of requirements.

For more information on our sustainability initiatives please visit
http://www.visitvirginiabeach.com/conventioncenter/sustainability/.

GREEN MEETINGS

The VBCC is committed to becoming as environmentally friendly as possible. With this said, we
encourage our clients to consider green alternatives for your event as your efforts are an important
component in achieving this goal. Please consider the suggestions in our Guidelines for Sustainable
Meetings in the Appendix section of this guide.

40. ESCALATORS AND ELEVATORS

The VBCC provides both escalators and elevators for the convenience of our patrons. The public
escalators and elevators are for persons only and are not to be used for transporting freight. Freight
elevators are available and may be used by arrangement but not used as a passenger elevator. Permittee
may be required to pay for the services of a freight elevator operator when it is required for more than
incidental use. Escalator operating hours will be based on the schedule of events. Escalators will operate
during non-event hours by special arrangement only.

41. EMPLOYEE IDENTIFICATION
At VBCC's option, Permittee and/or Contractor employees may be required to sign in and out and wear
temporary identification.

42. EQUIPMENT RENTAL
Tables, chairs, risers, etc. in excess of the VBCC's inventory will be made available at applicable rates plus
a service charge. Contact your Event Manager if excess equipment is anticipated.

43. EXHIBIT BOOTH CLEANING
The Virginia Beach Convention Center does not provide cleaning services or trash removal from within
the exhibit booth. The Permittee must plan with their General Contractor for this service.

44. EXHIBIT BOOTH FURNISHINGS
Non-skirted tables and folding chairs are available for rent for consumer shows. These furnishings are not
available for exhibitions where the services of a General Contractor are contracted.

45. EXTERIOR DOORS

Under no circumstances may exterior door(s) be propped open or altered in any way. Exhibit materials,
other than what can be carried by a person, are not permitted through front of house doors. Exit doors
may not be obstructed at any time.

46. FIRE DOORS
Permittee and/or Contractor must adhere to a ten (10) foot clearance from all fire doors. The VBCC
reserves the right to relocate obstructions or remove them completely if in violation.
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47. FIRE AND LIFE SAFETY INFORMATION
The VBCC is regularly inspected by the Virginia Beach Fire Marshal and fire regulations will be strictly
enforced.

Emergency Procedures

A written Emergency Evacuation Plan is available upon request (also see VBCC Fire and Life Safety
Information supplement). The VBCC is fully protected by an automatic fire sprinkler system. In addition,
fire extinguishers are provided throughout the building. A fire pump provides water for the sprinklers and
firefighting services. Smoke evacuation fans remove smoke. Automatic alarm systems are designed to
provide evacuation announcements in the event of activation.

1.

PURPOSE - The objectives of these procedures are to provide a means to ensure safety of building
occupants during an emergency condition, minimize property damage, and coordinate and
complement the emergency procedures of outside agencies. Additionally, these procedures are
intended to allow non-affected events to continue operation, if during a limited emergency
condition.

POLICY - The VBCC will exercise whatever authority may be necessary to ensure the safety and best
interests of the public in the event of an emergency condition. VBCC will coordinate fully with
emergency responders and show management to achieve these goals.

EMERGENCY CONDITIONS - An emergency is defined as any conditions that exists (or is likely to
occur) that endangers the safety of occupants in the facility or the facility itself. In the event of any
emergency condition, it may become necessary to evacuate a portion or all the facility following
these established emergency operating procedures.

INSTRUCTIONS - All emergencies and/or assistance of any nature should be reported immediately to
the Event Manager assigned to Permittee’s event. Event Managers will notify show management of
the emergency if it was reported internally. Your Event Manager will coordinate any required
response from Public Safety agencies through VBCC Building Security. Once a response is
established with outside agencies, your Event Manager will notify Permittee of the plan.
EVACUATION - Having evaluated the credibility of the threat, it is necessary to decide whether to 1)
take no action; 2) initiate a partial evacuation; or 3) conduct a complete evacuation and search. The
prudent approach would be to evaluate the emergency on its own merits and evacuate only if
deemed necessary. Evacuation of the VBCC will only occur at the direction of the General Manager,
Assistant General Manager, or your Event Manager if there is an immediate emergency.
HOMELAND SECURITY ALERTS - The VBCC will monitor the National Terrorism Advisory System for
any specific or related threats.

GENERAL GUIDELINES FOR DISPLAYS AND EXHIBITIONS:

a) Exhibit layout plans must be submitted to your Event Manager for approval prior to distribution
of printed floor plans to exhibitors, and sale of booths. Your Event Manager will coordinate
approval with the Virginia Beach Fire Marshal’s office. Floor plans must be submitted for
approval no later than thirty (30) days prior to load-in.

b) All exhibit booths must maintain clear and appropriate exits from the booth. Any booth of 750
square feet or more must have a minimum of two exits as far from each other as possible.

c) Displays with any type of cover, i.e., tents, buildings, awnings, etc. require pre-approval from the
VBCC. If approved, must be 100 square feet or less; if larger than 100 square feet they must meet
the following regulations:

a. Asingle level or multi-level exhibit larger than 100 square feet with a covered
ceiling will require a fire extinguisher at a minimum. Certain structures may
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require protection from an automatic extinguishing system, working smoke
detector and/or fire watch.

b. The upper deck of the multi-level exhibit must have at least two remote means
of egress (as far from each other as possible).

d) Electrical equipment is to be installed, operated, and maintained in a manner which does not
create a hazard to life or property. All equipment must be UL approved.

e) The following items may not be used without prior written approval of the Fire Marshal's Office:

Display or storage of liquid, propane, gas (LPG)

Flammable or combustible liquids

Flammable gas

Cotton, hay, paper, straw, moss, split bamboo, wood chips, etc.
Welding or cutting equipment for demonstration purposes

Gas-fired appliances for demonstration purposes

Salamander heaters

Lit candles or lanterns for demonstration purposes

Compressed gas cylinders. If approved for use, cylinders are to be firmly
secured in an upright position

TTQ e 00 Tw

f)  Vehicles: Display of automobile/motor vehicles and other motorized equipment. Vehicles are
not permitted in the Exhibit Hall without prior authorization of your Event Manager. All display
equipment and freight will be loaded/unloaded at the loading dock area. Vehicles, which are part
of a display, will be allowed in the Exhibit Halls or Ballroom area subject to the restrictions listed
below. All vehicles remaining inside the building for display must comply with the following
Virginia Beach Fire Department (VBFD) requirements:

a. Permit required from Virginia Beach Fire Marshal (your Event Manager will
submit this permit on your behalf)

b. There is to be no more than five gallons of fuel or 1/4 the capacity of the fuel
tank, whichever is less.

c. Fuel tanks are locked, and all portable tanks removed. Locking the doors will
be sufficient for cars in which the gas cap cover can only be unlatched from
inside.

d. Battery cables are to be disconnected. Batteries used to power auxiliary
equipment shall be permitted to be kept in service providing an appropriate
disconnect is furnished.

e. Ignition keys are to be removed and placed in a central location on site.

f.  The positioning of vehicles shall be subject to approval of the VBCC and Fire
Marshal's Office.

g. Vehicle operation will be limited to brief parade-type displays specifically
approved by the VBCC and Fire Marshal's Office.

h. Vehicles, boats and similar exhibited products having over 100 square feet of
roofed area are to have a working smoke detector.

i.  Re-fueling or removal of fuel from vehicles on the premises is prohibited.

j-  Appropriate protection, approved by the VBCC, must be placed under the
entire vehicle to protect the carpet/floor. At a minimum, this will consist of a
Visqueen-type of plastic. Any car driven over a carpeted area must have
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Visqueen, or a similar protective plastic, under the entire stretch of carpet that
the vehicle will travel.

k. Itis the responsibility of the Permittee to ensure that exhibitors are aware of
any rules. Vehicles are subject to inspection by VBCC Security staff upon entry
into the building.

g) Food Show requirements:

a. All food shows require Virginia Beach Fire Marshal approval.

b. After review, the Virginia Beach Fire Marshal may require certain types of
commercial cooking equipment that produce grease laden vapors to install a
supplemental exhaust system over the equipment.

c. A fire extinguisher with a minimum rating of 3A40BC must be displayed in each
booth that features cooking.

d. Devices producing open flames are not allowed in exhibit areas. Sterno is
permitted.

e. Hazardous materials or chemicals as fuel are strictly prohibited.

f.  Deep fat fryers, wood or coal burning equipment and bottled gas cylinders are
prohibited.

g. The VBCC and the Virginia Beach Fire Marshal will inspect and may require a
test of cooking equipment before show opening.

CANDLES

Lit candles and other open flame devices are not permitted in exhibit booths. Lit candles may be used at
special events such as banquets only under the following conditions:

1.
2.

3.

®

Open flame is not allowed, except in compliant containers.
Candles must have a solid base and flames must be enclosed. Qualified votive candles in
approved containers and “hurricane lamp” candles are examples of acceptable candles.
Candles must be placed on tables or other stable surfaces. Candles of this nature must meet
criteria in section 6 below.
Samples of all candles proposed for use must be submitted in advance to Event Manager for
approval.
Tapered candles, candelabras, and votive candles are examples of candles that are not
permitted.
Candle containers must be constructed to do the following:

a. not spill wax at more than .25 teaspoon per minute when tipped over

b. return to upright position if tilted to 45 degrees or be self-extinguishing

c. enclose the flame around all sides with a top that is high enough for a piece of tissue

paper over it to not ignite within ten (10) seconds

All containers should be placed well away from table decorations, drapes and any other
potentially combustible materials.
Candles shall be prohibited in areas where occupants stand or near an aisle or exit.
Shades, where used, shall be made of noncombustible materials and securely attached to the
open-flame device holder or chimney.

OPEN FLAMES, FIRE AND BURNING ON PREMISES:

1

2.
3,
.

Flame torches are not permitted.

Open-flame decorative devices shall comply with above-referenced Candles policy.
Class | and Class Il liquids and LP-gas shall not be used.

Open flames from lanterns, kerosene heaters, and gas-fired heaters are prohibited.
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When in the opinion of the Virginia Beach Fire Marshal, adequate safeguards have been taken;
participants in ceremonies are allowed to carry hand-held items (i.e. candlelight services, unity
candles).

A permit from the Virginia Beach Fire Marshal will be required for all indoor or outdoor
pyrotechnic displays. Permittee will be required to demonstrate device prior to actual use. In the
event fire extinguishers are discharged, Permittee will be responsible for re-charge fees.

OTHER SAFE OCCUPANCY REQUIREMENTS:

1.

~w

TS0~

— O

12.

13.

14.

15.

16.

17.

18.
19.

20.

All Meeting Rooms and Exhibit Halls have a maximum occupancy that may not be exceeded. To
fulfill the public safety obligation, the VBCC reserves the right to deny further entry into these
spaces if, in our opinion, public safety considerations would be best served.

First Aid and Medical Emergencies: Due to the nature or size of an event the VBCC requires
certain events to schedule on-site emergency medical personnel with the VBCC's contracted
services provider. Please contact your Event Manager to determine if these services are required.
A completely furnished First Aid Center is provided for the safety and convenience of those
involved with events. Charges for services and supplies utilized will be billed on your final
statement. Automated External Defibrillators (AEDs) are accessible throughout the building and
VBCC personnel are AED trained.

A ten-foot (10) aisle must surround the perimeter of all Exhibit Hall assembly events.

Floor plans for all events must be submitted to your Event Manager thirty (30) days prior to event
for approval by the Fire Marshal.

All doors leading to fire exit ways must be always kept unlocked and unobstructed when the
building or floor area served by the fire exit is occupied. Doors may not be chain locked or dead
bolted for any reason during event hours.

Decorations, furnishings and equipment shall not impair the visibility of exit signs.

Exit signs must be visible from any location in the room.

Aisles must be a minimum of ten (10) feet wide.

Low-level lighting requests must be pre-approved by the VBCC. Blackouts will not be permitted.
Emergency lighting should be always maintained.

Tents are prohibited inside the facility without prior approval by the VBCC and the Virginia Beach
Fire Marshal. When permitted, tents and canopies must have Fire Retardant certificate attached.
However, tents and canopies more than 900 square feet will require a special permit. A permit
must be obtained from the Fire Marshal prior to display.

Any cooking by exhibitors must be approved by the VBCC and the Virginia Beach Fire Marshal.
No combustible material, merchandise or signs shall be attached to, hung or draped over fire-
resistant side and rear dividers of booths or attached to table skirting facing aisles, unless fire
resistant.

A crate storage plan must be submitted by the General Contractor for approval if crate storage
on the docks is anticipated.

All materials used in exhibit construction, decoration or as a temporary cover must be certified as
flame retardant or a sample must be available for testing.

All exits and exit aisles must be always kept clear and unobstructed. All crates and boxes shall be
removed from the premises before show opening.

All fire hose racks, fire extinguishers, pull stations and emergency exits must be visible and
accessible.

No storage of any kind is allowed behind booths or near sources of electrical equipment.

For areas enclosed by solid walls and ceilings, refer to the General Guidelines for Displays and
Exhibitions Section of this document.

ALL forklift drivers on VBCC property must have successfully completed an approved course of
instruction. A current certification of successful completion of this course must be in the driver's
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possession while operating a forklift on VBCC property. Failure to provide such proof could result
in the operator being prohibited from further operation of a forklift on the property.

21. Hazardous Materials are prohibited. These include compressed flammable gases such as
acetylene, hydrogen, propane; flammable liquids such as gasoline, kerosene, cleaning solvents
and other petroleum-based material; and hazardous chemicals such as pool chemicals,
pesticides, corrosives, herbicides, poisons, etc.

22. Per section 31-1.4.5 of the NFPA 101 Life Safety Code, explosive materials, furnishings or
decorations of an explosive or highly flammable character shall not be used.

23. Natural cut trees as well as other Christmas decorations (wreaths, garland, etc.) are strictly
prohibited.

24. Living trees in a "balled” condition with roots protected by an earth ball may be permitted
provided they are maintained in a fresh condition and are not allowed to become dry.

25. A fire watch may be required at the VBCC's discretion for public events containing a high
proportion of combustible materials; or which contain large display vehicles.

26. No electrical or plumbing work shall be done except by VBCC personnel or contractor
designated by VBCC Management.

27. VBCC Management must approve outdoor displays in writing.

48. FIREWORKS (Pyrotechnics)

A permit from the Virginia Beach Fire Marshal will be required for all indoor or outdoor pyrotechnic
displays. Permittee will be required to demonstrate device prior to actual use. In the event fire
extinguishers are discharged, Permittee will be responsible for re-charge fees.

49. FLOORS
Drip pans, plastic or buckets must be provided by the Permittee for any type of machinery or materials of
any kind to contain spills and prevent damage. Permittee will pay for any damages incurred.

50. FLOOR LOADS

The load limit for the Exhibit Hall and Ballroom floor is 350 Ibs. per square foot across the entire floor as a
uniformly distributed load, or a point load (wheel load) of 32,000 Ibs. The load limit for Meeting Room
spaces is 125 Ibs. per square foot.

51. FLOOR PLANS/EXHIBIT LAYOUTS

Floor plans of the Virginia Beach Convention Center are available online at
http://www.visitvirginiabeach.com/conventioncenter/floorplans/. Your Event Manager will develop your
room diagrams based on your event details. These plans and/or exhibit layout plans must be submitted
by your Event Manager for review and submission to the City of Virginia Beach Fire Marshal for approval
prior to distribution of printed floor plans to exhibitors, and sale of booths. Floor plans must provide
adequate aisle space and must not prevent access to fire exits, fire hose cabinets, fire alarm pull stations
or concession stands. Displays shall not reduce the passageway to the main entrance. Information for
your event’s floor plans must be submitted to your Event Manager for approval no later than thirty (30)
days prior to load-in. In addition, equipment and staffing added within 21 days of the event will be
charged at the standard rate instead of the advance rate. Changes made within 3 days of the event will
be charged $150.00 plus labor, if applicable.) Changes related to Food and Beverage guarantees are
established by the center’s food service contractor and not subject to twenty-one (21) day prior notice.
Any revision to an approved floor plan must be marked and re-submitted to the Event Manager.

Layout Restrictions:
9 Exhibit aisles should be a minimum of ten feet (10') wide.
1 Meeting room aisles should be a minimum of four feet (4') wide if seating is on both sides.
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Drapes or displays shall not obstruct the exit signs.

Chairs — connected no more than 14 chairs across between aisles.

Display or use of hay, straw, wood chips, bamboo, lumber must be treated with a fire retardant
and pre-approved by Fire Marshal.

Aisle carpets should be securely fastened, and all tripping hazards should be eliminated.

Any displays with a roof or ceiling more than 100 square feet must be clearly indicated on the
drawing.

1 Elevated displays such as decks, patios or walkways shall be accessible to the disabled and be
clearly marked to avoid tripping hazards.
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52. FOG/SMOKE MACHINES

Fog/smoke machine usage is restricted to water-based chemicals and in certain spaces within the VBCC.
Machine specifications must be submitted, and written approval must be obtained from your Event
Manager at least two weeks prior to your event.

53. FOOD SERVICE POLICIES

A. GENERAL

Catering and concessions within the facility are under exclusive contract. All details relative to food and
beverage including payment must be coordinated through the VBCC's Food Service Provider. Use of the
kitchen and on-site food preparation equipment is exclusively reserved by VBCC.

No outside food or drink (i.e. food that is not prepared by VBCC) is allowed in the building at any
time.

1 The VBCC can provide a wide variety of food and beverage services, from beverage breaks to large
banquets. Concession services can be provided at stands located in each hall and pre-function
spaces. Mobile concession stands are also available on an as needed basis.

1 Meeting planners are encouraged to provide suitable space for an “exhibitor’s lounge” within the
space rented for the event. When an exhibitor’s lounge is provided, exhibitors are encouraged to
take meal breaks in this designated area. Arrangements for special exhibitor meals can be made with
VBCC's Food Service Provider.

1 The VBCC prohibits commercially prepared food and beverage products in the building. Meals for
special event participants (i.e. show manager staff, volunteers, other officials) can be ordered in
advance from VBCC's Food Service.

1 The ordering and delivery of prepared “take out” foods from any source is prohibited.
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