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 Welcome to the Pennsylvania Convention Center! 

 We are truly honored that you have selected our state-of-the-art facility  
 as the venue for your event. We'veprepared a comprehensive Plan of  
 Operations to provide you with customized information for the most  
 personalexperience possible.    
 
 Our staff of experienced industry veterans, working under SMG  
 nation's leader in facilities management isready to serve your needs. We 
 will guide your team through an initial consultation followed by an  
 integratedplanning and production process- all culminating in the  
 detailed execution of your special event. And our  assistance will not end 
 there.  
  
  We will extend our partnership with you for post-conference meetings to                                                   

                                                                ensurebilling accuracy through our Contractor Services Department . 
          
 Enclosed you will find our Plan of Operations including everything 
 you need to know about thePennsylvania Convention Center. The       
 Plan of Operations, available on our website, provides important

helpful tools to facilitate your event as well as  
 descriptions of the many professionallymanaged services That we    
 offer. 

 

 Please contact our team as often as you like. The Pennsylvania Convention       
 Center and our staff are at your  disposal and "Here for the Making of  
 great events. 
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Driving Directions 
Determine which entrance your event is using or which hall you will be exhibiting in.  All exhibit material shipped to the 
Convention Center must be properly labeled including show name and booth/room number. For further instructions on 
shipping & delivery of exhibit materials, refer to shipping instructions or contact the showôs General Service Contractor. 

From The Northern and Western Suburbs  

Take I-76 East to Exit 344 for I-676 East. Follow signs for Central Philadelphia. Take I-676 East and exit at Broad Street/

Rt. 611 (2nd exit). You will be on Vine Street. Follow Vine Street to 12th Street (4 traffic lights). 

 
From The Pennsylvania Turnpike  

Follow Pennsylvania Turnpike to Exit 20 / I-476 (Mid County Interchange). Take I-476 South to Exit 16/ I-76E Philadelphia. 

Stay on I-76 East for approximately 12 miles. Exit at 344 / I- 676 East. Take I-676 East and exit at Broad Street/Rt. 611 

(2nd exit). You will be on Vine Street. Follow Vine Street to 12th (4 traffic lights).  

 
From PA 309  

Take PA 309 South to Pennsylvania Turnpike. Follow Turnpike West to Exit Mid County Interchange / 476S Chester. Take 

I-476 South to Exit 16 / I-76 Philadelphia. Stay on I-76 East for approximately 12 miles. Exit at 344 / I- 676 East. Take 676 

East and exit at Broad Street/Rt. 611 (2nd exit). You will be on Vine Street. Follow Vine Street to 12th Street (4 traffic 

lights).  

 
From US 611  

Take US 611 South into Philadelphia (611 South becomes Broad Street). Go South on Broad Street for approximately 8 

miles. In Cen-ter City, turn left onto Vine Street / Local Traffic. Follow Vine Street to 12th Street (2 traffic lights).  

 
From New Jersey and Atlantic City Area  

Take Atlantic City Expressway to 42 North. Follow 42 North to the Benjamin Franklin Bridge (Rt. 676), crossing into  

Philadelphia. Follow the signs for Convention Center (this is Vine Street). Go approximately 6 blocks, make a left turn onto 

12th Street.  

 
From The New Jersey Turnpike (New York)  

Take the NJ Turnpike to exit 4 (Philadelphia / Camden Exit). Get onto 73 North and follow it to 38 West Take 38 West  

following the signs directing to the Benjamin Franklin Bridge (The Bridge is 30 West), crossing into Philadelphia. Follow the 

signs for Convention Center (this is Vine Street). Go approximately 6 blocks, make a left turn onto 12th Street.. 

 

Pennsylvania Convention Center Entrances:  

 

Main Entrance ï 12th & Arch 

Halls A, B, C, F, Grand Hall & Ballroom A&B:  Once on 12th proceed two blocks to Arch Street.  

GPS Address: 1201 Arch Street Philadelphia Pennsylvania 19107 

 

Broad Street Entrance (Broad between Race and Arch) 

Halls D, E, G, Broad Street Atrium & Terrace Ballroom: Once on 12th drive two blocks to Arch Street. Make a right onto 

Arch go three blocks to Broad Street make a right. Entrance is between Arch and Race.  

GPS Address: 119 North Broad Street Philadelphia Pennsylvania 19107 
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Loading Docks: 

Docks A, B, C, D, E, Grand Hall & Ballroom A&B:  

Access ramp is located East bound on Vine Street between 12th and 11th Streets 

GPS Address: 1130 Vine Street Philadelphia Pennsylvania 19107 

 

Dock F: Once on 12th drive one block make a left onto Race Street the loading dock entrance is located half way down 

the block on the right side. 

GPS Address: 1140 Race Street Philadelphia Pennsylvania 19107 

 

Dock G: Once on 12th drive two blocks to Arch Street. Make a right onto Arch Street go one block to 13th Street turn right 

the entrance is located on the left hand side towards the end of the block.   

GPS Address: 151 North 13th Street Philadelphia Pennsylvania 19107 

 
From I-95 Southbound, New York, Northern & Central New Jersey, New England 

Take I-95 South to Exit 22 for Central Philadelphia I-676. Stay in the left lane of this exit. Follow signs for 676 West to the 

1st exit (Broad Street). This exit brings you up onto 15th St.  

 
 

From I-95 Northbound, Philadelphia International Airport, Baltimore, Washington and Delaware  

Take I-95 North to Exit 22 for Central Philadelphia I-676. Stay in the left lane of this exit. Follow signs for 676 West to the 

1st exit (Broad Street). This exit brings you up onto 15th St.  

 

       To Pennsylvania Convention Center Entrances via the above I-95 routes 

 

Main Entrance 12th & Arch 

Halls A, B, C, F, Grand Hall & Ballroom A&B: Proceed to 2nd light and make a left onto Vine St. East. Take Vine Street 

to 12th St. make a right on to 12th. Drive straight ahead two blocks to Arch Street.  

GPS Address: 1201 Arch Street Philadelphia Pennsylvania 19107 

 

Broad Street Entrance (Broad between Race and Arch) 

Halls D, E, G, Broad Street Atrium & Terrace Ballroom: Proceed to 2nd light and make a left onto Vine St. East. Take 

Vine Street to 12th St; make a right on to 12th. Drive straight ahead two blocks to Arch Street. Make a right onto Arch go 3 

blocks to Broad Street make a right. Entrance is between Arch and Race.  

GPS Address: 119 North Broad Street Philadelphia Pennsylvania 19107 

 

Loading Docks: 

Docks A, B, C, D, E, Grand Hall & Ballroom A&B: (entrance on Vine Street Eastbound between 12th and 11th Street) 

Proceed to 2nd light and make a left onto Vine St. East. Take Vine Street to ramp which is located East bound on Vine 

Street between 12th and 11th Streets 

GPS Address: 1130 Vine Street Philadelphia Pennsylvania 19107 

 

Dock F: (entrance on Race Street between 12th and 11th) Proceed to 2nd light and make a left onto Vine St. East. Take 

Vine Street to 12th St. make a right on to 12th. Drive straight ahead one block make a left onto Race Street the loading 

dock entrance is located half way down the block on the right side. 

GPS Address: 1140 Race Street Philadelphia Pennsylvania 19107 

 

Dock G: (entrance on 13th Street between Arch and Race) Once on 12th drive two blocks to Arch Street. Make a right 

onto Arch Street go one block to 13th Street  turn right the entrance is located on the left hand side towards the end of the 

block.   
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Parking 
There are many parking optionsðboth garages and lotsðconveniently located within blocks of the Pennsylvania Convention 
Center. Below are just a few options. 

Please note that you may need to call ahead to confirm availability and rates. 

 

 

LOT # OPERATOR NAME LOCATION CONTACT PHONE LOT 
CAPACITY & 
CLEARANCE 

1 Realen Gateway 15th & Vine Street Tom Dunn 215-563-1550 G 1050 7' 

2 Phila. Parking Authority 15th & Arch Street Rocco Morrotto 215-683-9684 L 115 NA 

3 DLC Parking Services 12th & Callowhill Patrick Femia 215-829-8200 L 214 NA 

4 EZ Park Broad & Vine Street Harvey Spear 215-733-0700 L 150 NA 

5 Convention Center Parking 1324 Arch Street Al Gallon 267-239-0676 G 540 8ô 

6 Five Star 1300 Market Street Jeffrey Eckman 215-546-7524 G 650 
5'10
" 

7 EZ Park 1201 Vine/NW Crn. Harvey Spear 215-733-0700 L 50 NA 

8 EZ Park 12th & Vine/SW Crn. Harvey Spear 215-733-0700 L 250 NA 

9 Parkway 12th & Vine/SE Crn Zerihum Belay 215-640-3810 L 200 NA 

10 Parkway 12th & Filbert Street Taye Mogus 267-767-6143 G 860 NA 

11 Central 11th & Race Street Chris Sherman 215-563-3650 G 260 Valet 7' 

12 Parkway 8th & Arch Street Zerihum Belay 215-640-3810 L 126 NA 

13 Gallery II Garage 11th & Arch Street Pam Grossman 215-568-4025 G 750 6'2" 

14 Phila. Parking Authority 10th & Ludlow Street Rocco Morrotto 215-683-9684 G 450 7' 

15 EZ Park 8th-9th/Race to Vine Harvey Spear 215-733-0700 L 300 NA 

16 Parkway 815 Arch Street Zerihum Belay 215-640-3810 L 120 NA 

17 EZ Park 912-20 Arch Street Harvey Spear 215-733-0700 L 80 Valet NA 
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18 Phila. Parking Authority 10th & Filbert Street Rocco Morrotto 215-683-9684 G 850 6'2" 

19 Central Parking System 8th & Filbert Street Chris Sherman 215-563-3650 G 1222 6'7" 

20 Phila. Parking Authority 801 Chestnut Street Rocco Morrotto 215-683-9684 L 75 NA 

21 Five Star Jeweler's Row 8th & Chestnut Street Jeffrey Eckman 215-546-7524 G 400 7' 

22 Five Star Jeweler's Row 711 Chestnut Street Jeffrey Eckman 215-546-7524 L 100 NA 
23 Parkway* 12th & Race Street Paul Gotwalkd 215-563-5421 L 275 NA 

24 Phila. Parking Authority 5th & Market Street Rocco Morrotto 215-683-9684 G 656 6'6" 

25 Five Star 13th & Market Street Jeffrey Eckman 215-546-7524 L 162 NA 

26 Parkway 11th & Cherry Zerihum Belay 215-640-3810 L 65 NA 

27 Parkway 10th & Arch Zerihum Belay 215-640-3810 L 40 NA 

28 Parkway Broad & Race Georges Kango 215-569-8400 G 418 7' 

29 Parkway 15th & Race Zerihum Belay 215-640-3810 G 218 7' 
        

PLEASE CALL THE ABOVE FOR TIMES AND RATES      

Discount Parking 
Following is a list of parking lot companies who are offering discounted group parking for events held at the Pennsylvania Convention 

Center. All arrangements are to be made between the client and the parking lot company.  

Central Parking System  

11 Penn Center  

1835 Market Street  

Philadelphia, PA 19103  

(267) 324-3609 

Contact: JJ DeVinney  

 
Parkway  

150 N. Broad Street  

Philadelphia, PA 19102  

(215) 569-8400  

Contact: James Gotwald  

 

Convention Center Parking Facility 

 1324 Arch Street 

 Philadelphia PA  19107 

 (267) 239-0676 

 Contact:  Al Gallon 

 

Bus/Motorcoach Parking* 

 Callowhill Bus Parking 

 114 Callowhill Street 

 Philadelphia PA  19107 

 215-546-1706 

 (43) Spaces; $20.00 per space additional $10.00 for overnight parking 

 *Accept any vehicle which does not exceed the length of a motor coach. 

 

ϝ¢ǊǳŎƪǎ ǇŜǊƳƛǧŜŘ ǘƻ ǇŀǊƪ ƛƴ ǘƘƛǎ нп ƘƻǳǊ ƭƻǘΦ  tǊŜ Ǉŀȅ ŀǘ Ǉŀȅ ǎǘŀǝƻƴǎ ŦƻǊ ŜȄŀŎǘ ƴǳƳōŜǊ ƻŦ ǇŀǊƪƛƴƎ ǎǇŀŎŜǎ ǳǝƭƛȊŜŘΦ 
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Section 2: Rules and Regulations of the Pennsylvania  

                  Convention Center   
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Plan of Operation 

 

 

To assist you in planning your event, an Event Manager will be assigned and will serve as your primary contact at the PCC. 
Your Event Manager will provide you with additional information regarding PCC policies and procedures. Your Event Manager 
will also supply you with a copy of the Plan of Operations, including the guidelines for developing your Plan of Operation, with 
suggested deadlines and all other specifications required for your event. If you have any questions, please address them 
promptly with your Event Manager.    
 
The rules and regulations contained in this manual are a binding part of the License Agreement between the Licensee and 
the Pennsylvania Convention Center. This document cannot be altered in any way without a written agreement signed by the 
Authority.  
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Access by Center Personnel    
 Authority personnel and their designees have full access to licensed areas at all times in the performance of their duties,     
 provided that the Authority will take such reasonable measures not to disturb or interfere with the Event, except as may be  
 required under the terms of the License Agreement. The management of the Authority has the right to remove any  
 person(s) from the PCC when necessary to ensure the safe and orderly operation of all or any part of the PCC, its  
 equipment or an event. 
 

Access by Minors  
      In accordance with Pennsylvania state law, children under the age of sixteen (16) are not permitted on the exhibit floor or  
       any area of the PCC where scaffolding or heavy equipment is in operation during move-in and move-out  
       periods. The Licensee is responsible for ensuring that exhibitors, all hired contractors and others servicing the event  
       comply with this important safety regulation. 

Animals    
       Animals are not permitted on the premises of the PCC, with the exception of guide, signal or service animals or animals  
       approved for use in conjunction with an exhibit, display or performance. Animals that are approved must be on a leash,  
       within a pen or under similar control at all times. No animal exhibits are permitted on the carpeted areas of the PCC. The  
       Licensee, exhibitor or owner is responsible for obtaining all relevant permits and for attending to the sanitary needs of the  
       animal(s). The Licensee, exhibitor or owner is also fully responsible for the animal(s) while on the premises of the PCC. 

Audio-Visual and Show Services Department 
       The Authorityôs Audio Visual and Show Services Department, the in-house production and presentation provider,  
 exclusively operates the permanent sound systems and lighting in the Ballroom and the Michael A. Nutter Theater  
 (Room 114).  All other audio-visual services are provided by the Authorityôs Audio Visual Services Department on a  
 non-exclusive basis.  Please contact the Authorityôs Audio Visual Services Department for system access and for A/V  
 equipment rental, such as microphones.  If you choose to rent microphones from another source or if you need to arrange  
 recording patches, there is a per diem access fee per room section.   
 

 Please provide us with details of your anticipated audio/visual requirements, particularly if you are using an outside audio/
 visual contractor(s). Include information on load-in/out, proposed set- up schedule, and labor required. Please indicate any 
 sessions requiring extensive audio/visual equipment, large stages, rear-view projection, or any features which could  
 reduce the room capacity.    
 

 Please note: PCC does not provide microphones in meeting rooms. Please include requirements in your AV order.  
 Microphones are available for rent from PCC Audio Visual Department, our in-house provider. There is a per room access 
 fee should you choose to use a third-party vendor. 

 

Advertising , Banners and Signage   
       Advertising, banners, signs, notices or any form of advertisement or promotion may be placed only in locations and by  
 methods approved by the Authority. The Authority will determine the duration and location of all approved signage based  
 on the event activity in the building. Licensee is required to submit renderings, identifying all advertising and sponsorship  
 locations thirty days prior to the event commencement.  Advertising and sponsorship fees are located in Exhibit II:  
 Rate Schedule(s). 
 

        Escalator clings and center runners are permitted.  No advertising on escalator treads is permissible.  There is a $1,500  
 fee per set of escalators payable to the PCC.  Please contact your Event Manager for specific information. 
 
 

Box Office and Ticketing 
 PCC will handle over-the-counter day-of-event sales for Licensee at the Facility ticket offices.  The PCC ticket manager will  
 be responsible for properly depositing all monies, preparing box office statements and other reports as are necessary and  
 required.  All tickets must be approved by the Convention Center and ordered from a bonded ticket printing company.  The  
 PCC box office staff will check all tickets against the show manifest to ensure accuracy prior to opening the sale of tickets  
 to the public.  The PCC box office will maintain control of ticket distribution, box office operations and ticket sales  
 personnel.  A final statement will be provided by the box office at the end of the event, which will detail ticket sales.   
 Customer  is responsible for providing documentation of advanced and internet ticket sales at close of show. 

 

 Show management is responsible for payment of all applicable state and local taxes from gross sales of all tickets sold  
 onsite as well as in advance. Our Box Office representative can give you current tax rates. 
 

 Licensee shall pay the PCC all indirect and direct costs of the accounting, auditing and sales of tickets.  Ticket printing, the  
 scale of the house and configuration of the seating shall be arranged through and subject to the approval of the PCC.  ALL  
 SEATING WILL BE RESERVED, unless stipulated otherwise by the PCC.  No funds shall be released from the Box Office  
 receipts prior to settlement. If for any reason said License Fee and Expenses as set forth in this agreement are not paid, it  
 is agreed that any box office receipts in the possession of the PCC or ticket revenues collected by the Licensee during the  
 event may be applied to the payment of said License Fee and Expenses and Licensee waives all rights to the portion of  
 the box office receipts and collected revenues necessary to pay said License Fee and expenses.  PCC retains the right to  
 demand full payment of the Licensee Fee and estimated Expenses at any time prior to the event regardless of the amount  
 of box office receipts in its possession. 
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Box Office and Ticketing continued 
 The Convention Center may require an off duty police officer and or officers to be stationed at box office locations and to  
 escort box office staff while transporting ticket monies. The decision to utilize police staffing will be made by the  
 Convention Centerôs Director of Public Safety and will be based on location of the ticket sales and anticipated attendance  
 and sales.  

Cell Phone Usage    
       The use of cell phones while operating equipment or vehicles is strictly prohibited. It is the responsibility of the parties,  
 and their respective hired contractors and/or designees to comply with this important safety measure. 
 

Cleaning, Maintenance and Waste Removal   

 The Authority will provide the following janitorial services as part of the License Agreement:   
 During the course of an event the Authority will provide janitorial services for the PCC public concourses, restrooms, 
 meeting rooms and all common areas that are not used as exhibit space.  
    

 In the exhibit halls and spaces used for exhibits, the Authority will clean and maintain restrooms, empty PCC  
 trashcans,  and attend to spills on the concrete floor. These services will be provided during move-in, show days and  
 move-out. In addition to rent, Licensee shall pay for all services, equipment and personnel (ñServicesò) not specifically   
 included in the  License Agreement.  
 
 The Authority, on behalf of the Licensee, will arrange for trash removal from the PCC.  The Authority will bill the  
 Licensee for trash removal at prevailing rates. 
  
 The Licensee shall be responsible for the following additional services:    

1) In the exhibit halls and spaces used for exhibits, the Licensee shall be responsible for maintaining 
           the aisles prior to carpet installation, vacuuming carpeted aisles, emptying trashcans supplied by 
           the General Service Contractor or others, removing trash from the exhibit floor and taking trash to the  
     dumpsters and compactors.   
 

2)  The Licensee shall be responsible for cleaning show management and exhibitor booths.    
 
3)  The Licensee shall be responsible for removing trash generated by the Customer and its agents, contractors,  
 employees and exhibitors during the event such as boxes, crates, pallets, packing materials, lumber, and all  
 tape adhesives, remnants and residue. 

  
4) It is the Licenseeôs responsibility to return exhibit halls and meeting rooms to the same condition in 

           which they were received.  The use of Licensorôs services for any of the above will result in additional charges,  
     in accordance with the applicable provision of the License Agreement. 

 
 The Licensee may hire the Authority to provide the services listed under 1- 4 or the Licensee may hire a cleaning  
 contractor for these tasks. In either case, prevailing rates will apply. 
 
 Additionally, the Licensee is responsible for the removal of all hazardous and medical waste generated by Licensee  
 and its agents, contractors, employees and exhibitors during the event in compliance with all applicable laws.    
 The Licensee may also be responsible for the cost of removing an inordinate amount of trash generated by Licensee  
 and its agents, contractors, employees and exhibitors during the event. 
 

 Please contact your Event Manager for additional information. 
 

Common Areas   
 All common areas of the PCC (including but not limited to the exterior, the entrances, public concourses, the Bridge,  
 loading docks, marshaling facilities, etc.) that the Authority makes available to the Licensee may also be made available 
 to others for concurrent access and use as required by the event activity. The Authority will coordinate and schedule the 
 use of the common areas in order to best accommodate all parties involved.  

Contractor Services 
 The PCC Contractor Services Department is a resource provided to the Licensee and their contractors to aid in  
 estimating labor staffing needs, facilitating planning meetings, managing customer expectations and checking final labor  
 billings. 
 

Damages    
  All damages caused by the Licensee and its agents, contractors, employees and exhibitors during the event, except  
  normal wear and tear, are ultimately the responsibility of the Licensee. Please contact your Event Manager to schedule a 
 "walk-through" on the first day of move-in to verify the condition of the facilities. The Licensee will be informed of any  
  damages that occur during the event via written reports and photographs (if possible) as soon as discovered. A final  
  "walk -through" with your Event Manager is also advised at the completion of move-out. A written list of damages will be 
 submitted along with the final invoice. 
 

 The Authority further reserves the right to charge for the cleanup and removal of decorations and special effect items. 
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Decorations    
 Decorations may not be taped, nailed, tacked, stapled, or otherwise fastened to ceilings, painted surfaces, columns,  
  fabrics, doors, windows or walls. Glitter is not permitted in the PCC. Adhesive backed decals/stickers (except for name       
 tags) may not be used or distributed on the premises.  Decorations may not block exit doors, fire extinguishing  
  equipment, sprinklers, or emergency lighting systems.  All decorating materials must be constructed of flameproof  
  material or treated with an approved flame proofing solution.  
 

 The Authority and/or the Philadelphia Fire Department may conduct safety tests, provided that the Authority and/or the 
 Philadelphia Fire Department will take such reasonable measures not to disturb or interfere with the event.  

 
Digital Signage 
 Video monitors for show information and advertising are located throughout the Convention Center.  Please contact the  
 Show Services Department for further information and rates regarding programming and use of the signage during your  
 event. 
 

Elevators and Escalators    
 The PCC has several freight elevators available for transportation of equipment. Public elevators and escalators are for    
 passenger use only. Access to any elevator or escalator may not be blocked at any time.  Freight elevators must be  
 accompanied by an operator for heavy production and/or move-in/move-out usage. 
 

Emergency Evacuation Plan  
In the event of an emergency evacuation, please follow the direction of security personnel or a staff member of the  
Authority who is wearing appropriate identification.  

 
Emergency Medical Services (EMS or First Aid)  
The Authority strongly recommends that the Licensee provide, at the Licenseeôs expense, certified first aid personnel  
during an event. Further, the Authority  reserves the right to require the Licensee to provide first aid, at the Licenseeôs  
expense, based on the type of event. 
 
The Licensee must select an EMS provider from the PCCôs approved list.  All emergency medical service providers must 
be licensed by the Commonwealth of Pennsylvania  and comply with all applicable City of Philadelphia ordinances, rules 
and regulations pertaining to special event emergency medical services. All personnel and equipment of said EMS  
providers must meet all state and local requirements and standards. 

 
Equipment Inventory    
The PCC equipment inventory (e.g., chairs, tables, etc.) is usually adequate to accommodate several simultaneous events. 
However, when PCC inventory is exhausted, the Licensee is responsible for making arrangements for additional equipment 
at the Licenseeôs expense. Special equipment such as staging and dance floors can be made available for an additional 
fee.  There is also a charge for equipment used in exhibit areas. Elevated seats may be used in Exhibit Halls A, B, C, D, 
and E only. Please contact your Event Manager for details.  
 
Please note:  The Authority may restrict the use of its equipment if it deems that the intended use could present a personal 
safety hazard or result in damage. 
 

Fire and Safety Regulations   
The  Authority and the Licensee, and their hired contractors, exhibitors, and others attending the event must comply with all 
applicable federal, state and local fire and building codes as well all PCC rules, regulations, policies and procedures.   The 
Authority will strictly enforce all fire and safety regulations, including the playing of required public service announcements.  
 
The Authority requires prior written authorization for the following:   
1) Operation of any heater, barbecue, heat-producing or open flame devices, candles, lanterns, welding equipment, 
smoke-emitting devices, etc.    

2) Use of lasers or X-ray equipment. 
3) Use of any compressed gases (e.g., L.P., propane, oxygen). 
4) Use, handling, storage and disposal of hazardous materials and waste in accordance with all federal, state and local 
regulations pertaining to hazardous materials. 

5) Drone usage. 
 

For more information regarding fire and safety, please consult your Event Manager.   
 

 

Fireworks (Pyrotechnic Displays)    
The use of pyrotechnic displays, such as fireworks, is prohibited.   
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Floor Marking    
The official show contractor must use the standard chalk or 3M tape when marking the exhibit floor.  Liquid chalk, water, 
paint or other liquids are expressly forbidden.  The Authority requires that all booth number stickers, carpet tape and tape 
residue be removed from the exhibit floor before the completion of move-out. Residue left behind will result in additional 
charges in accordance with the applicable provision s of the License Agreement.  Please contact your Event Manager for 
more information. 

 
Floor Plans and Exhibit Seating 
Detailed floor plans are required for exhibit halls, registration areas, meeting spaces and special activities scheduled in the 
PCC. Preliminary floor plans should be submitted for approval prior to confirming exhibit space sales to avoid unnecessary 
confusion later. Preliminary floor plans should be submitted to the Authority at least ninety (90) days in advance of the first 
move-in day. At least (30) days before any material containing the floor plan for the Event is published or distributed. 
Licensee must submit all preliminary floor plans for Fire Marshal approval prior to confirming exhibit space use.  Please 
refer to the Floor Plan Approval Guidelines included in the Plan of Operations.  Your Event Manager can also assist you if 
you have questions. 
 
All floorplans must be approved in advance, including those for General Sessions in Exhibit Halls. Please submit ten (10) 
copies using 1/16ò scale to your Event Manager with a brief description of your event  at least four (4) months prior to  
move-in.  

 
 

Food and Beverage Services (ARAMARK)  
All food and beverage services in the PCC, including the operation of the Food Court, all concession stands and coat check are 
provided through ARAMARK, the Authorityôs exclusive food service provider. All catered food and beverage services must also be 
ordered from ARAMARK.  
 
When considering room set options, a linen table top fee will be assessed when ñroundsò are requested without food and 
beverage.  Please contact your Event Manager for further details.   
 

 

Floor Protection  
The PCC Floor Protection Policy is included in the Plan of Operations provided by your Event Manager. This policy details the 
actions required to protect the PCC carpet, marble, tile and terrazzo floor surfaces. This policy specifically addresses the methods 
of conveyance, materials and equipment required to protect the PCC front of house flooring. Additional fees will apply if floor   
protection is not installed. 
 

Failure to comply with proper floor protection may result in additional fees as a result of damages. 
 

Freight Deliveries  
The Authority does not accept shipments of event-related freight or materials. All freight must be delivered to the official show  
contractor or directly to the Licensee during the term of the License Agreement only. Under no circumstances will the Authority 
accept C.O.D. deliveries. For additional information, please refer to the Deliveries document included in the Plan of Operations or 
contact your Event Manager.  

 
 

Grand Hall Use    
The Grand Hall is one of the most dramatic locations for events in our complex and is often the site of high profile social or 
meeting functions. Due to the proximity of the Grand Hall to the Market Street entrance and the Marriott Hotel Bridge, the 
Authority may require Licensee assistance in permitting, limiting, or restricting access through the Grand Hall to  
accommodate persons attending other events and to ensure the safety of all guests. For these reasons, the Authority will 
coordinate and schedule the use of the Grand Hall. The use of the Grand Hall for exhibits is prohibited unless prior written 
approval is granted by the Authority. 

 
Helium Balloons  
Helium balloons may not be distributed in the PCC. However, Helium balloons may be used if permanently attached to  
authorized displays and approved through your Event Manager. If helium balloons become detached from the display, the 
labor cost to retrieve the balloons will be charged to the Licensee. A deposit may be required prior to installation. 
 

Insurance    
Verification of insurance is required by your License Agreement and must be provided to the center at least thirty (30) days 
before the first day of move-in. Failure to provide evidence of appropriate insurance may result in a delay or  
cancellation of the event. 

 
Keys and Lock Changes (ñRe-Coresò)    
Key cards are available and locks can be changed for most meeting rooms upon the Licenseeôs request. All requests for 
key cards should be made through your Event Manager and all key cards must be returned by the last day of move-out. 
There is a per room charge for this service.  $60.00 per recore includes (2) keys; each additional key/keycard is $10.00 
per card/key. 
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Licenses and Taxes 
 

       All producers of events as well as individual exhibitors and/or other vendors, who conduct sales during an event, are  
       responsible for obtaining the appropriate business license(s) and for paying all applicable state and local taxes. 
 

       State Tax & Licensing contact:   City Tax & Licensing contact: 
       PA Department of Revenue District Office        City of Philadelphia Department of Revenue 
       Licensing Specialist       Municipal Services Building 
       110 N. 8th St., Suite 204 A & B    1401 John F. Kennedy Blvd 
       Philadelphia PA 19130     Concourse Level 
       215-560-2484       Philadelphia PA  19102 
                 215-686-6600 
        
       General Business Tax contact: 
       PA Dept of Revenue 
       Taxpayer Services & Information Center 
       717-787-1064 
        
       Online business tax information:  www.revenue.state.pa.us 
       Online business license/tax application:  www.pa100.state.pa.us 
 

Lighting, Heating, Ventilation and Air Conditioning 
        Generally, full house lighting, electricity in meeting rooms, and adequate levels of heat, ventilation, or air conditioning will  
 be provided during show days from one hour prior to the published start time of the event until closing each day.  Energy 
 conservation is of prime concern. Practical and reasonable levels of lighting, ventilation, heart or air conditioning will  
 be maintained during move-in and move-out periods.  A utility charge may be assessed for special requests beyond the  
        times noted here. 
 

Loading Docks 
       The management of the Authority,  in its discretion, will allocate dock space as necessary to best accommodate all event  
         activity.  All PCC Building Policies, including but not limited to Damages, Fire & Safety Regulations, Smoking Restrictions,  
 Propane Tank Storage and Pallets & Recycling must be adhered to. 
 

Lost and Found 
        Licenseeôs are encouraged to maintain their own Lost and Found.  Upon the closing of each event, all unclaimed  
        articles may be turned over to the Authority.  Any item left on the premises over thirty (30) days will be disposed of by the  
        Authority. 
 

Microphones and Paging 
        The Authorityôs Show Services Department  exclusively operates the permanent sound systems on the Authorityôs behalf.   
       Please contact the Authorityôs Show Services Department for sound system access and for A/V equipment rental such as  
        Microphones or projectors.  If you choose to rent microphones from another source or if you need to arrange recording  
 patches, there is per diem access fee per room section.  For more information please refer to the Audio-Visual section of  
 this document or contact your Event Manager. 
 

Motorized Equipment and Powered Vehicles  
 As noted in the PCC Floor Protection Policy provided in the Plan of Operations, motorized equipment and powered  
 vehicles are prohibited in the entrance vestibules, meeting rooms, 300-Level concourse and the Food Court./Overlook  
 Caf®.  The policy specifically addresses the methods of conveyance, materials and equipment required to protect the front  
 of house flooring (i.e., PCC carpet, marble, tile, and terrazzo floor surfaces) and the actions required by the Licensee, hired  
 contractors and/or designees. For more information regarding the PCC Floor Protection Policy, please contact your Event  
 Manager. 
 

Noise Level 
 The Pennsylvania Convention Center reserves the right to require any group whose noise levels disturb another group  
 within the facility to reduce their sound to a reasonable level that does not disturb any other group.  If you feel that your  
 event will have high noise levels at any time (including bands, loud music for dancing, shouting, singing or other noise),  
 please plan with your Sales Manager and Event Manager to ensure that no other group will be in close proximity of your  
 event. 
 

 The Pennsylvania Convention Center is not responsible for losses or damages associated with sound level requirements. 
 

Pallets 
 All pallets must be stored in an empty trailer or removed from the building.  This applies to the exhibit halls, behind the  
 exhibit halls, behind restrooms, behind meeting rooms and interior and exterior of the docks.  If pallets are found, the  
 building will immediately discard them. 
  

Parking  
No parking is permitted in loading dock areas or any location posted, "No Parking."  Unauthorized vehicles will be removed 
at the owner's expense.  Limited parking may be available for Licensee use. Please consult your Event Manager. 
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 PCC Logotype, Trademarks and Symbols 
       Prior written approval is required for the use of the logotype, trademarks, symbols or names associated with PCC or the  
       Authority, either directly or indirectly, in connection with any production, promotion, publication, public statement, public  
      discussion, public service announcement or advertisement.  For more information, see the Banners and Signage section of  
       this document and the Photography and Logo Policy included in the Plan of Operations Packet provided by your Event  
       Manager.  Notwithstanding the foregoing, Licensee shall have the right to use the PCC name to notify attendees of the  
       location of the Event. 
 

Plan of Operation  
 As stipulated in the License Agreement, the Licensee is required to provide the Authority, at least thirty (60) days before 
 move-in, a Plan of Operation relating to the use of licensed areas in the PCC. The Plan of Operation must include all  
 pertinent information necessary for the Authority to successfully service the event. Your Event Manager will provide you 
 with this information to include guidelines for developing the Plan of Operation for your event. 
 

Pre-Event Meetings    
 The Authority recommends a pre-event meeting for most events.  The pre-event meeting is an opportunity for the Licensee to 
 meet with the PCC staff and the in-house contactors who will be responsible for servicing the event. The General Service  
 Contractor and other vendors hired by the Licensee should also attend this meeting. The Authority may require a labor  
 pre-event meeting(s) based on the type of event.  

 

Propane Tank Storage and Pallets 
        Storage of any type of fuel in the facility is prohibited.  All propane tanks must be stored on the propane racks outside of  
 Hall B, Hall F and Hall G.  Each decorator/production company must designate a representative who is responsible for  
 checking their area at the end of each day to ensure that all tanks are removed from the halls, behind meeting rooms and  
 the interior and exterior of the docks.  If the tanks are not removed, the building will take possession of each tank.   
 Several of the racks outside of B-Dock have the capability to be padlocked. You can provide your own padlock to secure  
 the tanks.  The padlock must be removed once the event concludes.  If the padlock is not removed, the PCC will remove  
 the padlock.  
 

 When not in use, all lift equipment (forklift, scissor lifts, etc.) shall be properly stored outside of the facility.  During inclement 
 weather, with Security Services approval, lift equipment may be stored in the interior loading dock corridor.  Lifts stored in the 
 interior loading dock corridor must have all fuel tanks removed and placed outside in the Cages.  Refueling must occur outside 
 of the building.  Empty cylinders must be placed back in the storage rack immediately.   
        

Rigging-Exhibitor 
 The Authorityôs Production Services Department must approve all rigging prior to the move-in of an event.  All drawings  
 should be submitted four (4) weeks prior to the first day of move-in. Client Utility Services can provide building drawings in  
 various formats. Rigging limitations are printed on the PCCôs drawings. No rigging can commence until a complete set of 
 drawings have been reviewed and approved by Client Utility Services. Please contact your Event Manager for more  
 information.  Rigging CADs are located on our website at https://www.paconvention.com/meeting-professionals/floor-plans.  
 

 The Authorityôs Personal Fall Protection Policy has also been included in the Plan of Operations. This policy has been  
 implemented to ensure the safety of all people working at the PCC.   The Licensee, exhibitors, hired contractors and all 
 personnel working on-site must comply with this important policy.              

 

 RiggingðProduction/Sports 
        All rigging (hanging truss) is exclusively provided by the Authority.  The Authorityôs Rigging Services must approve all  
 rigging prior to the move-in of an event.  All drawings should be submitted four (4) weeks prior to the first day of move-in.   
 PCC can provide building drawings in various formats.  Rigging limitations are printed on the PCCôs drawings.  No rigging 
 can commence until a complete set of drawings have been reviewed and approved by PCC.  Rigging fees are located in  
 Exhibit II: Rate Schedule(s).  Please contact your Event Manager for more information.  Rigging CADs are located on our  
 website at  https://www.paconvention.com/meeting-professionals/floor-plans.  
 

 Ground supported truss structures:  Truss structures 12ô tall or greater must be safe-tied to the ceiling or use outriggers  
 on the uprights.  Note:  Safe-tieing to the ceiling is only permitted in Ballrooms and Exhibit Halls. 
 

Right of Entry   
        Acceptance of the Right of Entry terms and conditions is a mandatory requirement to work at the PCC.  All contractors,  
        including those acting as a contractor, must read, understand, sign and obey the Right of Entry to work at the PCC.   
        Working at the PCC is a privilege. 
 
 

Room Set-Ups 
        Capacities: 
        Please see the meeting room capacities chart located on pg. 20.  The numbers listed reflect maximum amount of seating  
 allowed in each room.  Capacities decrease with the addition of staging, dance floors, and/or audio/visual equipment. Check  
 with your Event Manager to confirm room capacities prior to preparing room specifications for your event. 
 

  
 
 
               
 

 

https://www.paconvention.com/meeting-professionals/floor-plans
https://www.paconvention.com/meeting-professionals/floor-plans
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Room Sets: 
        Meeting Rooms:  Licensee shall receive a (1) time basic set-up from the existing inventory of equipment of the Licensor  
        and breakdown is included in the rental of each meeting room.  You may choose between theater, classroom,  
 conference, hollow-square, U-shape, or banquet style (5ô or 6ô Rounds).  Also included in the rental are:  the use of one  
 (1) lectern; up to two (2) pieces of riser staging (16ò-32ò high); head table; skirted display table; and one (1) registration  
 table.  Should a room set change or additional inventory be required, Licensee will be invoiced at prevailing rates.  For  
 this regulation, Inventoryò refers to chairs, tables, lecterns, risers and easels.  Any changes to the initial setup will result in  
 a changeover charge.  Classroom seating includes the first row skirted.  All tables used for exhibitors and sponsors are at  
 an additional charge per table. 
 
Exhibit Halls: 
       Additional costs will be incurred for use of the PCCôs equipment on the exhibit floor, excluding any food and beverage  
       areas.  Additional costs may also be incurred for changes or additions to the first set-up requested.  Consult your Event  
       Manager or Sales Manager for additional information. 
 
Rope and Stanchion    
        The Authority requires that rope and stanchion be set-up to create a protected walkway to ensure the safety of  
 pedestrians in the Grand Hall or any public area of the Pennsylvania Convention Center. Please contact your Event  
 Manager for additional information or assistance.    
 

Safety and Security  
        The Authority maintains 24-hour security and internal patrols of the public areas and perimeter of the PCC. Exterior  
       doors are controlled by the Authority and must not be propped open by anyone for any reason.  The Licensee is  
        responsible for controlling and providing security for the licensed areas and for the entrances and exits to the licensed  
        areas (including but not limited to the exhibit halls, meeting rooms, registration areas, loading dock areas, marshalling  
        yard, ramps, etc.).  Security firms, hired by the Licensee, must be selected from the PCC Approved Security Contractor  
        List. Please refer to the Security Guideline Requirements also included in the Plan of Operations.   
 

 The PCC recommends you implement key card access in rooms when used as show offices, or those with extensive  
 audio-visual equipment that is to be stored overnight. Please discuss this with your Event Manager.  

 
        Please note:  Firearms are prohibited on the premises of the PCC, inside the building and the surrounding  
        grounds,  except for use by authorized law enforcement personnel.   
 

 

Smoking:   
The Pennsylvania Convention Center is a smoke-free facility.     
        The Authority will strictly enforce all fire and safety regulations, including the playing of required public service  
        announcements. No smoking will be permitted in any loading dock areas including the Vine Street ramp.  Smoking is only  
        permitted 25 feet from  the exterior doors.  Electronic cigarettes are not permitted in/on the facility. 
 

Tips and Gratuities    
        As stipulated in the Code of Conduct, Authority personnel, contractor employees and all union labor are not permitted to  
        accept tips, loans, gifts, or any gratuity from the Licensee, exhibitors, hired contractors or anyone attending an event.  
 

Traffic Management 
        The Authority is responsible for traffic management at the facility and freight marshaling yard.  The Contractor Services  
       Department may, at itsô discretion, designate traffic management staffing as it deems necessary to insure the safe and  
        proper management of the event.  The Licensee is responsible for the fees and expenses associated with the traffic  
        management staffing.  Contact the Contractor Services Department for estimates and labor quotes. 
 
Two Story Booths    
        The Authority requires that plans for all two story exhibits (double-deckers) be submitted for approval prior to installation.  
        All  such plans must bear the stamp of a registered structural engineer and/or certified architect and be accompanied by a  
         letter from the engineer and/or architect stating that the exhibit conforms to the current Philadelphia Building Code.  
        Please contact your Event Manager for more information.  
 

Union Labor  
        The Authority requires that certain tasks involving the set-up and/or breakdown of events be performed by union labor,  
         also referred to as show labor. Elliott Lewis is the labor supplier authorize to provide show labor at the Pennsylvania  
 Convention Center.  Any questions regarding the need or use of union labor should be brought to the attention  
         of  your Contractor Services Manager or your Event Manager. Please also refer to the Labor Supplier section of this  
 document for more information.  
 

Utilities  
       Electrical Installations:  

       Electrical services are provided on an exclusive basis through the Authority.  All electrical equipment must meet    
       applicable National Electrical Codes and City of Philadelphia requirements. Electrical fixtures and fittings must be UL  
       listed and so marked.   Terms and conditions governing electrical work are listed on the Electric Services & Electrical  
       Labor Installation Order Form, which are included in the Plan of Operations.   
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Plumbing:   
       Plumbing services in the exhibit halls for booths and displays (including water, drain, and compressed air), are provided  
 on an exclusive basis through the Authority. Please refer to the Water and Compressed Air Service Order, which is  
 included in the Plan of Operations.  Please see your Event Manager if you require additional information.  
 

       Telephones:  
       Telephone services are provided on an exclusive basis through the Authority. Please refer to the Telephone Service  
       Order,  which is included in the Plan of Operations. Please contact your Show Services Manager if you require additional  
      information.  
 
Technology Services 
       Internet access, networking and wireless services are available on an exclusive basis by the Authority. Please refer to  
      the  PCC Internet Services Order Form, which is included in the Plan of Operations.  Please see your Show Services 
 Manager if you require additional information. 
 
Vehicle Displays  

 Any vehicle used in a display or exhibit must have all battery cables disconnected, ends taped and gas caps locked. Fuel 
 tanks and fill openings are closed and sealed to prevent tampering. The disconnection of vehicle battery falls under the 
 jurisdiction of the electricians.  The vehicle may only contain a maximum fuel level of one quarter (1/4) tank or 5 gallons 
 (19L) whichever is least.  Fuel applies to gasoline, diesel, CNG, LPG, etc. Tanks cannot be refueled or emptied inside the 
 PCC. The flooring under the vehicle must be protected from any leakage, spillage or other potential damage. During  
 non-show hours the vehicle should be locked with an extra set of keys left with your Event Manager. Vehicle locations 
 must be shown on Floorplans submitted for Fire Marshal approval. Please refer to the guidelines for Display of Motor  
 Vehicles and the PCC Floor Protection Policy provided by your Event Manager.  
   
  

Walls and Partitions   
 Only authorized personnel may operate portable walls and moveable partitions in meeting rooms and exhibit halls. Please 
 contact your Event Manager for details.  
 

Waste RemovalðHazardous    
 Disposal of all hazardous and medical waste generated by the Licensee and its agents, contractors, employees and  
 exhibitors during the event is the responsibility of show management and must comply with all applicable laws.  Please 
 refer to the Requirements for Medical Testing/Waste Removal in the Plan of Operations Packet or consult your Event 
 Manager for additional information. 
 

Weight Loads and Rigging Restrictions 
 Information about floor load limits and rigging restrictions pertaining to ceiling height and/or weight is available through 
 your Event Manager. It is ultimately the responsibility of the Licensee to ensure that these limits are not exceeded. For 
 additional information, please refer to the Rigging section of this document. 

 
 
Note:  The PCC reserves the right to amend these Rules and Regulations and to determine, in its discretion, any 
matters not expressly covered herein. 
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 Exhibit Hall Specifications 
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 Grand Hall & Ballroom Specifications 

 Inventory & Price List 
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Capacity Charts 
 

100 Level Capacity Chart 

200 Level Capacity Chart 

300 and 400 Level Capacity Chart 
 

Exhibit Hall Specifications 
All services for Show Management should be ordered through your Event Manager.  Please contact Event Services with any 
questions regarding this document at (215) 418-4850. 

Electrical 

Electrical service is provided exclusively by SMG/PCC Utility Services. 

Hall A, B, C, D, E, F & G:  

 Originating from floor boxes on 30ô centers: 

 120/208v 100 amp 3ph 

 

 Originating from ceiling: 

 480v 200 amp 3ph 

 

Plumbing 

Water/Drain/Compressed Air service is provided exclusively by SMG/PCC Utility Services. 

Hall A, B, C, D, E, F & G:  

 Originating from floor boxes on 30ô centers: 

 Compressed Air at 120 psi. 

 Water at 70 psi. 

     3ò drain -Use of temporary sinks and floor drains must be kept free of obstructions, grease, dirt, debris,  

       chemicals and cement materials at all times.  
Telephone and Data 

Lines and Equipment are provided exclusively by Show Services. 

Hall A, B, C, D, E, F & G:  

 Originating from floor boxes on 30ò centers:   

 Telephone/Data ports. 

 
Floor Load 

Hall A, B, C, D, E, F & G: @ 350 lbs. psf. 

 
Rigging and Ceiling Loads 

Hall A, B, C, D, E, F & G: Majority of points is 250 lbs. per attachment point 

 

A complete rigging plan must be submitted 30 days in advance for approval by the Convention Center. For additional  
information, contact the Event Services Department at (215) 418-4850. 
 

Ceiling Heights 

Halls A, B, C, D. E:  Low clearance 29ô, high clearance 51ô 

Hall F:  Low clearance 15ô, high clearance 21ô 

Hall G:  Low clearance 14ô, high clearance 20ô 
 
Columns 

Halls A, B, C, D & E: On 120ô centers 

Hall F:  On 60ô centers 

Hall G:  On 55ô centers 

 

 

 

https://paconvention.production.carbonhouse.com/assets/doc/Capacity-Charts-100-Level-6da6d8493c.pdf
https://paconvention.production.carbonhouse.com/assets/doc/200-Level-Capacity-Chart-c55b8cdf1f.pdf
https://paconvention.production.carbonhouse.com/assets/doc/Capacity-Charts-300-and-400-Levels-9c5a373f46.pdf
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Exhibit Hall Specifications continued 
 
 
Sound System 

All Exhibit halls are equipped with public address systems. Paging and recorded announcements may be played back 

throughout your areas of use or in specific areas. Please contact your Event Manager or Show Services. 
 
 
Exhibit Hall Lighting 

Halls A, B, C, D, E: 1,000 watt metal halide on 30ô centers. 

Hall C:  90 watt incandescent lamps in clusters of four on dimmers on 30ô centers 

Hall F:  175 watt LED on 20ô centers (equivalent to 400W watt metal halide). 

Hall G:  450 wall metal halide on 20ô centers. 

 

All metal fixtures are individually relayed. 

 
Loading Docks, Drive-In Ramps and Roll Up Doors 

Hall A: 10 docks, A1 Interior drive in door 29ôh x 25ôw, A2 Interior Roll Up 14ô-11òw x 15ô h. 

Hall B: 8 docks, B1 Interior drive-in door 16ôh x 25ôw, B2 Interior Roll Up (rear) 14ôw x 16ô h. 

 BF4 Roll Up (front of hall): 8ôh x 14ô w. 

Hall C:  8 docks, C2 Interior drive in door 29ôh x 25ôw, C1 Interior Roll Up 14ôw x 16ô h. 

Hall D: 6 docks, D2 Interior drive in door 15ô 5òh x 24ô 6òw, D2 Interior Roll Up 24ô5òw x 28ô4òh. 

Hall E: 6 docks, E2 drive in door 15ô 5òh x 19.5ôw, E1 Interior Roll Up: 10ôh x 12ôw 

Hall F:  9 docks, F1 Interior drive in door 16ôh x 25ôw, F2 Interior Roll Up:  15ô10òh x 23ô8òw 

Hall G:  4 docks, 1 drive in door exterior16ôh x 12ô 6òw, G Interior Drive In Door 10ôw x 10ô3òh, G1 Interior Roll Up  

 (front) 12ôw x 10ô4ò h.  G2 Interior Roll Up (rear) 14ô2òw x 15ô h. 
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Floorplan Approval Guidelines 
Event Services Department   
 

All plans submitted must be layered on the Pennsylvania Convention Center CAD shells.  You can find these shells on our 
website Floorplans  . They can be downloaded in dwg, dxf & eps (vector) form. 
 

High resolution floorplans that are used for show programs, etc. can be found on our website:  
 
 

 1.  Plans should be submitted to your Event Manager or Director of Event Services a minimum of three (3) months prior to the   
      event date. The Director of Event Services will forward these to the Philadelphia Fire Department. Ten (10) copies are  
      required.  

 

2. All floorplans must be drawn to scale 1/16" and have the following clearly indicated:  
       a)  Name of show, show dates, sponsoring organization and service. 

   b)  Contractor 

       c)  Name and area in use indicated; i.e., Hall A. 

       d)  Floorplan developer and date of initial drawing and revisions. 

       e)  All exits must be clearly indicated and labeled. 

   f)   Aisle widths must be clearly indicated. 

   g)  Exhibit Hall floor ports must be indicated. 

 3. A brief description of the event, including products exhibited, equipment utilized, kinds of demonstrations and activities  
    which will occur, must accompany the floor plan.  
 
 4. We suggest that floorplans submitted for approval are drawn to maximum usage of hall.  
     Minimal guidelines for acceptable floor plans are as follows:  

 

       a) All points of entrance and egress should have a Minimum of 15' clear space on all sides to include 15ô arc from center  
           of entrance door. 
       b) All aisles must be a Minimum of 8' wide.*  

       c) All fire hoses valves, extinguishers, and column cabinets require must not be obstructed and must be clearly marked.   

            No wraps or coverings of the columns are permitted to cover the labeling on these columns.  These labels include the 
            HV (hose valve), and the column numbers indicated at the top of the columns, as well as the fire extinguisher and hose  
            valve printing on the doors of the columns. 
 

        d) No visual and physical obstructions to fire exit doors are permissible. 

 e) All food service areas must be clearly marked. 

 f)  Clear access must be maintained to all permanent concession stands and to all restrooms. 

 g) Five (5) foot clearance is required to the side of columns containing fire equipment. 

The gray box around each column indicated in our CAD shows this buffer. 

 
 
 
 
 
 
 
 
 
 
 
 
 

h) All bone-yard/storage areas must be 
clearly marked on the plan  

i)  All utility floor ports must be indicated and line up with the backline of in line booths. 
J) Vehicle display (including food trucks) must be listed on the floorplan. 

 

https://www.paconvention.com/meeting-professionals/floor-plans
https://www.paconvention.com/meeting-professionals/floor-plans
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Floorplan Approval Guidelines continued  

* Additional requirements, such as wider aisles, may be required for specific events.  

 
5. Should the floorplans be revised, number and date the revision and include a cover letter detailing the revisions.   
       Minor changes, such as booth or island sizes, may be faxed or emailed to your event manager for interim approval.   
 
6. Ten (10) additional copies of the floorplan will be required for distribution to the appropriate PCC departments for use  
       during the event period no later than two weeks prior to move in.  
 
7. For General Sessions located within Exhibit Halls the following guidelines are provided: 
  
 Exhibit HallsðTheater Set 
 14 chairs within a row maximum 
 20 rows per section 
 Minimum 10 foot aisles 
 
 Ballrooms: 
 14 chairs within a row maximum 
 14 rows per section 
 Minimum 8 foot aisles 
 
 Banquet Sets: 
 Our standard is to set round tables on 11 foot aisles (11) feet from table center to table center.  Cross aisles must  be 
taken into consideration for food and beverage functions set in rounds. 

 
8.    Multi-level Unitsï Please refer to information listed under Section 4ðpages 35-37. 
  
9.    Hard Wall Structures 
 20ô x 20ô hard wall structure requires one exit door if used as an office.  If structure is being used for any other  
       purpose, it must contain two exit doors.  Exit doors must be positioned as far apart from one another as possible. 



 

 

One Convention Center Place   1101 Arch Street   Philadelphia, Pennsylvania  19107-2299   D:  215-418-4700   F:  215-418-4747   www.paconvention.com       24 
Information contained within this document is subject to change. 

Grand Hall & Ballroom Specifications 
Event Services Department 

All services for Show Management should be ordered through your Event Manager. 
Please contact Event Services with any questions regarding this document 215-418-4850. 

All plans submitted must be layered on the Pennsylvania Convention Center CAD shells.  You can find these shells on our 
website:  Floorplans.  They can be downloaded in dwg, dxf & eps (vector) form. 
 
All points of entrance and egress should have a Minimum of 15' clear space on all sides to include 15ô arc from center  
of entrance door. 
 
Floor Load 

Grand Hall & Ballroom live load not to exceed 100 pound per square foot. 

Grand Hall maximum concentrated load not to exceed 4,800 pounds any point with no other live loads in area. 

Ballroom maximum concentrated load not to exceed 3,000 pounds at any point with no other live loads in area. 

Terrace Ballroom live load not to exceed 150 pound per square foot 

 
Electrical  

120/208/480 volt service available upon request. 

 
Telephone and Data  

Available upon request. 

 
Water, Drain & Compressed Air 

Limited availability. 

 
Sound System 

Our Ballrooms are equipped with a general purpose sound system designed for clear, intelligible, reinforcement of  

spoken presentation and basic reinforcement of live music. In addition, the sound system may be programmed to  

incorporate paging and recorded announcements from elsewhere in your areas of the facility.  The Grand Hall is 

equipped with a basic public address system only. 

 
Rigging Plan 

A complete rigging plan must be submitted 30 days in advance for approval by the Convention Center. 

For additional information, contact the Event Services Department at 215-418-4850. 

 
Loading and Entrance Limitations 

These rooms do not have dedicated loading docks. Grand Ballroom A&B, Grand Hall, Terrace Ballroom, Meeting Rooms 

201 ï 204 and 300 - 310.  All equipment and materials may need to travel in a freight elevator. The elevator size will be 

determined by the available loading dock assigned. 

https://www.paconvention.com/meeting-professionals/floor-plans
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ITEM TOTAL PRICE 

Gray Stack Chairs (18òw x 18òd) 27,622 $1.25 

Red Folding Chairs (15òw x 16òd) 3,950 (500 seat minimum) $2.50 

Black Leather Chair (36òw x 22òd)-Meeting 

Room Only 

38 $50.00 

8ô x 30ò Standard Table 956 $5.50 

6ô x 18ò Classroom Table 302 $5.50 

8ô x 18ò Classroom Table 1,014 $5.50 

60ò (5ô) Rounds 379 $5.50 

72ò (6ô) Rounds 1,374 $5.50 

Cocktail Adjustable (30òw x 42òh) 295 $5.50 

Cocktail Lo Boy (30òw x 30òh) 38 $5.50 

Black Cocktail Squares (23òw x29òlx30òh) 54 $5.50 

Gray Table Skirts 402 $10.00 

Gray Tops (8ô x 30ò tables) 60 $10.00 

Black Spandex (Standard Only) 71 $10.00 

Black Spandex Cut Out (Standard Only) 94 $10.00 

Standing Lecterns (Carpeted) 67 $25.00 

VIP Table Top (Wood) 2 $0.00 

Table Top (Carpeted) 7 $0.00 

Executive  1 $50.00 

United States Flag 34 $5.00 

Pennsylvania State Flag 34 $5.00 

Philadelphia City Flag 6 $5.00 

Bases 56 $0.00 

Belt Top Stanchions 336 (6ô Section) $10.00 per section 

Belt Top Stanchions 50 (7ô6ò Section) $10.00 per section 

6ô x 8ô Riser (16ò-32ò) 91 $20.00 

6ô x 8ô Riser (24ò-32ò) 91 $20.00 

2 Steps (23òwx41òlx58 1/2òh) 52 $0.00 

3 Steps (41òwx33 1/4òlx67òh) 32 $0.00 

Riser  Skirts (16ò-24ò x 6ôL)-162ft 162 $0.00 

Riser Skirts (16ò-24òx8ôL) - 108ft.. 108 $0.00 

Riser Skirts (24ò-32òx6ôL) 176 $0.00 

Riser Skirts (24ò-32òx8ôL) 104 $0.00 

4ô x 8ô Performance Stage Right Decks 160 $30.00 

Stage Right Stage Supports 45 $0.00 

Sico Supports 40 $0.00 

Sico Decks 63 $30.00 

4ô x 4ô Camera Riser(32ò,36ò,40ò,44ò,48òH) 16 $25.00 
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ITEM TOTAL PRICE 

Performance Steps-Ballroom AB Only 1 $0.00 

Performance Steps(44òwx109òlx61òh) 5 $0.00 

Performance Skirt  840ft. $0.00 

Dance Floor (3ô x 3ô) 600 $5.00 per square 

Easels 185 $5.00 

Coat Rack 5 $10.00 

Ticket Booths 4 (includes 2 w/handicap window) $200.00 

Ticket Drop Boxes 10 $5.00 

Piano (Upright-Does not include tuning) 1 $100.00 

Full Length Mirror 2 $75.00 

Bike Rack (8ôw x 43òh) 119 Sections $20.00 per section 

Bike Rack CoverðBlack 24 $0.00 

Bike Rack with SMG Logo 6 $0.00 

Picnic tables (blue-metal) 18 $50.00 

55 Gallon Gray Trash Cans 97 $0.00 

35 Gallon Green Recycling Cans 15 $0.00 

35 Gallon Silver Barrel Trash Cans 

(Ballrooms & Meeting Rooms only) 

64 $0.00 

Black Tilts 40 $0.00 

Blue Recycle Tilts 12 $0.00 

Moving or Relocation of Building Furniture 

(front & back of house) 

 Hourly Rates Apply 
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Meeting Room Specifications 

Our meeting room dimensions and maximum capacities have been verified for standard setups using industry standards.  Our 
standard setups have been approved by the Philadelphia Fire Marshal.  Maximum capacities are based on a minimum of  
additional support equipment in the space.  Elements such as lighting or sound towers, camera risers, runways, production  
control areas, or buffet lines will reduce the seating capacity of the room.  Click on this link for  meeting room capacity charts and 
floorplans. Meeting rooms are generally set in one of four basic styles: 
 
Theater 
ǐ  Theater seating is a seating arrangement where chairs are arranged in rows facing the head table, stage or speaker. 
ǐ  Chairs are set on 36-inch centers, back-to-back, and are 18 1/2 ñ wide. 
ǐ  Fire code allows a maximum of 14 chairs across per row and up to 24 rows deep before a cross aisle is required.  
ǐ  Center aisles are a minimum of four (4) feet. 
ǐ  All chairs must be locked together. 
 
Classroom 
ǐ  Classroom or schoolroom seating is a seating arrangement in which rows of tables with chairs face the front of the room  
   and each person has a space for writing. 
ǐ  Capacities are calculated at seating (3) people at an eight-foot table and two people at a six-foot table. 
ǐ  You may choose to seat four (4) people at an eight-foot table and three (3) people at a six-foot table if maximum  
    capacity is required. 
 
Banquet 
ǐ  Banquet seating is a seating arrangement where round tables with seating are set for catered functions or meetings. 
ǐ  Our banquet tables are 72ò in diameter and we seat 10 people around each table.  We have a limited number of 60ò  
   banquet rounds which seat 6-8 people at each table. 
ǐ  Our standard is to set round tables on 11 foot centers (11) feet from table center to table center. 
ǐ  Cross aisles must be taken into consideration for food and beverage functions set in rounds. 
 
Conference, Hollow Square, or U-Shape 
These styles are normally set for committee and board-type meetings, with chairs around the sides and ends of tables.  We skirt 
the inside of hollow square and U-shape sets.  We use 8ô x 30ò tables for these sets. 
 
Initial Meeting Room Setup 
A one (1) time basic set-up is included in the rental of all meeting rooms.  Also included in the rental are: the use of a  
lectern; up to two pieces of riser staging; head table; skirted display table in the back of the room, (1) easel outside of meeting 
room; and one (1) registration table at the entrance of the room.  Any additional equipment such as skirting or tablecloths for 
tables, additional risers, additional easels or lecterns can be provided to you for an additional charge.  Any changes to the initial 
setup will result in a changeover charge.  Classroom seating comes with the first row skirted. All tables used for exhibitors and 
sponsors are at an additional charge per table.  
 
Changeovers 
We do charge to reset meeting rooms.  Your Event Manager will offer suggestions for room set styles and the best use of your 
rooms to minimize charges.  Meeting room sets affiliated with Food and Beverage will not be charged for room changeover. 
 
Audio Visual Production 
The Fire Marshal does not permit stages and screens to block exit doors.  Your Event Manager and the Centerôs Production 
Manager will work with you and your AV contractor to address any issues before the rooms are set.  You may be asked to 
change the orientation of the room set in order to accommodate large screens and stages, or in some cases, to reduce the  
number of seats requested, in order to comply with safety guidelines. 
 
Maximum Occupancy  
Maximum capacities for standard room sets are listed in this section.  The maximum weight capacity  in all meeting rooms is  
100 lbs per square foot. 
 
Water Service 
We provide head table water service to lecterns and head tables at no charge.  We use room temperature bottled water.  For 
your attendeesô convenience, water fountains are available on the concourses near the meeting rooms. 
 

http://www.discoverphl.com/meet/floorplans/
http://www.discoverphl.com/meet/floorplans/
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Meeting Rooms continued 

Room Refreshes 

Meeting rooms are refreshed throughout the day based on your meeting schedule.  The refresh includes straightening of chairs and 

tables, trash disposal and replacement of water for the lectern and head table.  Please advise your Event Manager if certain  

materials should not be discarded when room(s) are being refreshed. 

 

Linens 

Our standard meeting room tables have finished surfaces.  There is an additional charge if you require linen on these tables.  Our 

food and beverage staff place linen on all round tables used for catered meal functions.  Please discuss special linen requirements 

with your Event Manager. 

 

Equipment Inventory 

Our equipment inventory is usually sufficient to accommodate  standard set-up requirements for several simultaneous events.  See 

the equipment inventory in Section 3. When our inventory is exhausted, it may be necessary for you to rent additional equipment 

and labor from an outside vendor at your expense. 
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Section 4: Security and Safety Information 

 Approved Security Contractors 

 Basic Safety Rules 

 Card & Video Game Event Security 

 Display of Motor Vehicles 

 Emergency Response Plan  

 Event Emergency Medical Services 

 Fire Safety  

 Food Truck Guidelines  

 Medical Testing/Waste Removal Requirements 

 Policy for Display of Firearms   

 Requirements for Animals in Exhibits 

 Security Guidelines 

 Temporary Animal Exhibit Permit 










































































































































































