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April 16, 2018  

Dear___________________________: 

 

We take this opportunity to welcome you to the Shreveport Convention Center – the premier convention facility in Lou-

isiana!  Our staff eagerly awaits the opportunity to serve you.  Please familiarize yourself with the following guidelines 

under which we operate, and feel free to ask a member of our staff if you have questions regarding any of our proce-

dures: 

 Materials may not be taped, stapled, nailed, or affixed to ceilings, painted surfaces, columns, fabrics, or decorative 

walls in the Center. 

 All banners other than those affixed to your exhibit booth pipe & drape must be hung by SCC staff.  Please see 

banner flyer for appropriate rates.  All banners must be 14’ high from the floor up. This is a regulation on behalf of 

__________________________________. 

 Exhibitors who manufacture, process, or distribute food in their normal course of business may distribute free food 

samples, provided their food samples are packaged for off-premise consumption or are not larger than one (1) 

ounce (“bite-size”), and beverage samples are not larger than two (2) ounce cups.  Exhibitors who do not manu-

facture, process, or distribute food in their normal course of business and would like to distribute food from their 

booths must purchase from the SCC Food & Beverage Department.  All food distribution must be pre-approved.  

Decisions made by SCC are final. 

 Loading & unloading is permitted only through the loading dock located at the rear of the building.  The rear door 

measurements are 14’ tall and 19’wide. 

 Forklifts and heavy equipment can be rented and may be operated by SCC personnel only.  Exhibitors are al-

lowed to bring in forklift, however proof of insurance for personal & property damages along with workmen’s comp 

must be provided and submitted in advance of arrival. Equipment must meet all operating standards. 

 Vendor access is only through the rear of the building (dock).  After the first day of the show, vendors will only be 

permitted in the hall one (1) hour prior to show time. 

 Animals and pets are not permitted in the Center, except in conjunction with a pre-approved (in writing) exhibit, 

display show, etc.  Service dogs are permitted. 

 The use of helium balloons, confetti, and/or glitter must be approved by the General Manager.  Helium tanks must 

be tied down and secured in designated storage areas.  Costs associated with the clean up of balloons, confetti or 

related materials are the responsibility of the exhibitor. 

 All facility utilities and equipment are the property of the Center and it is prohibited to access, tamper, or otherwise 

utilize said utilities or equipment without prior written approval.  Exhibitors are not permitted to share utilities.  

Please inquire with show management or facility personnel for associated costs. 

 



 

 City Ordinance #37 prohibits smoking in the Center.  Designated smoking areas are located outside the 

building and identifiable by appropriate signage. 

 All fire and safety regulations must be adhered to.  At no time may exit doors be blocked or obstructed.  

Combustible decorative material must be flame retardant. 

 Adhesive backed decals and stickers may not be distributed anywhere on the premises. 

 Motorized vehicles displayed in the building must have less that 1/8 tank of fuel and one battery cable dis-

connected.  Plastic provided by the client, must be placed under the entire length of the vehicle (after it is 

cooled).  Wheels must be placed on carpet squares or plywood when displayed on carpeted areas.  Keys 

and security alarm deactivation codes must be left with the SCC Security Department. 

 Motorized vehicles, carts, bicycles or similar equipment may not be operated in public areas or in any car-

peted area of the facility. 

 All shipments made to SCC property must have on the shipping label: Event Name, Contact person’s 

name, Event Manager’s name (with SCC).  All shipments made 24-hrs prior to move-in day is a storage fee 

of $30 per 100lbs.  

 Failure to comply with the above or any Building Regulations can result in additional financial obligations on 

the part of the _____________________________________ and/or the exhibitor.  We look forward to a 

smooth and successful conference and exposition, and having you as our guest in the future. 

 

Sincerely, 

 

Marla Mitchell 
Marla P. Mitchell 
Director Event Services Manager 



INBOUND SHIPPING INFORMATION: 
Ship to: 

Shreveport Convention Center  
LA Primary Care Assoc. Annual Conference  

 ATTN: Marla Mitchell 
             Booth Name and Number 
 400 Caddo Street 
 Shreveport, LA 71101 
 
(Any items shipped two (2) weeks prior to the move-in date of the event will be charged a storage fee for $30.00 per 100lbs.) 
Carrier Name: ________________________________ Carrier Phone Number: ______________________________ 
 
Shipped to:       Warehouse Show Site 
 
Shipped From City/ State: ________________________________________________________________________ 
 
Total Number or Crates: _______ Cartons: _______ Fiber Cases: _______ Other (Specify):_______ 
 
 
 

Move-out Shipping Information 
 

Vendors that have items that needs to be shipped out after the event, please follow the procedures below. 
 

1. Pack all items in shipping boxes and put shipping labels on each one. 
2. Contact your provider (UPS, FedEx, etc) to arrange shipment pickup. (our security office is open 24hrs, seven 

days a week) 
3. You may make arrangements (at registration) for your packages to be picked up from your booth and taken to 

the Shreveport Convention Center Security Storage. Security will check-in all boxes and wait for their pick up. 

 

Shipment Notification Form 



 

Safety First! 

 

NOTICE TO ALL EXHIBITORS 

 

PLEASE WATCH FOR MOVING VEHICLES SUCH AS MOTORIZED CARTS,                    

SCOOTERS AND FORKLIFTS. THE DRIVER MAY NOT BE ABLE TO SEE YOU.  

TO ENSURE THEIR SAFETY, CHILDREN ARE NOT ALLOWED ON THE SHOW FLOOR 

DURING MOVE-IN OR MOVE-OUT.  

PER FIRE MARSHALL REGULATIONS, YOU MAY NOT PIN, STAPLE OR AFFIX               

ANYTHING TO THE BOOTH DRAPES OR TABLE SKIRTS.  

PLEASE DO NOT STAND ON TABLES OR CHAIRS. LABOR IS AVAILABLE AT THE 

SERVICE DESK TO ASSIST YOU.  

PLEASE DO NOT REMOVE BOOTH DRAPES, SKIRTS OR TABLES. PLEASE CONTACT 

SHOW DESK FOR ASSISTANCE.  

ALL DAMAGE WILL BE ASSESSED AND BILLED TO THE EXHIBITOR.  

SHREVEPORT CONVENTION CENTER DOES NOT LOAN EQUIPMENT, TOOLS OR 

DOLLIES.  



 

FIRE DEPARTMENT REGULATIONS 
 

The information contained in this brief outline does not by any means cover completely the ordinances 
and regulations contained in the City of Shreveport Fire Code, but it does provide the basic rules              
governing concessions, exhibits and shows in any building open to the public.  

 

1. Submit plans to the fire marshal before erecting a structure as a display inside an exhibit building unless the 
decorative and construction materials are non-combustible of flameproof. 

2. All exit doors serving any occupied area of the building must remain unlocked, unobstructed and in proper              
operating condition; exit signs must function properly and be visible from all areas.  

3. All curtains, drapes or decorations must be non-combustible or flameproof. 
4. Any merchandise or material attached to drapes or table skirts must be non-combustible or flameproof.  
5. Fire extinguishing equipment needs will be determined by the fire marshal and any such equipment must                

remain visible and accessible.  
6. Automotive vehicles and equipment may be displayed if: 
7. There is not more than 5 gallons of fuel or the minimum amount for positioning.  
8. Fuel tanks are locked and sealed. 
9. Battery cables are disconnected. 
10. Ignition keys are removed and at display location. 
11. Vehicle operation is limited to brief parade type displays specifically approved by the fire marshal.  
12. The storage of combustible shipping containers must be confined to areas approved by the fire marshal. 
13. The use, display or storage of LPG, flammable liquid or flammable gas must be approved by the fire marshal in 

writing.  
14. NO SMOKING BY ORDER OF THE FIRE MARSHAL signs must be posted and maintained in areas so                 

designated by the fire marshal. 
15. The use of open flames, burning or smoke-emitting materials as part of an act, display or show is prohibited.  
16. Combustible waste is to be collected as it accumulates and be stored in non-combustible, covered containers 

which are emptied at least once each day.  
17. The use of welding and cutting equipment for demonstration purposes must be by permit from the fire marshal. 
18. The use of compressed gas cylinders must be approved by the fire marshal and cylinders must be firmly               

secured in an upright position.  
19. All commercial type cooking appliances shall be equipped with ventilation hoods and approved automatic               

extinguishing systems. All other cooking devices shall have adequate separation from combustible materials by 
spacing or non-combustible shielding.  

20. The use of gas or any gas-fired appliances must be approved by the fire marshal; the use of salamander stoves 
is prohibited. 

21. Sawdust and shavings shall be kept flameproof.  
22. The storage of hay and straw must be approved by the fire marshal.  

 
 

These are Basic Rules which every exhibit must comply with prior to the scheduled opening. 


