
Event Planning Checklist
Use as a general guideline. Dates may vary based on contract. 

9-10 MONTHS

Review Contract with Convention Services Manager (CSM) 

90 DAYS 

Contact BCC Partners 
Send Preliminary Floor Plans to CSM 

45 DAYS 

DUE: Completed Event Schedule 

DUE: Sample Material for banners, clings, decorative signage plans 

DUE: Centerplate: Catering & Concession SPECS 

30 DAYS 
DUE: Required Event SPECS & Checklist 

DUE: Event Information Form 

DUE: Revised Floor Plans for Final Approval 

DUE: Catering Contract with 90% Deposit 

21 DAYS 

DUE: Edlen Electrical: Utilities Service Order Form 

DUE: M.C. Dean, Inc.: Telecommunications Order Form 

Review Work Orders & Changeover Fees with CSM 

14 DAYS 

DUE: 100% of I.A.T.S.E. Bill (if applicable) 

Send Final Details to CSM 

5 DAYS 

DUE: Remaining Balance for Catering 
DUE: Guaranteed Numbers for Catered Functions 

3 DAYS 

DUE: ABC Imaging: Business Center Order Shipping/Receiving Form 

POST-EVENT: Within 7 Days 

DUE: Peak Room Night (if applicable) 

DUE: Final attendance count to CSM 

Review any final billing with CSM. Final invoice will be sent separately. 
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	V. SUSTAINABILITY
	Environmental Policy
	The Baltimore Convention Center i committed to building, implementing and expanding on an innovative environmental management system that sustains the needs of the Center’s daily operations, meets the standards of the City of Baltimore’s sustainabilit...
	 Waste Reduction and Diversion
	 Energy Conservation
	 Water Quality and Consumption
	 Air Quality
	 Responsible Procurement Processes
	 Continuing Education
	 Community Involvement
	Certifications
	The Baltimore Convention Center holds level one certification of the APEX/ASTM Green Meetings for Venues Standard. The US Environmental Protection Agency and the Green Meeting Industry Council partnered with APEX and ASTM to develop a voluntary list o...
	The following is a summation of programs and procedures utilized by the Center to reduce its environmental footprint by alleviating the types and amounts of waste that are typically produced by meetings and in turn disposed of in local landfills:
	Diversion by Donation
	The Diversion by Donation Program partners with community based not-for-profit groups to donate goods and food products that go unused by events that take place at the Center. The Center partners with several community organizations to ensure that ton...
	With a goal to reduce culinary waste the Center’s catering partner works closely with the Maryland Food Bank to supply edible goods to Baltimore’s food vulnerable populations.
	Pallet Program
	The pallet recycling program not only serves to reduce waste, but has reduced waste removal costs by close to $20,000.
	Cardboard Baling
	The cardboard baler program is an important tool in waste reduction and diversion on average over 50 tons of cardboard waste is diverted with this program.
	Composting
	Food scraps and other organic materials collected by the Center are processed into a high-mineral-content fertilizer. This compost is then taken to a local composting facility and resold to a locally owned small business as a soil conditioner.



