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Event Planning 
Guide  

400 Caddo Street 

P O Box 1774 

Shreveport, Louisiana 71166-1774 

318.841.4000 Phone 

318.841.4040 Fax 

www.shreveportcenter.com 

http://www.shreveportcenter.com/


Dear Valued Customer and Guest: 

Welcome to the Shreveport Convention Center, the premier convention facility in Louisiana! 

Our dedicated staff of industry professionals is here to respond to your needs.  We have devised this Event Planning 

Guide to help you produce your most successful event ever.  Answers to many of the questions you have concerning 

your event, and this facility are contained in the following pages.  It will help alleviate the guesswork on your part 

and, more importantly, eliminate surprises. 

Our goal is to provide you with the highest levels of service and personal attention, from your initial contact with our 

office, to post event reviews.  The resources of our Event Services Department will be available to you throughout 

your event planning and implementation stages.  Further, our commitment to service will be extended to all your 

attendees and ultimately reflect in the success of your event. 

Our experienced event staff will lend additional information and guidance throughout the planning stages of the 

event.  We encourage you to communicate with your Event Services Coordinator directly, and as often as necessary. 

Keeping your doors of communication open will help ensure the success of your event. 

Above all else, we would simply encourage you to ask all questions you have.  It is our commitment to help you 

produce your event, not ours.  Our staff is creative and committed to a “can do” response.  Whenever possible, we 

will help you discover how you “can do” within the parameters of the policies, city ordinances, and laws under which 

we operate. 

We are very pleased that you have selected the Shreveport Convention Center to host your event and we look 

forward to serving you each step along the way to its successful conclusion. 



ABOUT SHREVEPORT 
A vibrant metropolis located in northwest Louisiana, Shreveport is an amazing city with rich heritage and small-town charm.  

Shreveport sits just across the Red River from its sister city – Bossier City, making a great pair with Southern flair!  Its delectable 

cuisine, spectacular festivals and casino excitement make Shreveport an attractive destination for conventions, meetings, and 

events. 

Shreveport is just 180 miles east of Dallas, in the northwest corner of Louisiana bordering Arkansas and Texas. Accessible 

by Interstate Highways I-20, I-220, and I-49, Shreveport is serviced by Northwest Airlink, Continental Express, American 

Eagle, ASA/COMAIR, and Atlantic Southeast Airlines. 

ABOUT THE SHREVEPORT CONVENTION CENTER 

Located in the heart of the downtown commercial district, the Shreveport Convention Center is a state-of-the art 
facility designed to accommodate any event, from major conventions and trade shows to intimate gatherings. 
Opened in January 2006, this 350,000 square foot facility is the largest public building in the rapidly growing City of 
Shreveport.  Connected to the Center is a 313 room, full-service Hilton Hotel. In addition, a parking facility connects 
to the Center via a pedestrian bridge. 

Shreveport Convention Center is owned by the City of Shreveport and managed by Legends Global, the world 
leader in private management   for   public   facilities. To   learn   more   about   us,   visit   our   website   at  
www.legendsglobal.com or www.shreveportcenter.com.

 ABOUT LEGENDS GLOBAL

Legends Global is the premier partner to the world's greatest live events, venues, and brands.  We deliver a fully 
integrated solution of premium services, including feasibility & consulting, owner’s rep, sales, 
partnerships, venue management, hospitality, merchandise, and content & booking. Through our white-label 
approach, we keep our partners front and center while leveraging the power of our global network: over 450 
venues, 20,000 events, and 165 million guests annually.  To learn more, visit us at 
www.LegendsGlobal.com and follow us on LinkedIn and Instagram.  
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EVENT SERVICES COORDINATOR 

Once your space in our facility has been reserved and you’ve signed a Lease Agreement for its use, the 
Center will assign an Event Services Coordinator to work with you on event planning and implementation.  This 
may occur up to one year in advance of your event.  As your principal source of information, the Event Services 
Coordinator will help you to understand the building’s policies and procedures and will be responsible 
for communicating your needs and event requirements to the other departments at the Center so that your 
event runs smoothly from beginning to end. 

All information regarding service contractors, move-in/move-out schedule, the set-up of your meeting 
rooms, exhibits, offices, food and beverage locations, request for services and a schedule of all activities 
during the event should be received by your Event Services Coordinator in writing no later than 60 days prior 
to the first move-in date.  Also, please submit any printed materials for your event, such as programs, 
announcements, etc. to your Event Services Coordinator for review prior to publishing. 

By receiving information as early as possible, your Event Services Coordinator can assist you in 
avoiding unnecessary charges, alert you to potential problems, and ensure the smooth operation of your 
event.  We encourage you to communicate regularly with your Event Services Coordinator during the 
planning process.   On-site pre-planning meetings are recommended at least 30 days in advance of the event. 

Your Event Services Coordinator will provide you with an estimate of Center charges once all of 
your event requirements have been received.  An event services cost estimate will be issued to the 
Lessee prior to the event.  We ask that the Le sign and return the document to the Event Services Coordinator 
upon receipt and review. 

Pre-convention meetings are hosted by the Center and coordinated by your Event Services Coordinator.  It is an 
in- formal meeting for your staff and ours to meet and network.  A Center representative from each department 
will be in attendance. Your key support staff as well as any service contractors for your show is encouraged to 
attend. 
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FACILITY CONTACT INFORMATION 

 Main Switchboard:

(318) 841-4000 Fax Number

(318) 841-4040 Website:

www.shreveportcenter.com

Shreveport Convention Center

 400 Caddo Street 

PO Box 1774 

Shreveport, LA 71166 

General Manager 

Director of Operations 

Operations Supervisor 

Director of Sales, Marketing & Events  

Sales & Marketing Manager 

Sales Manager 

Sales Manager 

Executive Assistant 

Adimn Receptionist

Security Manager 

Director of Finance 

Accounting Manager 

F&B Account Manager

Box Office Manager 

Director of Food & Beverage 

Executive Chef

Food & Beverage Manager 

Human Resources Manager

Audio Visual/Internet Services        

Director of Event Services 

Event Services Coordinator      

Event Services Coordinator      

(318) 841-4211

(318) 841-4220
(318) 841-4221

Marla Mitchell 

Terry Rhyns 

Rickey Jackson 

Dianna Douglas (318) 841-4203

Alyson Edwards (318) 841-4226

Alana Lathrop (318) 841-4205

Desiree Ogburn (318) 841-4226

Mary Collier (318) 841-4236

Kathy Bobbitt (318) 841-4195

Daniel Willis (318) 841-4230

Brian Evans (318) 841-4242

Angela Williams (318) 841-4209

Z'Bearrea Lewis (318) 841-4241

Lane Smith (318) 841-4213

Bob Gross (318) 841-4231

(318) 841-4237

(318) 841-4234
(318) 841-4243

(318) 841-4215

(318) 841-4238
(318) 841-4222

Christy Porter   

Jackie Harden 

Yvonne M Young 

WOW Technologies 

Katie Burke 

April Faries     

Kristen Allen (318) 841-4165
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EVENT PLANNING CHECKLIST 

ITEM 
APPROXIMATE 

TIME 
DATE 

COMPLETED 

30-60 days after receipt

12 months prior 

Prior to Mailing 

Exhibitor Packet 

6 months prior 

Prior to Mailing 

Exhibitor Packet 

6 months prior 

3 months prior 

3 months prior 

3 months prior 

1 month prior 

2 weeks prior 

2 weeks prior 

1 month prior 

Sign and return your contract with initial deposit. Your 
Event Services Coordinator is assigned to you. 

Request Order Forms for Exhibitor Kit. 

(Air/Water, Electrical, Telephone, etc.) 

Submit Exhibitor Service Kit and Exhibitor List 

to the Event Services Coordinator. 

Submit 3 copies of scaled floor plans for 

Fire Marshal and SCC approval. 

Service Contractors names to Event Services Manager 

(Decorator, Audio-Visual, etc.). 

Final revised Exhibitor floor plans due. 

Master Schedule of Events is due to Event Services 

Manager. 

All Meeting/Event specs with diagrams are due to 

Event Services Manager. 

General Liability Insurance Certificate is due. 

Catering Menu Finalized 

Sign and return Catering Contract with payment/. Food 

and Beverage expenses are due 

Final Event specs, with diagrams are due to 

Event Services Coordinator. 

Submit Special Services Requests to Event Services 

Coordinator: 1 month prior 

Audio-Visual 

Booth Cleaning 

Box Office 

Electrical 

Parking 

Security 

Telecommunications 

Water/Compressed Air 

Receive Event Estimate from Event Services 

1 month prior Coordinator. 

Return signed Event Services Estimate Form. 2 weeks prior 

Send Approved Diagrams to Fire Chief 2 weeks prior 

Confirm final attendance count for seating and 

72 hours prior food & beverage with Event Services Coordinator 
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CLIENT SERVICES 

INFORMATION DESK / GUEST SERVICES 

Information on area restaurants, shopping, entertainment, and attractions is provided on a complimentary basis at the 

Guest Services/Information Desk to qualified events.  Located in the pre-function area, guests can get 

information on dinner, golf, hotels, taxis and other activities.  The desk is operated during open event hours.  

Extended hours can be arranged with your Event Services Coordinator. 

COAT & LUGGAGE CHECK 

Equipment and staffing for coat and parcel checking is provided exclusively by the SCC Event Services Department. Coat & 

luggage check areas are located on the first and second levels.  

CLEANING & TRASH REMOVAL 

SCC provides continuous cleaning of all public areas, lobbies, hallways and meeting rooms, except when these areas 

are utilized as exhibition space. When these spaces are used as part of an exhibition area, SCC offers contract cleaning, or 

these services may be provided by your show contractor. Exhibit space aisles and booths will only be refreshed as 

contracted.  Aisle and booth carpet cleaning is available at competitive rates with advance 

arrangements. Please arrange cleaning times with your Event Services Coordinator.  

For all events a trash compactor is provided for your use.  Trash pulls will be charged $450.00 for each 40-cu. yd. 

compactor pull.   This includes rental of the dumpster.  Recycling programs may be available.  Please discuss it with your 

Event Services Coordinator. 
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III. FACILITY OPERATIONS GUIDELINES

Contractors’ acceptance and observance of these rules is required as a condition of operating in the facility. 

GENERAL BUILDING REGULATIONS 

▪ 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.

▪ In accordance with national, state and local fire codes, automobiles, boats or any internal combustion engine brought in to the facility 

must be pre-approved.  For vehicles displayed in the building, the fuel tank must be less than 1/8 full with one battery cable 

disconnected. Plastic must be placed under the entire length of the vehicle (after it has cooled) to be provided by the client. Keys and 

security alarm deactivation codes must be left with the SCC   Security Department.   Vehicles must be placed on carpet or plywood 

extending at least 2’ around vehicle when displayed in carpeted areas. 

▪ Motorized vehicles, carts, bicycles, or similar equipment may not be operated in public areas or in any carpeted area of the facility.

▪ Carpet runners, show carpet or other temporary floor coverings over permanent carpet must be approved in advance.

▪ Passenger elevators and escalators are to be used by the general public and may not be used for freight or equipment movement.

Separate service elevators are provided for freight and equipment use only. 

▪ The following services are provided on an exclusive basis:

▪ Food & Beverage Services ▪ Event Staffing ▪ Valet Parking

▪ Security Services ▪ Telecommunications Services •Electrical Services

▪ Rigging ▪ Emergency Medical Services

▪ The Center requires the use of residue-resistant tapes (e.g. Suretape PC 628 Gaffers, Polyken 105C or Renfrew #174 low-residue car- 

pet tape; BDF/Beiersdorf Tesa aisle marking tape; or Asiachem SST-736 low-residue safety tape).  Materials may not otherwise be 

taped, stapled, nailed, or affixed to ceilings, painted surfaces, columns, fabrics, or decorative walls in the Center. 

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

▪ Holes may not be drilled, punched, or cored into any part of the Center’s interior or exterior premises.   The Center’s permanent signs

may not be blocked in any manner. Temporary signs may not be attached in any manner to the permanent Center signage.

▪ The use of helium balloons, confetti, and/or glitter must be approved by the General Manager.  If approved and to comply with codes, 

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 Lessee. 

▪ Furniture, fixtures, or building equipment may not be removed or repositioned.  Any movement of furniture must be approved 

and handled by SCC personnel.

▪ All floor load capacities and ceiling tracks must be observed.  If you have questions regarding the load capacity of an area, please ask 

your Event Services Coordinator.  Any variation must be approved in advance by the General Manager. 

▪ The sale and distribution of novelty merchandise is prohibited without prior written approval and subject to terms in contract.  All 

distributed materials, whether for sale or at no cost, must be distributed from locations approved in advance by the Event Services 

Coordinator. 

▪ All unsafe acts will be terminated immediately. The Center will remove disruptive parties, as reasonably necessary.

▪ No unauthorized solicitation is permitted in the Center or on its premises.

▪ 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.  Cost of repair or damages resulting from unauthorized use of utilities or equipment are 

the responsibility of the Lessee.
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GENERAL BUILDING REGULATIONS (C’ONT) 

▪ City Ordinance #37 of 2005 prohibits smoking in City Buildings. Designated smoking areas are located 

outside the building on the group level.

▪ Loading and unloading is permitted only through the loading dock.

▪ Bulk trash, crates, pallets, packing materials, etc. must be removed completely prior to the show and during 

move-out by the client or their service contractors.  Bulk trash is defined as any material that cannot be re- 

moved with a broom.

▪ SCC trash compactors will be provided for normal trash disposal only. Pallets, lumber, and large pieces of

trash will require dumpster rental at prevailing rates.  Please pre-arrange with your Event Se r v ic e s

Coordinator.

▪ Combustible decorative material must be flame-retardant.  Final approval is at the discretion of the Shreve- 

port Fire Prevention Division.

Events or circumstances not covered in these General Building Regulations may be subject to special considerations 

and stipulations as deemed appropriate by SCC management.  Questions and clarifications may be directed to the 

Event Services Department.  Failure to comply with the above-mentioned items will result in additional financial 

obligation. 

BOX OFFICE/TICKETING 

The Center provides accommodations through the Finance Department for ticket sales to public events.  Tickets for 

seated events must be approved by the Center and ordered from a bonded ticket printing company.  The Finance 

Department will verify all tickets against the manifest to ensure accuracy prior to opening the sale of tickets to the 

public. 

Ticket sales for any show subject to SCC receiving a percentage of the gate revenue must be handled by a licensed 

and bonded ticket agency approved by SCC. Lessee will be held responsible for the collection of these funds.  The 

Center must have access to ticket sales through any outside ticket agency.  The Center’s Finance Department will 

maintain control of its ticket distribution, box office operation, ticketing personnel and ticket sales revenue through 

the completion of final settlement.  Minimum staffing for the Box Office consists of a ticket seller and a manager. 

General admission tickets may be sold by the lessee for a nominal box office rental fee.  With advance 

arrangements, Box Office rental fees may be offset by a ticket service fee. See your Event Services Coordinator and 

the Special Services Rate Sheet.

The Center reserves the right to have and use without charge a minimum of twenty (20) tickets per day for public 

gated and ticketed shows in the Convention Center.  For seated shows, all tickets furnished to the Administration 

Office of the Convention Center should be choice seats.  The issuing of complimentary tickets to events will be 

limited to five (5) percent of capacity or as dictated by prudent business practice. 

The Center’s Box Office is open as requested with advance arrangements and on show days.  Speak with your 

Event Services Coordinator for arrangements. 

DAMAGES 

Our clients are encouraged to schedule a walk through of the facility with your Event Services Coordinator to verify 

the condition of the facility prior to move-in.  All damage, except for normal facility wear and tear, is the 

responsibility of the Lessee.  Damages of any kind should be reported immediately to SCC Security at 

318/841-4200.  A final walk-through will take place at the completion of the event and a damage evaluation 

report will be completed. 
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DELIVERIES/FREIGHT HANDLING/STORAGE 

The Center will not accept any freight or materials prior to your contracted move-in date without prior arrangements. 

If you require special assistance in the shipping of freight following the conclusion of your event, please make 

advance arrangements with your Event Services Coordinator.  All freight should be consigned to the official show 

service or exhibitor service contractor or delivered directly to these parties during the event.  Freight left in the 

Center will be disposed of at the Lessee’s expense.  Freight should be moved in freight elevators only.  Shipments 

for meetings and other events without a decorator must   be pre-arranged with your Event Services Coordinator, 

and should be clearly labeled with the event name and contact as follows: 

Event Name 

Contact Person’s Name and Booth Number 

Event Services Coordinator’s Name 

Shreveport Convention Center 

400 Caddo Street 

Shreveport, LA 71101 

Applicable handling and storage fees will apply. See Storage Handling Rates. Center will assign, and 

Contractor’s floor plans will indicate, bone yard/crate storage locations.  Storage areas may not block access to any 

door, fire hose/extinguisher cabinet or pull station.   Contractor will respond to Center’s reasonable requests for 

consolidation/cleanup of storage areas during the event.  Pallets or other contractor or exhibitor packing 

material left on property will be subject to a disposal charge. 

EXHIBIT HALL/LOADING DOCK 

▪ Move-in and move-out periods must be approved as part of Master Schedule of Events. 

▪ All fire and safety regulations must be always adhered to. 

▪ All service contractors must adhere to applicable facility guidelines. 

▪ At no time may exit doors be blocked or obstructed with freight, equipment, display material, trash or 
unattended materials. 

▪ When two or more events require loading dock access, service contractors will work out mutually agreeable 

dock utilization schedules.  Otherwise, SCC management will allocate specific docks to each event as deemed

appropriate. 

▪ A minimum of 20’ clear space must be maintained in front of entrances/exits, restrooms, and concession areas. 

▪ Contractor provided vehicles should be operated in a safe and prudent manner.  Failure to adhere to the 

Center’s direction will be grounds for ejection from the premises and possible suspension of work privileges in

the Center. 

▪ No refueling of vehicles is permitted inside the Center or within twenty-five (25) feet of any entrance door. 

▪ Storage behind booths is permitted, however must be kept to a minimum and remain contained behind booths. 

▪ Any motorized equipment brought into the SCC by the decorator, service personnel or show management for 

use during set-up, must be LP gas or electric.  Each must have non-marking or plastic covered tires.  Operators 

must provide proof insurance including personal and property damage. 

▪ SCC heavy equipment c a n  be rented with SCC personnel only.  The client is allowed to bring in forklifts; how- 

ever proof of insurance and certification must be provided and submitted for personal & property damages.

Equipment must meet standards as described herein. 
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COMMERCIAL GENERAL LIABILITY

ANY AUTO

ALL OWNED AUTOS

SCHEDULED AUTOS

HIRED AUTOS

NON-OWED AUTOS

GARAGE LIABILITY

CERTIFICATE OF INSURANCE DATE MM/DD/YY
THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS CERTIFICATE
DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW. THIS CERTIFICATE OF

INSURANCE DOES NOT CONSITIJTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHROIZED REPRESENTATIVE OR PRODUCER AND THE
CERTIFICATE HOLDER.

TYPE OF INSURANCE
POLICY 
NUMBER

POLICY 
EFFECTIVE

DATE

POLICY 
EXPIRATION 

DATE

GENERAL LIABILITY

AUTOMOBILE LIABILITY

CLAIMS MADE

OCCUR

EXCESS LIABILITY
UMBRELLA FORM

OTHER THAN UNBRELLA FORM

WORKERS COMPENSATION
AND EMPLOYERS’ LIABILITY

EACH OCCURANCE

DAMAGE TO RENTED PREMISES

MED EXP (ANY ONE PERSON)

PERSONAL & ADV INJURY

GENERAL AGGREGATE

PRODUCTS-COMP/OP AGGR

$5,000,000

$100,000

EXCLUDED

$1,000,000

$1,000,000

$1,000,000

X

X

X

X
X

LIMITS

COMBINED SINGLE LIMIT
(EACH ACCIDENT)

BODILY INJURY
(PER PERSON)

(PER ACCIDENT)

PROPERTY DAMAGE

$

$

$

EACH OCCURANCE

WC STATUTORY LIMITS
F.I. EACH ACCIDENT

$
$AGGREGATE

DISEASE POLICY LIMIT

DISEASE- EACH EMPLOYEE

$
$
$

DESCRIPTION OF OPERATIONS/LOCATIONS/VEHICLES

CERTIFICATE HOLDER CANCELLATION

LEGENDS GLOBAL, CITY OF SHREVEPORT, AND THE SHREVEPORT CONVENTION CENTER ARE INCLUDED AS ADDITIONAL INSURED 
ALSO INCLUDE THE NAME OF YOUR EVENT

SHREVEPORT CONVENTION CENTER, LEGENDS GLOBAL, AND
THE CITY OF SHREVEPORT

400 CADDO STREET
SHREVEPORT, LA 71101

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE EXPIRATION
DATE THEREOF, THE ISSUING INSURER WILL ENDEAVOR TO MAIL 30 DAYS WRITTEN NOTICETO

THE CERTIFICATE HOLDER NAMED TO THE LEFT. BUT FAILURETO DO SO SHALL IMPOSE NO
OBLIGATION OR LIABILITY OF ANY KIND UPON THE INSURER. ITS AGENTS OR

REPRESENTATIVES.

THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED.
NOTWITHSTANDING ANY REQUIREMENT. TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRlBED HEREIN IS SUBJECT TO ALL THE

TERMS. EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. AGGEGATE LIMITS SHOWN HAVE BEEN REDUCED BY PAID CLAIMS

CONTACT NAME

PHONE

EMAIL ADDRESS

INSURERS AFFORDING COVERAGE

INSURER A

INSURER B

INSURER C

INSURER D

INSURER E

NAIC #

PRODUCER

INSURED

YOUR COMPANY NAME AND ADDRESS

SAMPLE

SAMPLE
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PAYMENTS & SETTLEMENT 

The payment schedule for your event is outlined in your event contract.  All deposits, food charges and estimated 

event expenses are due fourteen (14) days prior to your event.  Your Event Services Coordinator will provide you with 

a copy of your estimated ancillary expenses.  Any last-minute additions or changes to your event will be settled prior 

to move-out.  Accepted payment methods include cash, certified check, Visa, MasterCard, and American Express. 

No personal checks will be accepted. 

RIGGING 

All signage, decorations, theatrical equipment, and other materials that hang from the ceiling must be approved in 

advance by SCC and hung only by SCC approved riggers. Banners or signs weighing 25 lbs. or less and not requiring 

the use of chain motors, rigging trusses, etc., may be hung by SCC personnel. Equipment requiring a rigging call will 

be installed by SCC (rigging is exclusive). For a price quote please discuss your complete rigging needs with the 

Event Services Department. 

SIGNAGE 

Signage may be hung in the rented area with prior approval.  No signage may be hung that blocks emergency signs/ 
exits or building signage.  Small directional signage can be placed on easels in the common areas; however no pro- 
motional materials may be hung without prior approval and they can in no way infringe on any other group in the 
building. No signage may be hung or placed on the exterior of the building without prior approval. 

 

USE OF SPACE 

Lessees may not use the premises or permit any part of the Shreveport Convention Center to be 
used for any purpose other than the event described in the Lease Agreement.   A different or unapproved 
use will result in the cancellation of the event without refund of monies paid to SCC/LEGENDS GLOBAL.  
Premises shall not be used for any improper, immoral, or objectionable purpose, or in any manner which 
would violate the provisions or insurance coverage on or related to the Shreveport Convention Center or 
increase the rate of such insurance.  Any use that would disturb or obstruct other occupants, including 
use of pre-function space, high noise levels, or use which causes or threatens to cause alteration or injury 
to persons or the SCC shall not be permitted.   Approval of all floor plans is mandatory including 
exhibition, meeting, and public areas. 
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WATER SERVICE

Legends Global and the Shreveport Convention Center will provide complimentary bottled water service for podiums 
and head tables. This service may be arranged through your Event Services Coordinator. There is, however, a charge for 
water service ordered for meeting audiences. Water stations are suggested in the rear of the meeting rooms or in 
hallway corridors to accommodate multiple sessions.

A. Pitcher of Water with glassware $5.00 per 6-8ft table. Refresh additional charge.
B. Refrigerated Water Cooler Unit with Spring Water $100.00 per day per unit.

DECORATIONS AND FLORAL
Your Event Services Coordinator is available to assist you with fresh floral arrangements, ice carvings, thematic 
decorations, and specialty linens to enhance your event.

SERVICE AREAS FOR FOOD FUNCTION - FLOOR PLANS FOR CATERING FUNCTIONS
Your Event Services Coordinator will review both the guest seating arrangements (floor plan) and the “behind the 
scenes” logistics to ensure ample space has been considered, making appropriate recommendations for both areas to 
create the best possible guest experience. Often, large events require catering (dishing, serving, clearing) to take place 
in areas that are not commonly dedicated to that purpose. In these instances, the customer and the Legends Global 
Event Services professionals will discuss effective solutions (such as pipe and drape) to mask food service staging 
areas from the guest’s view. The costs for additional equipment such as this, which may be provided by the customer’s 
decorating company, will be the responsibility of the Customer. Additionally, as safety is always important, Legends 
Global reserves the right to specify floor plans and layouts of all set-ups, seating tables, serving stations and like items 
to enable safe and efficient service to your event. 

This includes reserving necessary space dedicated to both the back of the house and front of the house service areas. 
This also includes service areas, breakdown areas, and front of house service aisle ways. These details will be reviewed 
with our Legends Global team of professionals and customers prior to developing final floor plans. Also, the Legends 
Global venue must be notified in advance when scheduling outside contractors/vendors to access the venue for security 
purposes. The final Fire Marshall approved floor plan, with Legends Global service areas must be provided to the 
Shreveport Convention Center venue by the customer prior to the event. 
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V.  PARKING 

The SCC garage and other related areas are operated by the SCC.  Parking is available in our adjacent parking 

garage which is connected to the Center by skywalk.  Attendees will be charged individually, or the client 

may purchase spaces as needed or billed to the master account. Parking is prohibited in fire lanes, loading 

dock areas, curbside entrances, or any areas posted “no parking”, and will be strictly enforced.  Unauthorized 

vehicles will be ticketed and/or removed at the owner’s expense. 

Valet parking is available exclusively through the SCC. Arrangements for valet service are to be made with the Event 

Services Department.  The cost for this service will be determined based upon the requirements of each client. 

VI. PRODUCTION & ADVERTISING 

AUDIO VISUAL 

The Center’s in-house preferred audio-visual vendor, WOW Technologies Audio Visual, Inc. offers a full audio-visual. 

Audio-visual services including slide and video projection, sound reinforcement, video production, 

meeting supplies, and much more.   

Should you wish to utilize the services of another Audio/Visual vendor, please consult your Event Services 

Coordinator for details. 

MARQUEE & SCREEN ADVERTISING 

Both indoor and outdoor video boards are available for advertising of shows, events, and vendors.  The SCC will 

provide complimentary promotion of public shows on a set schedule on all outdoor boards under SCC control.  Other 

promotional/marketing requests for outdoor or indoor boards should be discussed with the SCC Sales & Marketing 

Department for a rate proposal. 

VIDEO CONFERENCING 

Video Conferencing services and the distribution of television signals to specific locations within the SCC are 

available.  Pricing is based on the requirements of each situation.  Please consult with your Event Services 

Coordinator for a comprehensive proposal to meet your needs. 
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VII. SAFETY 

ADA COMPLIANCE / SPECIAL NEEDS FACILITIES 

The Center is following accessibility codes as defined by the American Disabilities Act for wheelchairs and physically 

challenged.  These features include accessible parking, accessible elevators, and restrooms.  Please advise us 

thirty (30) days in advance of any delegates with special needs.  We suggest that you include an area on your 

registration form to allow individuals with disabilities to indicate any special needs they may have. 

FIRE & SAFETY 

Fire Prevention personnel may be required at the Center’s discretion for public events.   Please consult your Event 

Services Coordinator for details. 

FIRST AID / EMERGENCY MEDICAL SERVICES 

Based upon event type and attendance, mandatory Emergency Medical Technicians will be required during show 

hours to administer emergency first aid treatment. Personnel will be scheduled as needed and at the discretion of 

the Center. 

HAZARDOUS MATERIAL / WASTE 

The proposed presence of hazardous materials must be registered with the Center.  Please submit the OSHA 

Material Safety Data Sheet or safety data sheet on your hazardous materials sixty (60) days prior to your event.  

Hazardous materials (chemicals, gases, batteries, paints, oils, petroleum products, corrosives, solvents, and 

biological contaminants including blood, body fluids, organic matter, cadavers, used first aid supplies and sharps) 

are the responsibility of the lessee, exhibitor, or attendee.   All items must be placed in clearly marked product-

safe containers, safely stored, and secured, and disposed of properly, according to local, state, and federal 

regulations.  Items may not be left in the facility for later pick-up or disposed of in facility trash receptacles or 

sewage systems.  Hazardous waste left in the facility will be disposed of immediately at the expense of the Lessee.  

This includes charges associated with identification, containment, transportation, disposal, and potential 

closures of the convention facilities or waste disposal site due to contamination.  Please contact your Event 

Services Coordinator for a list of vendors that can assist you with hazardous waste disposal. 

PERMITS 

Permits are the responsibility of the Lessee, and while the Center will assist you with information necessary for sub- 

mission, the Center cannot secure such permits on your behalf.  A health permit must be obtained by the Lessee to 

cover any exhibitors who have received prior written permission from the Center to distribute food samples.  SCC 

has an existing blanket Alcoholic Beverage License.  Proper authorization must be secured from the SCC, and State 

of Louisiana if alcoholic beverages are to be featured for promotional purposes.  Corkage may apply to certain pro- 

motional functions. 

PYROTECHNICS 

A special permit from Shreveport Fire Prevention Division is required for the use of pyrotechnics and should be 

presented to your Event Services Coordinator 60 days prior to the event.  Each situation must be individually pre- 

approved by the Shreveport Convention Center and the Shreveport Fire Prevention Division.   If approved, the use of 

pyrotechnics 
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PYROTECHNICS (con’t) 

will be strictly controlled and continuously monitored by Shreveport Fire Prevention personnel during set-up, 

activation, dismantling and removal of the display.   Prior to the event, the pyrotechnics contractor will be 

required to review the activities with the Shreveport Convention Center and Shreveport Fire Prevention Division, 

including nature and requirements of the display as well as storage and security measures to be implemented upon 

arrival at the facility.   Permittees will be charged by the SCC for the cost of standby personnel. 

A Certificate of Insurance in the amount of $5,000,000.00 (Five Million Dollars) is required verifying that 
the promoters, performers, Legends Global and the City of Shreveport are insured under a general liability 
policy. (See Insurance Requirements for additional details). Due to the unique risks, verification 

of adequate coverage by Legends Global Risk Management is required prior to proceeding with the event. 
Please allow 60 days for approval. 
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VIII. SECURITY 

The Shreveport Convention Center reserves the exclusive right to hire, assign and direct Event Security staff for events 

conducted in or on SCC grounds.  In consultation with the Lessee, SCC will determine staffing requirements based on 

SCC’s assessment of the public safety environment, and other factors such as the number of attendees, and mix of 

events present in the facility.  Event Security required for traffic control or check points due to the presence of two or 

more concurrent events may be shared among affected events. 

SCC maintains 24-hour security responsible for the monitoring of perimeter areas and internal corridors, life safety alarm 

systems and personnel security.  SCC security will also open and secure exterior and interior access doors and monitor 

internal traffic flow.  Facility security is not available to perform as or replace Event Security.  It is the responsibility of the 

Lessee to pay for Event Security.  The activities of SCC security personnel cannot be restricted by the activities of the 

Lessee.  The Center’s in-house security reserves the right to deny access to any event personnel to any Center space. 

Event Security includes crowd and/or traffic control at public entrances; monitoring and controlling access at 

various public and back-of-house entrances being used by the event; Dock master (staging, marshalling, load-in/out 

traffic control by specially trained staff); and credential or badge-checking as needed.  Event Security staffing is charged by 

the hour requiring a 4-hour minimum. 

Event Security will be required for the following: 

Exhibitor Move-in/Out 
Public Entrances 

Exhibitor Entrance 

Box Office (when unsecured, and in any public locations where cash is handled) 

Dock master 

Lessee must use officers provided by the SCC.  A security plan must be submitted 21 days prior to your event for review 

by SCC management.  Staffing requirements will be determined by SCC.  All contracted security personnel will be in 

uniform and display picture identification badges.  Use of armed guards or any other security equipment shall be at the 

sole discretion of and arranged by SCC. 

School Proms, Graduations and other elementary/secondary student-centered events require a School Resource Officer 

to monitor the event and assist Event Security personnel in enforcing School and Center rules and regulations. 

KEYS & LOCKS 

At the request of the authorized event representative, the Center will convert those office and meeting rooms which require 

high security by re-keying locks at the charge of $75.00 per lock.   Up to three keys can be provided per room.  There is 

a charge of $75 each for replacement of lost keys.  Contact your Event Services Coordinator for de- tails.
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IX. CLIENT UTILITIES 

HEATING AND AIR CONDITIONING 

Heating and air conditioning volume will be provided based on the best interest of the building as deemed 

appropriate by Management.   Heating and air conditioning will be provided to a maximum of two show 

management offices during exhibit hall move-in and move-out periods, at no additional charge.  Full heating and air 

conditioning is provided in the exhibit halls and meeting rooms as required on show days only.  All additional air 

conditioning required for the exhibit halls or meeting rooms during the move-in and move-out will be billed at the 

prevailing rates. 

ELECTRICAL SERVICES 

All electrical services are provided by the Center.    Standard 120V and 208V services are available.   Special 

arrangements for services not readily available require 14-day advance orders and are available in the exhibition area 

only. Speak with your Event Services Coordinator for details.  

LIGHTING 

The facility will supply adequate house lighting as required during open show event hours.   Energy conservation 

mandates reduced lighting during move-in and move-out periods.  Requests for full lighting during set up and tear-down will 

result in additional charges. 

House lighting will be programmed electronically according to the schedule of events provided to your Event Services 

Coordinator.  Lights will ascend to full lighting 30 minutes prior to event start time and descend 30 minutes following event 

ending.  Please work closely with your Event Services Coordinator to ensure accuracy in scheduling. 

TELECOMMUNICATIONS & TECHNOLOGY 

Telecommunications services are provided by the Center.  Technological services may be arranged through our in-house 

audio visual department or an approved vendor.  Speak with your Event Services Coordinator for details.  

WATER / COMPRESSED AIR 

Water is available in the exhibit hall and can be provided at booths as needed.  Arrangements can be made for compressed 

air services.  Seven days advance notice is required.  No floor orders will be accepted.  
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SERVICES RATE SHEET

BANNER HANGING/RIGGING DESCRIPTION RATE 

Small Banners Up to 50 sf $75.00 Advance/$85 Show 

Medium Banners 50-100 sf $75.00 Advance/$100 Show 

Large Banners 100 sf & up Contact Event Manager for quote 

Exhibit Hall Ceiling Decor Pre-Approved Material/At Discretion of SCC $40 per hour 

Rigging rights are exclusive to SCC. Consult your Event Manager for specific rigging details. 

Floor requests for banners & rigging will be performed at the discretion of SCC 

BOOTH CLEANING DESCRIPTION RATE 

Booth Cleaning One time Pre-Show Vacuum-Promoter Only $10.00 (10’ x 10’ area) 

Booth Cleaning Daily Vacuum & Trash Removal– Promoter Only $10.00 (10’ x 10’ area) 

Shampoo/Mopping 
Prior to 1st Show Day 

12 hr shampoo drying time required 
$0.75/per sq. ft. – Advance 

$0.75/per sq. ft. – Standard 

Booth Cleaning Per individual location—Vendor $20.00 (10’ x 10’ area)/day 

BOX OFFICE DESCRIPTION RATE 

Box Office Fee Rental (Offset by ticket service fee) $50.00/day 

Ticket Seller $15.00/hr./4 hr. min 

Box Office Manager $25.00hr/4 hr min 

COAT/LUGGAGE CHECK DESCRIPTION RATE 

Attendant Hosted or Cash Basis $15.00/hr./4 hr. min 

DAMAGES DESCRIPTION RATE 

Carpet Tile Replacement Post-Event Replacement $65.00/per tile 

HOUSEKEEPING DESCRIPTION RATE 

Pre-Show Labor Show-Ready Cleaning $18.00/hr./4 hr. min 

Post-show Labor Return to pre-show condition $18.00/hr./4 hr. min 

Special Janitorial Service During Show Dates $18.00/hr./4 hr. min 

40 yd Trash Bins $450/pull 

Glitter/Confetti/Tape Removal $650.00 

Prices and Rates Are Subject to Change. 

21



SERVICES RATE SHEET

MEETING ROOM SETS DESCRIPTION RATE 

Pre-Scheduled Resets Prior to 48 hours of event/after 1st set $250.00 

Unscheduled Reset Within 48 hours of event/after 1st set $450.00 

At management discretion. 

ENGINEERING SERVICES DESCRIPTION RATE 

A/C – Exhibit Halls, Ballroom Non-Event Hours $150.00/hr./per area 

A/C–Meeting Rooms, 

Pre-function 
Non-Event Hours $125.00/hr./per area 

Lighting – “Show Lights” Non-Event Hours $75.00/hr./per area 

Balloon Removal $25/balloon 

House Lighting Operator Event $45/4 hr. minimum 

KEYS & LOCKS DESCRIPTION RATE 

Door Lock Changes Heightened Security $75.00/per lock 

Key Deposit 1 Key $75.00/key 

Key Replacement Lost Key $75/day 

PARKING DESCRIPTION RATE 

Event Parking/SCC Garage No In/Out privileges $8.00 per day 

Parking Buyout (up to #) Requires GM Approval See Event Manager ($6,400 per day) 

STORAGE/HANDLING DESCRIPTION RATE 

Freight Storage $45.00/per 100 lbs. 

Material Handling Delivery to Event Location 
Quoted/See Event Services 
Coordinator 

nator
FAX SERVICES DESCRIPTION RATE 

Long Distance Domestic 
$2/1st Page— $1 ea. additional 

Pages 

Local Domestic $1/Page 

International 
$10/1st Page-$2 ea. additional 

Pages 

Receiving $1/Page 

Prices and Rates are Subject to Change. 
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EVENT LABOR
PERSONNEL RATE 

Badge Checker $15.00/pr hr/4 hr min 
Ticket Seller $15.00/pr hr/4 hr min 
Ticket Taker $15.00/pr hr/4 hr min 
Usher/Ticket Taker Supervisor $15.00/pr hr/4 hr min 
Usher/Guest Services $15.00/pr hr/4 hr min 
Program Seller $15.00/pr hr/4 hr min 
Manager’s Assistant $25.00/pr hr/4 hr min 
Box Office Manager $25.00/pr hr/4 hr min 
Porter $15.00/pr hr/4 hr min 

SECURITY RATE

Security Officer (Armed) $40.00/pr hr./4 hr. min 

Security Supervisor $45.00/pr hr./4 hr. min 
Unarmed Security Officer $18.00/pr hr/4 hr min 

FIRE PREVENTION/EMS RATE
EMT/First Aid (Attendance > 1000) MINIMUM
OF 2 REQUIRED $35.00/pr hr./4 hr. min 

Fire Watch $30.00—$35.00/pr hr/4 hr min 

Prices and Rates are Subject to Change. Holiday Rates Apply. 
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EQUIPMENT RENTAL

EQUIPMENT RATE 

CHAIRS 

Banquet/Ballroom (Upholstered) $3.00/each > 2,000 

Folding Chair (Upholstered) $2.50/each > 2,000 

Plastic Stack Chair/Upholstered Chair $2.00/each - $4.00/each 

DANCE FLOOR 

50—110 people (15’ x 15”) $250.00 

110 –160 people (18’ x 18’) $300.00 

160—210 people (21’ x 21’) $350.00 

210—300 people (24’ x 24’) $400.00 

300 people and above $500.00 

$5.00/panel to add to floor size. 

Drapes Description Rate 

Black Velour 30 ft. per panel $400.00/panel/Exhibit Hall Only 

Black or Green 8 ft. per panel [8’ high] $15.00/panel 

LECTERNS 

Standard (25” x 23.5” x 46”) 1st free/$15.00 each additional 

Tabletop 1st free/$15.00 each additional 

TABLES & SKIRTING 

6 ft. Classroom Table (18” x 72”) $10.00/each 

8 ft. Classroom Table (18” x 96”) $10.00/each 

6 ft. Classroom Table (30” x 72”) $10.00/each 

8 ft. Classroom Table (30” x 96”) $12.00/each 

60” Round Banquet Table $10.00/each 

72” Round Banquet Table $13.00/each 

60” Half Round Table $8.00/each 

30” Quarter Round Table $6.00/each 

30” Crescent Table $10.00/each 

Round Cafe Top Table (36” Rd / 42” High) $8.00/each 

Table Covering (White Linen & Skirting) $10.00/each (Classroom $6.00 each) 
Exhibit Booth Package (includes table, 2 chairs, pipe/drape 

& vendor sign) 
Under 50 booths = $75.00 each 

Over 50 booths =  $65.00 each 
Vendor Table-Top Package (includes 8’ table, 2 

chairs, linen & skirting) $25.00 each 

Prices are Subject to Change
and Rates are Subject to

Change. Holiday Rates Apply.
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EQUIPMENT RATE 

PUBLIC GUIDANCE 

Retractable Rope & Stanchions $10.00/Section 

Bicycle Barricade $25.00/Per 8’ section 

Turnstiles $30.00/Day/Section 

STAGING 

6 x 8 Sections – 18”, 24”, 30” 

(Ballrooms/Meeting Rooms) 
$25.00/Section 

4 x 8 Sections – 36” – 56” (Exhibit Hall) $35.00/Section 

SEATING RISERS 

8 Ft. Section $135.00 

LIFTS/ HEAVY EQUIPMENT 

Scissor Lift with Operator $35/Hour 

Forklift with Operator $35/Hour 

Man, Lift with Operator $35/Hour 

Pallet Jack (Manual) $10/Rental 

Hand Trucks (2-wheel) $5/Rental 

Flat Cart (4-wheel) $15/Rental 

MISCELLANEOUS 

Piano – (Electronic) $75.00 

Coat Racks $10.00 

Flag Sets N/C 

Safe As approved by General Manager 

Prices and Rates are Subject to Change. 
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XI. 

FLOOR PLANS& 

SPECIFICATIONS
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TECHNICAL

INFORMATION

29



TECHNICAL INFORMATION 

Space Reference Chart 

Seating Capacity 

Rooms/Halls Sq. Feet Dimensions 
Ceiling 

Height 
Banquet 

Style 
Theatre 

Style 
Classroom 

Style 
10 x 10 

Booths 

First Floor 

Exhibit Hall 1 32183 *177’x183’ 30’ 2100 2926 2088 160

Exhibit Hall 2 31523 *177’x179’ 30’ 2100 2866 2088 155

Exhibit Hall 3 31301 *179’x177’ 30’ 2100 2846 2088 155

Main Exhibit Hall 95007 *179’x543’ 30’ 6300 8638 6264 500

*Usable Square Feet

Ballroom 

(2nd Level) 

Captain Shreve Ballroom A 5060 110’x46’ 25’ 200 502 304 25

Captain Shreve Ballroom B 7150 110’x65’ 25’ 300 657 432 40

Captain Shreve Ballroom C 2760 6’x46’ 25’ 125 260 128 15

Captain Shreve Ballroom D 2254 50’x46’’ 25’ 100 224 128 15

Captain Shreve Ballroom 17,224 110’x203’ 25’  925 2000 1152 95

Meeting Rooms 

(2nd Level) 

Meeting Room 201 1680 30’x56’ 20’ 80/100 153 108

Meeting Room 202 1680 29’x56’ 20’ 80/100 153 108

Meeting Room 203 1680 29’x56’ 20’ 80/100 153 108

Meeting Room 204 1665 29’x56’ 20’ 80/100 153 108

Meeting Room 205 1456 26’x56’ 20’ 80/100 153 108

Meeting Room 206 1512 27’x56’ 20’ 80/100 153 108

Meeting Room 207 1680 29’x56’ 20’ 80/100 153 108

Meeting Room 208 1680 30’x56’ 20’ 80/100 153 108

Meeting Room 209 1680 30’x56’ 20’ 80/100 153 108

Meeting Room 210 1680 30’x56’ 20’ 80/100 153 108

Red River Board Room 2463     59’ 

Diameter

16’ 80 150 100 

Conference Room 2 8

Seating capacities may vary depending on actual event set-up 

requirements. 

See your Event Manager for a customized floor plan of your event. 
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Exhibit Hall 

Special   Features: 

◊ 95,000 total square feet of unobstructed space. Hall can be divided into three sections.

◊ 85 floor utility boxes, one every 30 feet. Includes power, multi-mode fiber access, and wastewater drain.

◊ Water available from perimeter system.

◊ Floor Load Limits: Exhibit Hall—350 lbs. per square foot; Lobby—100 lbs. per square foot.

◊ Ample rigging points. 4500 lbs. maximum on 30 x 30 off-center grid.

◊ Oversized doors: Hall 1— 20’ wide x 14’ high; Hall 2—10.8’ wide x 14’ high.

◊ Hall 3—20’ wide x 14’ high.

◊ 2 exterior ramps to exhibit floor and one 7.6’ x 9’roll-up door leading to Rotunda Lobby area.

◊ Exhibit Halls are located on the street level of the Convention Center

◊ 30’ Ceiling Height

◊ A grid of 4” empty PVC conduit interconnects floor boxes. The empty conduit can be used to run extra

audio-visual lines, power, phone lines, plumbing or compressed air, etc. to any point on the 30 x 30 grid

within the exhibit hall. Accessibility by SCC only with advance information.

Service   Elevator   Features: (2) located at rear exhibit hall entrance 

Interior dimensions Exterior dimensions Load capacity 
80” wide (6’ 8”) 65” wide (5’ 5”) 6,000 lbs 
117” deep (9’ 9”) 117” deep (9’ 9”) 
120” high (10’) 108” high (9’) 

Loading Dock Features: 

Eleven loading dock ramps with hydraulic edge-of-dock levelers leading to Exhibit Halls.  Two (2) 50’ load-in 

ramps at opposite ends of dock (Exhibit Halls 1 and 3). Rotunda Lobby roll-up door is 7.6’ x 9’. 

Lighting  Features: 

The Exhibit Hall is equipped with groups of four (4) metal halide high bay lights and one (1) dimmable 

incandescent down light on a 30 x 30 grid.  This system provides dimming in increments of 25%, 50%, 75% 

or full illumination. All lighting is computer controlled.   Lighting scenes may be pre-scheduled with your 

Event Manager. 

Plumbing Features 

Utility floor boxes located on a 30 x 30 grid throughout the exhibit hall—(85 total) include 1 1/2” and 3” 

drains. Water is available throughout a perimeter inlet system in the Exhibit Hall. 
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Telecommunications       Features: 

Utility floor boxes on a 30 x 30 grid (85 total). Alternating throughout the exhibit hall as designated on the 

diagrams, the floor boxes contain the following: 

   Floor 1 (4) Voice outlet

Floor 2 (4) Data outlet
(2) Pair multi-mode fiber optic cable connections

Wall boxes in the exhibit hall along the perimeter (39 total) contain the following: 

Wall 7 (4) Voice outlet

& Wall 10 (4) Data outlet
(2) Pair multi-mode fiber optic cable connections

Audio/Visual  Features: 

High Fidelity sound system within multiple zones controllable from a control room in a mezzanine overlooking 

the hall. Paging through all public areas and within the Exhibit Hall. Assistive listening devices available. 

Utility floor boxes on a 30 x 30 grid (85 total). Alternating throughout the exhibit hall as designated on the 

diagrams, the floor boxes contain the following: 

Floor 1 (1) Microphone outlet

(2) RF distributed TV outlet

Wall boxes in the exhibit hall along the perimeter (39 total) contain the following: 

Wall 7  (2) RF distributed TV outlet 

Wall 10 (2) RF distributed TV outlet

(1) Microphone outlet
(1) Line Level Audio outlet
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 Captain Shreve Ballroom 

Special Features: 

◊ 17,224 total square feet. Hall can be divided into three (3) sections— the third section divides in half for a

total of four (4) sections.

◊ Six (6) floor utility boxes and fifteen (15) wall boxes include power, voice, data, and multi-mode fiber

access.

◊ 26’ Ceiling Height.

◊ Acoustical ceiling and wall panels designed to absorb sound and prevent echoing.

Lighting Features: 

The ballroom is equipped with nine (9) pendants containing 150-watt incandescent dimmable bulbs, angle ac- 

cent lighting, 250 watt quartz down lights, and coves throughout the ballroom containing fluorescent lighting. 

Lighting can be controlled individually or grouped from one main control panel. A variety of preset scenes can 

be programmed by SCC personnel. 

Telecommunications Features: 

6 Utility floor boxes as designated on the diagram contain the following: 

Floor 10 (4) Voice outlet

(4) Data outlet

(2) Pair multi-mode fiber optic cable connections

15 Wall boxes within the ballroom and 11 wall boxes in the ballroom pre-function area contain the following: 

Wall 7 (4) Voice outlet

& Wall 10 (4) Data outlet

(2) Pair multi-mode fiber optic cable connections

Audio/Visual Features: 

High Fidelity sound system within multiple zones which can be operated independently or combined as needed. 

Paging through all public areas and within the Ballroom. Assistive listening devices available. 

6 Utility floor boxes as designated on the diagram contain the following: 

Floor 10 (2) RF distributed TV outlet

(1) Microphone outlet

(1) Line Level Audio outlet

15 Wall boxes within the ballroom and 11 wall boxes in the ballroom pre-function area contain the following: 

Wall 7  (2) RF distributed TV outlet 

Wall 10  (2) RF distributed TV outlet 
(1) Microphone outlet
(1) Line Level Audio outlet
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 Meeting Rooms 201-210 

Special Features: 

◊ Each Meeting Room consists of approximately 1650 average square feet. Five (5) rooms join on either

side of a center corridor and can combine to 8237 average square feet each bank.

◊ One (1) floor utility box and two (2) wall boxes per meeting room include power, voice, data, and multi- 

mode fiber access.

◊ Floor Load Limits: Meeting Rooms and Meeting Room Pre-function areas —100 lbs. per square foot.

◊ 20’ Ceiling Height.

◊ Acoustical ceiling and wall panels designed to absorb sound and prevent echoing.

Lighting Features: 

Each meeting room has four (4) preset scene options with dimmable quartz down lights and angle accent 

lighting programmable in various combinations. Meeting rooms can be grouped from one (1) to five (5) with 

lighting to accommodate riser and podium positions in each. 

Telecommunications Features: 

1 Utility floor box per meeting room as designated on the diagram contains the following: 

Floor 10 (4) Voice outlet

(4) Data outlet

(2) Pair multi-mode fiber optic cable connections

2 Wall boxes within each meeting room and 11 wall boxes along the meeting room pre-function area contain 

the following: 

Wall 7 (4) Voice outlet

& Wall 10 (4) Data outlet
(2) Pair multi-mode fiber optic cable connections

Audio/Visual Features: 

High Fidelity sound system within multiple zones which can be operated independently or combined as 

needed. Paging through all public areas and within the meeting rooms. Assistive listening devices available. 

1 Utility floor box per meeting room as designated on the diagram contains the following: 

Floor 10 (2) RF distributed TV outlet

(1) Microphone outlet
(1) Line Level Audio outlet
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Meeting Rooms 201-210 Audio/Visual Features (con’t): 

2 Wall boxes within each meeting room and 11 wall boxes along the meeting room pre-function area contain 

the following: 

Wall 7 (2) RF distributed TV outlet

Wall 10 (2) RF distributed TV outlet

(1) Microphone outlet

(1) Line Level Audio outlet

Red River Board Room 

Special Features: 

◊ 2400 square feet.

◊ Unique circular design with scenic views of downtown Shreveport and the Red River.

Audio/Visual Features: 

◊ Built-in LCD/screen projector
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SERVICES 

& ORDER FORMS 
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ACCOUNT AUTHORIZATION 

P.O. Box 1774 

Shreveport, LA 71166 

Phone 318/841-4000 
Fax 318/841-4040 

Please complete this form and indicate the party/parties your firm authorizes to make modifications to existing services, labor, 

equipment, and room set orders. 

Event Name:  

Event Dates:  

Company Name:  

Client Contact:  

Phone Number: 

All requests must be authorized in advance, prior to performance of service (at the time of request). 

Printed Name  Signature 

Authorized Representative* 

Authorized Representative* 

Authorized Representative* 

Authorized Representative* 

*Authorized parties will sign off on specific quotes via work order. Your

signature below authorizes the above representatives only to request services. 

Authorized Signature:    

Event Dates:   

Acknowledgement Signature:    

Date:    
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There is a one-day minimum rental period on all audio-visual equipment.  Equipment should be reserved as 
soon as possible to ensure availability.  All cancellations must be made at least 7 days in advance to receive a 
refund of the rental amount.  All completed set-ups that are cancelled are charged at full price. 

All equipment is checked thoroughly prior to rental.  WOW Technologies accepts no liability other than refund 
of the rental fee for equipment malfunctions. 

All rooms will be set up at least one hour prior to the meeting start time (depending on the complexity of the 
set-up).  Please notify your WOW Technologies representative if you require the room to be ready by a specific 
time for rehearsal or any other reason. 

Rigging Labor charges apply to cover installation and dismantling of all points.  WOW Technologies Audio 
Visual will provide a detailed proposal based on your specific needs.  All set-up, dismantle and operation of 
rigging equipment is billed at the rates listed. 

Time and a half will apply after eight (8) hours. 

A one (1) hour meal period must be given no less than three (3) and no more than five (5) hours after the call 
begins, of after the last meal period. 

In Lieu of a one-hour meal break the employer may provide a meal, in which case the workers will suffer no loss 
of the time on the payroll.  Workers will be given one-half hour on the clock to eat the meal. 

A $35.00 fee will apply for each load bearing point.   

A scissor or boom lift is necessary for all rigging calls at the Facility.  Lifts are not included in the labor pricing.  

WOW Technologies Office Phone Number: 
318-841-5215

Branch Locations: Arlington, TX, Boulder, CO, Cancun, Mexico, Charleston, SC, Colorado Springs, CO, Dallas, TX, Denver 
CO, Fort Worth, TX, Houston, TX, Kiawah Island, SC, Omaha, NE, Palm Beach, FL, Richmond VA, Shreveport, LA, Steamboat 

Springs, CO, Tulsa, OK, Vail, CO, Wichita, KS. 

Advance Order Deadline is Two Weeks (14 Days) Before Show Date! 

All Prices Are Subject To Change Without Notice. 
Additional Equipment And Services Can Be Provided. 

7-Day Cancellation Notice Required On All Audio Visual Equipment
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hreveport 
Convention 

Center 
VENDOR: ____________ _ I 
BOOTH #: 

Show Tidt: ______________ _ 

0 Up to 50' - $75 Advance* /.$100 Standard 

D 50' - 100' - $100 
�• Advance*/ $125 Standard  

Banner must be received 3 days prior to show 
D > 100-Contact Event Manager for quote. 
□ Exhibit Hall Ceiling Decor (Pre-Approved) - $35/hr.

Your Banner Size: 

Floor requests performed at the discretion of sec and quoted at the time of service. 
Above rates apply to standard vinyl banners only. 

*Order forms must be received 14 days prior to show to receive Advanced Rates.

Please Indicate below the method of payment: 

D Credit Card 

D Company Check (Enclosed} 

Charge to: 0 MasterCard 0 Visa 0 American Express 

Account# □□□□□□□□□□□□□□□□ 

Signature 
of Cardholder: ____________ _ Expiration Date: ____ _ 

Authorized Representative: __ ___________________ _ 

Shreveport Convention Center 

PO Box 1774 
Shreveport, LA 71166 

Phone: 318/841·4000 
Fax: 318/841•4246 

Form ,riust be _re�eived 14 �ays prior ' ··• ;(.' ., ,: ,.. . . . .. ......... , .. . 
to show to receive adv�nce rates.

. ; '·.• ' . .. :. ;, ' . 
.. '. Baimers·wm be hung ,_ . \� . ·.••. ·. . . . 

·.·:•:��ring _move•in 

ai1d removed during 
•. • · .  . ·,- ., ' 

BANNER HANGING RATES
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Qty. Description

Advance 
Rate

Standard 
Rate Amt.

Standard House Extension (for each credit card machine) No Phone (Outgoing calls 
only). $115.00 $145.00

Standard House Extension w/Phone (Outgoing Calls Only) $130.00 $160.00

Direct Line (Includes phone/direct dial number) $175.00 $200.00

Conference Phone $50.00 $75.00

Long Distance Access (not needed for toll-free numbers.) Charge/min. $.10 $25.00 $30.00

Long Distance Security Deposit $30.00 $30.00

TOTAL $0.00

P O Box 1774 — Shreveport, Louisiana 

71166 

318/841-4000 Phone — 318/841-4246 

Fax 

TELECOMMUNICATIONS 

ORDER FORM 

Today’s Date  

PAYMENT FOR ADVANCE ORDERS MUST BE RECEIVED IN OUR OFFICE 48 HOURS PRIOR TO MOVE-IN DATE. 

STANDARD RATES APPLY TO ALL ORDERS RECEIVED AFTER THE 48 -HOUR CUT OFF DATE. 

NAME OF EVENT  

COMPANY NAME 

DATE OF EVENT  

BOOTH NUMBER(S) 

CONTACT NAME  ADDRESS  

TELEPHONE #  CITY   STATE   ZIP  

PAYMENT METHOD:  CHECK □ CASH □   VISA / MASTERCARD □   AMEX □ 

CARDHOLDER NAME CARD # 

EXP.  

SIGNATURE 

Terms and Conditions 

SECURITY CODE (Code on back of credit card)

All furnished material and equipment shall remain the property of the Shreveport Convention Center. 

The Shreveport Convention Center is not responsible for networking exhibitor computers or setting up IP addresses. 

Refunds will be computed as follows: After installation: No Refund; < 48 hours prior to move-in: 85%; > 48 hours 

prior to move-in. 

Credit will not be given for service installed and not used. 

Claims will not be considered unless filed by the exhibitor prior to the close of the show. 

The internet is a shared environment and as such actual speed will vary. SCC shall not be liable for any damage 

resulting from events beyond our control, including but not limited to lost data or monies, service interruption, etc. 

Customers participating in any fraudulent, illegal or illicit behavior will forfeit service and monies paid for said ser- 

VOICE SERVICES 

For other services, please contact your Event Services Manager or Coordinator for quote. 
DATA SERVICES 

Wired - Single User - 1st Day $120.00 $150.00

Wired - Single User - 3 Days $300.00 $325.00

Wired - Single User - Additional Day $100.00

Wired - 6 or More Users - 1st Day $400.00 $450.00

Wired – 6 or More Users – 3 Days $700.00 $750.00

Wired – 6 or More Users – Additional Day $200.00

Wireless - Single User - 1st Day $25.00

Wireless - 3 or More Days $75.00

Wireless – Buyout $2000.00 

Cable - 10' $5.05

Cable - 30' $10.09

Cable - 60' $15.14

Switch (15 port) $75.00

Technical Support/Hour $10.00

TOTAL $0.00

GRAND 

TOTAL 
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Labor is billed in 1-hour increments @ $45.00/hour.  (Holiday rates apply.)

Total $0.00

P O Box 1774 — Shreveport, Louisiana 

71166 
318/841-4000 Phone — 318/841-4246 Fax 

ELECTRICAL SERVICES 

ORDER FORM 

Today’s Date 

PAYMENT FOR ADVANCE ORDERS MUST BE RECEIVED IN OUROFFICE 48 HOURS PRIOR TO MOVE-IN DATE. 

STANDARD RATES APPLY TO ALL ORDERS RECEIVED AFTER THE 48-HOUR CUT OFF. 

NAME OF EVENT   DATE OF EVENT  

COMPANY NAME  BOOTH NUMBER(S) 

CONTACT NAME  ADDRESS   

TELEPHONE # CITY  STATE ZIP 

PAYMENT METHOD:  CHECK □ CASH  □   VISA / MASTERCARD □   AMEX □ 

CARDHOLDER NAME CARD # 

EXP.  

SIGNATURE     SECURITY CODE (Code on back of credit card)

Terms and Conditions 
▪ A standard electrical outlet consists of one single female plug.  Quoted service rates include delivery to booth and do not 

include labor charges for special wiring or connecting to your equipment.  Exhibitors should ensure surge protection for their 

equipment. 

▪ All exhibitors are required to sign in at the Service Desk for delivery of service, and for pick-up & return of all equipment. 

▪ Wall, column, and permanent building outlets are not part 
▪ Under no circumstances shall anyone other than Shreveport Convention Center employees make connections or disconnections.

▪ Exhibitors are not permitted to share electrical service.  All orders must be placed individually. 

▪ The Electrical Supervisor is obligated to refuse connection when wiring is not in compliance with federal, state & local safety

codes. 

▪ All furnished materials and equipment remains the property of the Shreveport Convention Center or its assigned agent.   All 

materials that are removed from the premises or damaged will be billed accordingly. 
▪ Equipment problems must be reported immediately. Claims will not be considered unless filed by the exhibitor prior to close 

of show. 
▪ Refunds will be computed as follows:  After installation:  No Refund; < 6 days prior to move-in:  85% > 6 days prior to move- 

in. 

▪ No credit will be issued for outlets installed but not used 

ELECTRICAL SERVICE 

(Rates applicable for up to 3 days of service. $20.00 each additional day) 

Qty. Description Advance Rate Standard Rate Total

120V/20 amp $75.00 $85.00

208V  3 Phase/30 amp $175.00 $225.00

208V 3 Phase/100 amp $375.00 $425.00

240V 3 Phase / 200 amp $650.00

480V 3 Phase/ 400 amp $1,200.00

TOTAL $0.00

For other services, Please contact your Event Services Coordinator for quote and other services. 

FLOOD LIGHTING 

Qty.    Description Advanced Rate Standard Rate Total 

Flood Light - 150 Watt $21.72 $32.58

Flood Light - 200 Watt $32.58 $43.44

ACCESSORIES 

Extension Cord - 25' $20.00 $25.00

Extension Cord - 50' $25.00 $30.00

Extension Cord - 100' $35.00 $40.00

Power Strip $20.00 $25.00

100 amp/metric Connector to cam lock $75.00

LABOR 
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WATER SERVICES / COMPRESSED AIR SERVICES 

ORDER FORM 
P O Box 1774 — Shreveport, Louisiana 

71166 

318/841-4000 Phone — 318/841-4246 Fax Today’s Date 

SEVEN DAY ADVANCE NOTICE & PAYMENT IS REQUIRED FOR ALL WATER SERVICES. 

Terms and Conditions 

▪ Rates quoted cover the bringing of service to the booth and do not include connecting equipment to provide service.

▪ Credit will not be given for services installed and not used.

▪ Claims will not be considered unless filed in writing by the exhibitor prior to the close of the show.

▪ All equipment using water must have inlet & outlet properly tagged. Damages resulting improper use is the responsibility of

the customer. 

▪ Under no circumstances shall anyone other than “house personnel” make service connections or disconnections.

▪ The SCC reserves the right to refuse connections to such equipment deemed unsafe by SCC management.

▪ Refunds will be computed as follows: After installation: No Refund < 6 days prior to move-in: 85% > 6 days prior to move-in.

NAME OF EVENT 

FIRM NAME  

ADDRESS   

CITY   

TELEPHONE # 

DATE OF EVENT  

CONTACT NAME  

BOOTH NUMBER(S) 

STATE   ZIP 

FAX #   

PAYMENT METHOD:  CHECK □ CASH □ VISA  / MASTERCARD □ AMEX  □ 

CARD # 

SECURITY CODE (Code on back of credit card)

EXP. DATE 

I also authorize SCC to charge any outstanding balances at the time of move-out to my credit card. 

SIGNATURE NAME ON CARD 

Equipment Description 

WATER SERVICE 

Qty. Description Advance Rate Standard Rate Total

Master Drop Line $100.00

Additional Connections $50.00

Fill & Drain (0-500 Gallons) $150.0

0 Each Additional 100 Gallons $50.00

COMPRESSED AIR

Price and availability upon request.

TOTAL $0.00

For other services, Please contact your Event Services Coordinator for quote and other services. 
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Room Set-up:   In meeting rooms, exhibition halls, and lobby areas, full base rent includes one-time set-up, lights, heating/air conditioning, 
one (1) electrical outlet, one (1) podium, one (1) microphone, directional signage to the leased space, and daily housekeeping.  Sound sys- 
tem will be charged at the prevailing rate. An estimate of total event charges will be provided upon completion of event advance. Room reset 
charges are $100 per reset for scheduled resets; unscheduled room resets are $200 per reset. 

Move-in and Move-out:   Utilities are maintained at reduced power, with no heating or air conditioning, during this time period. 
Utilization of full power will constitute half of the daily rate charge in addition to base rent.  Approval of all floor plans is mandatory and must 
be in the Convention Center Administration Offices no later than 15 days prior to the event.  Failure to comply will constitute additional labor 
charges. 

Security:  LESSOR will determine the requirements for all events in the Center and will make all arrangements for security as 
required.  Payment for security offers will be made by LESSOR, and LESSEE will be billed for the required officers at the prevailing rate per 
officer with a 4-hour minimum. Any request for exceptions to this requirement must be made 30 days prior to the first event date and is 
subject to approval of the General Manager. 

Food and Beverage:   No food and beverage products may be brought into the facility.  All food and beverage arrangements must 
be negotiated with Legends Global Food & Beverage, LLC, the exclusive in-house food and beverage service provider for the Shreveport 
Convention Center. Exhibitors may serve food and beverage samples that do not exceed 2 ounces each. 

Certificates of Insurance and Tax Exemption:  Certificate of Insurance (prescribed in Paragraph 2 of SHREVEPORT CONVEN- 
TION CENTER LEASE AGREEMENT COVENANTS AND CONDITIONS) AND Certificate of Tax Exemption must be filed with the signed 
lease no later than one month prior to move-in.  A Certificate of Insurance is due for this event, as well as a completed Credit Application. 
Failure to comply will result in Convention Center Administration ordering the appropriate insurance with charges for same plus and 
appropriate service charge being charged to LESSEE.  Failure to submit Tax Exempt Certificate (if applicable) will constitute full charges for 
applicable state and local taxes to be paid by LESSEE.  Certificate of Insurance should be mailed to:  Attn:  Sales and Marketing 
Department, Shreveport Convention Center, P.O. Box 1774, Shreveport, LA 71166. 

Merchandise  Sales:  LESSOR reserves, and at all times shall have, the sole right to sell or give away librettos, flowers, 
refreshments, beverages, cigars, cigarettes, candies, sandwiches, periodicals and other merchandise, and to rent and sell opera glasses, 
umbrellas and other articles, to conduct check rooms, to control programs and supervise the contents thereof, to take photographs, to 
control or super- vise radio and/or television broadcasting or recording and transcription rights and equipment and other privileges, and 
LESSOR to receive twenty per cent (20%) of gross  sales generated from the selling  of novelties, T-shirts,  librettos, tapes, records, 
programs and other merchandise. 

Box Office:  LESSOR reserves the right to require in-house staff to operate the box office for any event. In addition, LESSEE may 
be assessed a ticketing service fee. 

Additional Equipment and Services:   All additional rentals and services which are ordered and to be charged to LESSEE should 
be prearranged and attached in writing to the Lease Agreement as part of the terms of the Lease Agreement.  It is mutually agreed that any 
further items ordered with authorization of the LESSEE not heretofore stated shall be the concern and financial responsibility of the LESSEE. 

Deposits and Payments:   All payments should be made by CERTIFIED CHECKS.  Deposits with signed Lease are due and 
payable as stated by date in Lease Agreement. Checks are payable to: Shreveport Convention Center. The Lease Agreement number must 
appear on the check.  Send Lease Agreement and deposit to:  Attn:  Sales and Marketing Department, Shreveport Convention Center, 
P.O. Box 
1774, Shreveport, LA 71166-1774. 

Moneys Due:  The LESEE agrees to pay to LESSOR on demand any sum which may be due to LESSOR for additional services, 
accommodations or materials, furnished or loaned by LESSOR and LESSEE hereby assigns and transfers to LESSOR any box office 
receipts or  any other advance receipts belonging to LESSEE any sums necessary to secure LESSOR against any loss, and LES- 
SOR shall have the right to take possession and remove said receipts. 

Resolution of Dispute:   The LESSEE agrees to pay reasonable attorney’s and collection fees on any part of said rental or service 
charge required to be collected by LESSOR by suit, by attorney, or by agency after same is past due. 

LESSEE Initials Contract Number 
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Rvsd 4/16/07 

  SHREVEPORT CONVENTION CENTER LEASE AGREEMENT COVENANTS AND CONDITIONS
This Agreement is made and entered into upon the following expressed covenants and conditions all, and every one of which LESSEE hereby 
covenants and agrees to and with the LESSOR to keep and perform:

1. That LESSEE will comply with all laws of the United States and the State of Louisiana, all ordinances of the City of Shreveport, and all rules and requirements
of the police and fire departments or other municipal authorities of the City of Shreveport, all rules and regulations from time to time adopted or prescribed by LESSOR for
the government and management of the Center, and will obtain and pay for all necessary permits and licenses and will not do or suffer to be done anything on said
premises during the term of this lease in violation of any such laws, ordinances, rules or requirements, and if the attention of LESSEE is called to any such violation on the
part of the LESSEE or of any person employed by or admitted to the said premises by LESSEE, LESSEE will immediately desist from and correct or cause to be corrected
such violation.

2. LESSEE shall, at its own expense, secure and deliver to Legends Global not less than thirty (30) days prior to the first Event day as contracted and shall keep
in force at all times during the term of this Agreement a comprehensive general liability insurance policy in form acceptable to Legends Global, including public liability and
property damage, covering its activities hereunder, in an amount not less than One Million Dollars ($1,000,000), up to Five Million Dollars ($5,000,000) pending event
details, for bodily injury and One Million Dollars ($1,000,000) for property damage, including blanket contractual liability, independent contractors, and products and
completed operations. The foregoing general liability insurance policy shall not contain exclusions from coverage relating to the following participants, legal liability
activities or issues related to the Event hereunder: sporting events, high-risk events including but not limited to, rap concerts, performers, volunteers, animals, off-premises
activities, fireworks, or other pyrotechnical devices.

Comprehensive automotive bodily injury and property damage insurance in form acceptable to Legends Global for business use covering all vehicles whether operated by 
LESSEE, its officers, directors, agents and employees in connection with its activities hereunder, including loading and unloading hazards, whether owned by LESSEE, 
Legends Global, or otherwise, with a combined single limit of not less than One Million Dollars ($1,000,000) (including an extension of hired and non-owned coverage); 
and applicable workers compensation insurance for LESSEE’s employees, as required by applicable law. If the user’s activities involve the sale of alcohol, then liquor 
liability in the same amount is also required. 

The following shall apply to the insurance policies described in clauses above: Legends Global, the Shreveport Convention Center and the City of Shreveport shall be 
named as additional insured hereunder. Each such policy or certificate shall contain a valid provision or endorsement stating, “This policy will not be canceled or materially 
changed or altered without first giving thirty (30) days’ written notice thereof to each of Legends Global, Risk Management Director, 701 Market Street, 4th Floor, 
Philadelphia, PA, 19106, and City of Shreveport, Risk Management Department, 505 Travis St., Shreveport, LA 71101.” If any of the insurance policies covered by the 
foregoing certificates of insurance will expire prior to or during the time of an Event, LESSEE shall deliver to Legends Global at least thirty (30) days prior to such 
expiration a certificate of insurance evidencing the renewal of such policy or policies. Such policies shall be issued by an insurer having a minimum “A” rating by A.M. Best 
Company. The coverage provided under such policies shall be occurrence-based, not claims made. The coverage limits contained on such policies shall be on a per-
occurrence basis only. LESSEE hereby acknowledges that the coverage limits contained in any policy, whether such limits are per occurrence or in the aggregate, shall in 
no way limit the liabilities or obligations of LESSEE under this Agreement, including, without limitation, LESSEE’s indemnification obligations below. The terms of all 
insurance policies referred to in this Section shall preclude subrogation claims against Legends Global and Owner and their respective officers, directors, employees, and 
agents. The failure of the LESSEE to provide insurance in accordance with this Section shall result in LESSOR obtaining the required insurance with LESSEE being 
charged for the same at the prevailing rate. Should the LESSEE so desire, Legends Global may obtain insurance on behalf of the LESSEE at the prevailing rate with all 
associated costs being paid by the LESSEE. 

LESSEE shall indemnify, defend and hold harmless LESSOR, Legends Global Parent, Inc., the Shreveport Convention Center and the City of Shreveport and their 
respective officers, directors, agents, and employees (the "Indemnitees") from and against any and all losses, liabilities, claims, damages and expenses (including 
reasonable costs of investigation and attorneys' fees) (collectively, the "Losses") occurring at the Facility (whether within or without an Authorized Area)  caused to 
LESSOR, Owner and/or persons and/or property in, on, or near the Facility before, during, or after an Event, by 

(i) LESSEE's failure to comply with any and all federal, state, foreign, local, and municipal regulations, ordinances, statutes, rules, laws, constitutional provisions, and
common laws (collectively, the "Laws") applicable to LESSEE's performance of this Agreement and/or activities at the Facility, including without limitation, health and
safety laws, the Civil Rights Act, the American with Disabilities Act and intellectual property laws, (ii) any unlawful acts on the part of LESSEE or its officers, directors,
agents, employees, subcontractors, LESSEES, or invitees, (iii) the negligent acts, errors and/or omissions or the willful misconduct of LESSEE or its officers, directors,
agents, employees, subcontractors, LESSEES, or invitees, (iv) the material breach or default by LESSEE or its officers, directors, agents, or employees of any provisions
of this Agreement, (v) any and all rigging from or to the physical structure of the Facility or any fixture thereto, set-up, alterations, and/or improvements at or to the Facility
necessitated by and/or performed with respect to the Event.

3. LESSEE shall conduct business in the Facility in a dignified and orderly manner with full regard for public safety and in conformity with all Rules and
Regulations for facility users, including fire, safety, and health rules, as may be imposed from time to time by Company and/or local authorities. LESSEE shall provide
to Company, for LESSOR's review and approval (i) a full and complete description of all set-up (including, without limitation, any staging, lighting, video boards, and/or
rigging from or to the physical structure of the Facility or any fixture thereto required for the Event), electrical, communications systems, and plumbing work
anticipated to be needed for the Event, and (ii) a LESSEE Operations Plan in substantially the same form supplied by LESSOR. LESSEE shall update the Plan from
time to time as may be necessary or appropriate to address any changes in operating conditions. LESSOR reserves the right in its sole discretion to accept the Plan,
or request modifications to ensure compliance with event rules imposed by the LESSOR and all other applicable laws, regulations, codes, ordinances, orders, or similar
requirements.

4. That LESSEE shall not do or permit to be done anything in or upon any portion of the Center to bring up or keep anything therein or thereupon which will
in any way increase the premium of any insurance policy on the Center or any part thereof, or in any way conflict with the regulations of the fire department or with
any of the rules, regulations or ordinances of the City of Shreveport or in any way obstruct or interfere with the rights of other tenants in the Center.

5. LESSOR agrees to deliver the premises covered by the Lease, together with all furniture, fixtures and equipment located therein, to LESSEE clean and in its
"present" condition as of the first day of the Lease Agreement period. LESSEE shall be given the opportunity to inspect the condition of the premises, together with all
furniture, fixtures and equipment located therein immediately prior to occupancy to confirm the condition of the premises and equipment.
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6. That LESSEE shall not injure, mar, nor in any manner deface said premises or any equipment contained therein, and shall not cause or permit anything to 
be done whereby the premises or equipment therein shall be in any manner injured, marred or defaced; and will not drive or permit to be driven nails, hooks, tacks or 
screws into any part of the Center or equipment contained therein and will not make or allow to be made any alterations of any kind to the Center or equipment 
contained therein.

7. LESSEE shall quit and surrender the premises and all equipment contained therein to LESSOR at the end of the term provided for herein in the same 
condition as at the date of commencement of this lease, ordinary wear and tear excepted. LESSEE shall return said space in a broom-clean condition to include 
removal of tape, banners, tags and markings from floor, walls, and ceiling to include fixtures attached/installed thereto. At the conclusion of the occupancy LESSEE 
shall be given the opportunity to inspect the condition of the premises, together with all furniture, fixtures and equipment located therein to confirm the condition of the 
premises and equipment.

8. That if said premises or any portion of the Center or any equipment contained therein during the term of this lease shall be damaged by the act, default or 
negligence of LESSEE, or of LESSEE'S agents, employees, patrons, guests, or any person admitted to said premises by LESSEE, LESSEE will pay to LESSOR 
upon demand such sum as shall be necessary to restore said premises or equipment contained therein to their original condition. The LESSEE hereby further 
assumes full responsibility for all property entrusted to the care of the LESSEE or on the leased premises during the term of this lease which shall become damaged, 
lost, stolen or which shall have disappeared.

9. All property owned by LESSEE or its agents, sub-contractors or employees which is kept, stored, or maintained on the premises shall be so kept, stored, or 
maintained at the risk of LESSEE only and LESSOR shall not be responsible for the loss of or damage to said property.

10. The LESSOR reserves the right to remove from the Center all effects remaining after the time specified at the sole expense of LESSEE and to store the 
same at the sole expense of the LESSEE without any liability therefore on the part of the LESSOR.

11. The LESSEE will not post or exhibit or allow to be posted or exhibited signs, advertisements, show-bills, lithographs, posters, cards of nay description 
inside or in front or on any part of the Center except upon the designated locations provided by LESSOR therefore, and will use, post or exhibit only such signs, 
advertisements, show-bills, lithographs, posters or cards upon designated locations as are related to the LESSEE's event to be given in the Center and for such 
period of time as designated by the Center's Administration and that LESSEE shall take down and remove forthwith all signs, advertisements, show-bills, lithographs, 
posters or cards of any description objected to by LESSOR.

12. That the LESSOR has full control of the use of all hallways, stairways, connecting corridors, lobbies and all other public spaces hereto leased or part of 
said lease.

13. With the help and assistance of LESSEE, the LESSOR reserves the right to enter any portion of the premises and to eject any person or persons acting in 
an inappropriate, immoral or illegal manner, or causing such action which may be deemed dangerous or offensive to the facility or its patrons from said premises and 
upon the exercise of this authority through its Executive Director, agents or police, LESSEE hereby waives any right and all claim for damages against LESSOR.

14. That LESSEE shall not use or permit the premises to be used for any improper, immoral, or illegal activities and decisions of LESSOR in the matters shall 
be final.

15. That LESSEE shall not assign this lease without the written consent of LESSOR nor suffer any use of said premises other than herein specified.

16. If the premises or any part thereof shall become vacant during the said term, the LESSOR may re-enter the same whether by force or otherwise without 
being liable for any prosecution therefore, and may at its own option re-let the said premises as the agent of LESSEE and receive the rent therefore, applying the 
same, first: to payment of such expenses as may be incurred in re-entering and re-letting said premises together with any other amounts due LESSOR under this 
lease, and then to the payment of the rent due under this agreement; the surplus, if any, to be paid over to LESSEE and LESSEE covenants and agrees to pay 
LESSOR on demand the balance, if any, of the rental resulting from such re-letting; but nothing herein contained shall be construed as imposing any obligation on 
LESSOR to so re-let or attempt to re-let the premises or in any way affect the obligation of LESSEE to pay the full amount of said rental in case said premises shall 
not be so re-let.

17. If LESSEE cancels any event covered by this agreement, LESSEE agrees to pay LESSOR the following amounts as liquidated damages and not as 
penalty, and the parties agree that such amounts constitute reasonable provision for liquidated damages: A.) If LESSEE cancels more than one year before the first 
move-in day of the event, LESSOR shall retain the initial deposit as liquidated damages. B.) If LESSEE cancels more than six (6) months before the first move-in day, 
but less than one year before the first move-in day of the event, one-half of the base rent as shown on page one (1) of this agreement shall be payable to LESSOR as 
liquidated damages within 10 days of the invoice.  C) If LESSEE cancels less than six (6) months before the first move-in day of the event, the entire base rent as 
shown on page one (1) of the agreement shall be payable to LESSOR as liquidated damages within 10 days of the invoice.

18. If the Facility is damaged from any cause whatsoever or if any other casualty or unforeseeable cause beyond the control of the parties, including, without 
limitation, acts of God, fires, floods, epidemics, quarantine restrictions imposed by government officials, terrorist acts, strikes or labor disputes (though not of the 
employees of the LESSEE), failure of public utilities, or unusually severe weather, prevents occupancy and use, or either, as granted in this Agreement, then the 
parties shall be relieved of their respective obligations hereunder. In the event performance is excused in accordance with the foregoing provisions, LESSOR shall 
refund to LESSEE any deposits paid by LESSEE, less any reasonable costs and expenses which have been incurred by LESSOR up to the time further performance 
is excused. 
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19. LESSOR reserves the right to take temporary possession and control or evacuate the premises at any time inclusive of LESSEE's activity in the premises 
where it is deemed necessary for the safety of the public; but nothing herein contained shall be construed as imposing any obligation on LESSOR to so take temporary 
possession and control or evacuate the premises. LESSOR is to provide LESSEE a copy of Emergency Evacuation Plan.

20. The Center, including the leased premises and the keys thereof shall be always under the charge and control of the LESSOR.

21. In the event that LESSOR is unable to ascertain LESSEE'S financial condition, then LESSOR may, at its option, require LESSEE to give bond, at LESSEE's 
expense, in the amount of $25,000.00 with surety to be approved by LESSOR, conditioned upon the full and faithful performance of all the terms and conditions of this 
Agreement with special reference to paying in full in lawful money of the United States, all just and valid claims for rental and damage to or loss of LESSOR'S property. 
LESSOR's decision in this matter shall be final.

22. SCC management reserves the right to assign space based upon the best use of the Center. Third Priority Events as defined by the SCC Booking Policy may 
be moved to another space within the facility or to a different time prior to the receipt of a signed, fully executed Lease Agreement, or in the case of single day events, 
upon the Confirmed Booking of a multi-day event of any priority more than 60 days in advance of the contracted event. Movement to another date or venue will only be 
required as a last option following the full development of a schedule for the multi-day event.

23. LESSEE understands and agrees that during the term of this lease LESSOR may use or cause to be used for conventions, expositions, or attractions any 
portion of the Center not leased to LESSEE.

24. That the LESSEE shall not, without the written consent of LESSOR, put up or operate any engine, motor or machinery in the premises or use oils, burning 
fluids, camphene, kerosene, naphtha, or gasoline for either mechanical or other purposes or any other agent that uses gas or electricity for illuminating the premises. 
Further, helium tanks must be tied down and properly secure in the designated storage area.  The LESSEE shall not permit the use of inflatable displays or props, (i.e., 
balloons) without written permission from the Convention Center Management.

25. LESSOR, its representatives, employees, and concessionaires, shall always have free access to said premises as deemed necessary to conduct respective 
assigned work tasks. LESSEE will be assigned one (1) Event Manager to assist as liaison with facility which is part of this lease agreement.

26. LESSEE agrees that there shall be no discrimination against any subcontractor or against any employee who is contracted or employed in the work covered 
by this contract, or against any bidder or applicant for such work or employment because of race, color, religion, sex, national origin, or age. This provision shall 
include, but not be limited to, the following:  contracting, subcontracting, employment, upgrading, demotion or transfer, bidding or bid advertising, recruitment, or 
recruitment advertising; rates of pay or other forms of compensation; and selection for training, including apprenticeship.

27. LESSOR reserves the right to have and use without charge a minimum of twenty (20) tickets per day for public gated and ticketed shows in the Shreveport 
Convention Center. All tickets furnished to the Administration Office of the Convention Center should be choice seats. Further, LESSOR reserves the right to control the 
number of complimentary passes and/or tickets given out by LESSEE. Ticket sales for any show subject to LESSOR receiving a percentage of the gate revenue must 
be managed by a licensed and bonded ticket agency. LESSOR must have access to ticket sales through any outside ticket agency. LESSOR is a Ticketmaster 
exclusive venue.

28. LESSEE will be responsible for obtaining licensing agreements and paying all fees and royalties for the same which may be necessary and owing out of the 
use of this facility and will indemnify and hold harmless LESSOR from any and all claims, demands, suits and damages for copyright infringement arising out of the 
LESSEES's failure to do so.

29. This Agreement shall be governed in all respects by the State of Louisiana and shall be binding upon the parties, their heirs, representatives, successors and 
assigns and cannot be varied or waived by any oral representation or promises of any agent or other person of the parties hereto unless the same is in writing and 
mutually signed by the duly authorized agent or agents who executed this lease or other properly designated individuals.

30. Any matter not herein expressly provided for shall be in the discretion of the LESSOR. 
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