


2013 SCAA EXPOSITION
Boston Convention and Exhibition Center 

(“BCEC” or “Convention Center”) Boston, MA

TRADE SHOW OPENS Friday, April 12-14, 2013

General Building Policies
1) Decorations, signs, banners and similar materials 
may not be taped, nailed, tacked, stapled or otherwise 
fastened to ceilings, doors, walls, glass, stone, concrete 
surface, columns, painted surfaces, fabric or decorative 
walls.
2) All building fire hoses, extinguisher cabinets and 
electric panels must be visible and accessible at all times.
3) Use of ‘Caution Tape’ is prohibited. Yellow or red plastic 
tape with black stripes, or printed with ‘Caution’, ‘Do Not 
Enter’ or other warning messages may only be placed by 
the Massachusetts Convention Center Authority (MCCA) 
to warn individuals of a hazardous condition.
4) No holes may be drilled, cored, or punched in the 
building.
5) No pressure-adhesive stickers or decals, flyers or 
similar promotional items may be distributed in the 
building, except by prior written permission from the 
SCAA Show Manager.
6) Glitter, popcorn, helium balloons, sand, simulated 
snow, hazer/fogger machine, chewing gum giveaways 
and confetti are prohibited.
7) Permanent directional signs and/or graphics may not 
be obstructed in any manner.
8) Public elevators are not to be blocked or used to 
transport freight or equipment. All equipment and freight 
should be transported utilizing the freight elevator.
9) Exhibitors are responsible for any damage done to 
the Convention Center property or equipment by their 
employees or their exclusive agents during the event, 
including move-in and move-out.
10) The Convention Center does not provide furniture 
and equipment for exhibitor booths. All arrangements for 
furniture and for equipment for exhibitors will be handled 
by the show decorator.
11) Animals OTHER THAN guide, signal or service 
animals (as defined by state law) are allowed in the 
BCEC only for exhibits and only if approved by the 
BCEC Executive Director. Permits and satisfaction of any 
requirements are the exhibitor’s responsibility. Exhibitor 
must provide copy of the animal permit to the SCAA 
Show Manager prior to animal entering the convention 
center.  All sanitary and health and safety needs for 
the permitted animals are the sole responsibility of the 
Exhibitor.  Sanitary needs for guide, signal or service 
animals are the responsibility of the owner.
�Approved animals in the Convention Center must be on 
a leash, within a pen or under similar control. Exhibitor 
assumes full responsibility for any approved animal in the 
Convention Center and indemnifies and hold harmless 
SCAA, BCEC, their agents, employees, servants and 
officials from any and all claims, losses damages or 

expenses, including reasonable attorneys’ fees, arising 
out of or resulting from an approved animal.
12) Defamation: Any act or course of conduct, during 
or in connection with any event, which is reasonably 
calculated to be offensive to any religious or ethnic group 
is strictly prohibited.
13) The carrying of firearms and/or weapons of any kind 
within the facility is strictly forbidden without the prior 
written approval of the Convention Center Manager and 
the SCAA Show Manager, with the exception of licensed 
peace officers.
14) The Convention Center is a non-smoking facility. The 
distribution or sale of any type of tobacco products is 
prohibited in the facility.
15) The Exhibit Hall floor load capacity is 400 PSF live 
load.
16) Pyrotechnics, flammable/combustible liquids, 
hazardous chemicals/materials, blasting agents and 
explosive is prohibited, including roasters of any kind.
17) The BCEC strives to meet the needs of all its’ patrons 
at all events and is fully ADA compliant. All areas, including 
restrooms and the Food Court are accessible. Exhibitors 
are responsible for making exhibits accessible to qualified 
individuals with a disability visiting exhibit with respect 
to setup, paths of travel and other aspects of exhibit 
space that are within Exhibitor’s control. Exhibitors shall 
observe and comply with all laws, statutes, ordinances, 
rules and regulations of the U.S. government, State of 
Massuchusetts, including, but not limited to Americans 
with Disabilities Act. Exhibitor agrees to indemnify, defend 
(at City’s option) and hold harmless the BCEC, MCCA 
and SCAA from all damages, costs and expenses in law 
or equity arising out of Exhibitor’s failure to comply with 
applicable laws, statutes, rules, regulations or acts. The 
cost of compliance is the responsibility of the Exhibitor.
18) The City reserves the right to eject or cause to 
be ejected from the Convention Center any person or 
persons creating a discernable risk to the public health or 
safety for a period of time determined by the Convention 
Center Management or SCAA Event Management staff.
19) No exhibitor move-in is allowed through the main 
lobby area. Hotel bellmen carts are also prohibited in the 
lobby. Move-in of materials into the exhibit halls or the 
meeting rooms is restricted to the loading dock unless 
other arrangements have been made between BCEC 
and show management.
20) The Convention Center requires that all vehicles, 
forklifts and heavy equipment not on display be removed 
from the exhibit hall one hour before the event is open to 
the public.
21) Painting or finishing of signs, displays or other objects 
is prohibited at the Convention Center.
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*�Exhibits over 
8 ft. tall must  
be pre-approved  
each year.

22) Golf carts, utility carts, Segway™ vehicles and 
similar transportation devices are expressly prohibited 
in carpeted areas of the Convention Center, unless 
approved in advance and in writing by the Convention 
Center management.
23)  Any display containing soil, sand or similar 
materials shall use a protective floor covering such as 
Visqueen®, Masonite®, Homasote®, tarpaulin, plywood, 
or comparable protective material. Curbing material shall 
be used to prevent spills and seepage. Exhibitor is solely 
responsible for the removal of such material and cleaning 
of any staining.

Booth Specific Regulations
1) Booth decorations and displayed items must fit within 
the assigned 10x10 in-line or corner floor space of a 
booth. The back wall, including booth decorations and 
displayed items, may not exceed 8 feet high. Side walls 
may be 8 feet high where the side wall adjoins the back 
wall, only for the first 4 feet along each side of a booth. 
The remaining 6 feet running toward the aisle on each 
side may not exceed 3 feet tall. See diagram above. 
2) Exhibit structures are not permitted to block the 
sight lines of adjacent booths. For in-line booths, note 
that the “side wings” may only extend 4 feet from the back 
wall. The 4-foot “side wings” are any material, furniture or 
equipment that substantially obscures vision.  Review the 
diagram to be sure your booth is in compliance. 
3)  An exhibitor who wishes to have an in-line or corner 
exhibit with structural elements that are more than 
8-feet tall, must request pre-approval by SCAA Show 
Manager. Waivers are approved for one show only. 
If approved, there will include a requirement that all 
surfaces exceeding the 8-foot height limit have a display 
quality finish or be masked off with draping so the 
element more than 8-foot tall is not a visual distraction or 
unattractive to neighboring booths.
4) All exhibits are subject to on-site inspection. If you 
exhibit is out of compliance, or if masking drape is required 
in Show Management’s opinion to make an attractive 
appearance for neighboring exhibits, all costs incurred for 
corrective actions will be exhibitor’s responsibility.
5)  Two adjoining corner booths, commonly known as 
END CAP SPACE, may not be occupied by the same 
company.
6)  Island exhibits have a standard 12 foot height limit.
An island exhibit with structural elements that are more 
than 12-feet tall must be submitted to and pre-approved 
by SCAA Show Manager. The criteria for approval of 
exceptions is the impact of the over height element's 
mass and the extent to which it blocks the view of other 
booths.

7)  Island booths are sold as a unit. Portions of the island 
may not be canceled. If you intend to link island booths 
together to form one larger space, please discuss your 
plans with SCAA Show Manager before reserving space. 
It may not be possible to do what is intended due to 
location of utility boxes or  Fire Marshall's requirements. 
8)  Exhibitors are prohibited from subleasing exhibit 
space to another unrelated organization.
9) Any booth that requires pre-approval must be 
re-approved each year. It is possible that an over-height 
or over-mass booth will be approved one year and not 
in a subsequent year due to the booth’s location, ceiling 
height and other factors particular to the facility.
10) No exhibitor will be permitted to produce or release 
odors, make noises or play recorded or live music that is 
overpowering or obnoxious. The SCAA Show Manager 
shall determine when an odor, noise or music is offensive 
and may require an exhibitor to cease producing said 
odor, noise or music. 
�Amplified music played within a booth must be pre-
approved by SCAA Show Manager. In general, if the 
music can be heard more than 10 ft. from the booth, it 
will not be approved.
11) �BCEC exhibit hall ceilings are 35’5” feet high.
12) In-line or corner booths must be a minimum of 
10x30 to be eligible for ceiling hung banners in approved 
locations. Islands may have ceiling hung banners in 
approved locations. All ceiling hung banners must be 
pre-approved by SCAA Show Manager. In general, the 
guideline for ceiling hung banners is that the lower edge 
of the banner may not be higher than 16 feet off the floor 
and shall not exceed 300 square feet in surface area in 
a horizontal vertical plane relative to the exhibit hall floor. 
13) All signs, banners and displays to be suspended from 
exhibit hall ceilings in allowed areas must be approved 
75 days in advance by SCAA Show Manager and may 
only be hung by the service contractor and building 
personnel.  Once approved, diagrams must be submitted 
to the MCCA Exhibitor Service Department. Diagrams 
must include the location, dimensions and weight, and 
the height from the floor to the top of the suspended item. 
Diagrams must also show booth outline with aisles or 
neighboring booths marked for reference and orientation. 
14) SCAA reserves the right to require exhibitors modify 
or remove exhibits not in compliance with show rules. 
Exhibitor agrees to assume all costs associated with 
compliance, without recourse to SCAA or its agents.

Two Story Booths and covered booths
1) Convention Center requires that plans for all two story 
exhibits (“double-decker”) receive approval from the 
building and Fire Marshall 90 days before move-in. All 
such plans must bear the stamp of a registered structural 
engineer and/or certified architect and be accompanied 
by a letter from the engineer or architect stating that the 
exhibit conforms to the current Uniform Building Code. 
Contact the SCAA Show Manager for further information. 
Fees may apply for city-required permits.
2)  Two-story booths or booths with large covered 
areas are required to have automatic fire suppression 



equipment, smoke alarms and 10lb ABC fire extinguishers 
on each level of their exhibit. If you are planning a booth 
with a canopy, roof or ceiling of more than 100 square 
feet, Show Manager strongly suggests that exhibitor 
submit to-scale drawings of the plans and building 
materials list to SCAA so they can be submitted to the 
local fire marshal for review and approval PRIOR to 
exhibitors signing contracts to design or build their booth.

Questions 
��If you have any questions or doubts about whether 
your exhibit is too large, too tall, too heavy, too noisy, or 
includes anything that could be a problem, please write 
before March 1, 2013 and request an opinion or a waiver. 
Waivers need to be reapproved each year. Send your 
inquiry to:

SCAA Show Manager 
330 Golden Shore, Suite 50 

Long Beach, CA 90802 
exhibit@scaa.org | scaaevent.org                                
P 562.206.7022 | F 888.688.4549

Convention,  Display, Trade Show 
Labor work rules
1) Exhibitors who wish to employ display houses or 
exhibit manufacturers to install or dismantle their booth 
may do so, but the Installation & Dismantling (I&D)  
company must be contracted with the local union for 
labor. Exhibitors must submit the required notification/
authorization form (Official Exhibit Appointed Contractor) 
as instructed in the Exhibitor Service Kit. Exhibitors are 
not allowed to bring in outside I & D labor of any kind 
except for the above-mentioned union labor.
2) Exhibitors may install and/or dismantle their own 
exhibit display if they are full time employee of the 
exhibiting company and over the age of 18. 
3) Exhibitors using an I&D company other than the official 
show decorator/service contractor must name SCAA as 
additional insured and supply a certificate of insurance 
for the period of April 10 - April 15, 2013. The certificate 
must be supplied prior to the I&D company being allowed 
to work in the Convention Center. To assure your I&D 
house easy access to the show floor, please mail, scan 
or fax the I&D house’s certificates of insurance by March 
1, 2013 to:
SCAA Show Manager
330 Golden Shore, Suite 50
Long Beach, CA 90802
exhibit@scaa.org | P 562.206.7022 | F 888.688.4549
4) Labor for the installation and dismantling of exhibits 
and commercial presentations, as well as for all material 
handling, falls under union jurisdiction in the Convention 
Center facilities. This labor is supplied by the general 
service contractor. Union jurisdiction includes the overall 
set-up and dismantling of exhibits, including signs and 
carpet laying. This does not, however, include the 
unpacking and placement of the exhibitor's merchandise 
in the booth.

ELECTRICAL, AIR, WATER & GAS SERVICES
1) Electrical- The Massachusetts Convention Center 
Authority is the exclusive electrical provider in the facility. 
Contact MCCA Exhibitor Services at (617) 954-2230 or 
visit www.massconvention.com for more information.
2) All exhibitors’ 120 Volt cords must be of the 3-wire, 
grounded type and UL approved. All exposed non-
current carrying metal parts of fixed equipment which 
are liable to be energized shall be grounded. Exhibitors 
are responsible for distributing their own 120V electrical 
cords and plugging in their booth equipment. For 208V 
& 480V connections, floor plans are required. MCCA 
electricians are required to make all hard-wired and 
high-power (208V and 480V) electrical connections. All 
electrical equipment must be properly tagged and wired 
with complete information.
3) MCCA only offers 24-hour power for exhibitors who 
order 24-hr power. Electrical Services begin half an 
hour before the show and end on the hour after the 
show closes. Please order 24-hr power through MCCA 
Exhibitor Services. There are additional charges for 
24-hour electrical service. 
4) Air, Water & Gas (Plumbing Services) – The BCEC 
can provide water lines with up to 1” (approx. 30GPM) fill 
and drain water. The BCEC can supply air to most areas 
of the exhibit halls (approx. 110 PSI). Exhibitors must 
furnish necessary fittings to connect ¾” female quick-
disconnect for air and ¾” ≤’ male GHT thread for water 
connection. 
 

Fire Department  Specifications and 
Requirements 

1) All exhibit booths, drapes, curtains, table covering 
skirts, carpet and other material used in a booth shall be 
constructed with non-combustible or limited-combustible 
materials.

2) Wood booths must be one quarter (1/4") thick or 
greater.

3) Booths with tents, canopies or tarps larger than 
10x10 must be fire resistant and meet CPAI 84 (Canvas 
Products Association International) specifications. All 
canopied booths must have a working smoke detector 
properly mounted in the canopy. Individual exhibitor 
tents, canopies or tarps, exceeding 300 square feet 
(28 square meters) shall be protected by automatic 
fire extinguishing systems. A single exhibit or group 
of exhibits with ceilings that do not require sprinklers 
shall be separated by a distance of not less than 10 
feet (3050 mm) where the aggregate ceiling exceeds 
300 square feet (28 square meters). The Boston Fire 
Department prohibits the use of fabric as a display 
ceiling or covering. If cooking in a canopied booth, you 
must also have a Class K fire extinguisher no further 
than 30 feet (9.15 meters) from the hazard to the 
extinguisher.
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4) Vehicles, kiosks and similar products having over one 
hundred square feet (100') of roofed area shall also have 
smoke detectors with audible alarms. Roofed spaces 
of 300 square feet or more require automatic sprinkling 
equipment. 

5) Only Underwriters Laboratories (UL) approved clamp-
on types of portable spotlights are allowed. Only UL 
approved extension cords 12 gauge or greater rated for 
20 amp are allowed. Note: Household extension cords 
are not permitted. These are generally 14 or 16 gauge 
and only rated at 15 amp. Gas appliances must be 
A.G.A. approved. Only U.L. approved clamp-on types of 
portable spotlights are allowed, with porcelain base and 
metal guards.  Clip on types are not allowed.

6) Storage: No more than a one-day's supply of 
combustible storage is allowed beneath tables. No 
storage of any kind will be allowed behind curtains or 
walls of booths in any facility. Storage and/or booth 
construction shall not block access to any fire/life safety 
equipment and shall not impede exit access, exit doors or 
aisles. This also applies to easels and signs.

7) Flame Retardant Treatment – All decorations, drapes, 
signs, banners, acoustical materials, hay, straw, moss, 
split bamboo, plastic cloth or similar decorative materials 
or any other potentially combustible materials shall be 
flame retardant to the specifications of and submitted 
to the Boston Fire Department Chemist for approval. 
Material that cannot be treated for flame retardancy shall 
not be used  All fabrics, whether treated or inherently 
flame resistant, shall be labeled, tagged, stamped, 
printed or stenciled with the retardant information. The 
original flame retardant compliance tag must be attached 
to tent, canopy or tarp. Additionally, exhibitors must have 
the manufacturer documentation available for on-site 
inspection.

Oilcloth, tar paper, sisal paper, nylon and certain other 
plastic materials cannot be made flame retardant and 
their use is prohibited. Table coverings must be flame 
retardant. 

If there is a flame retardant question and no Certificate 
or other recognizable identification is readily apparent, 
the questionable material will be removed from the 
Convention Center. 

8) Fire Permits: Special fire permits are not issued. If 
you have any questionable exhibit properties within your 
booths, you may be required to hire a 24-hour fire watch 
at your own expense. To discuss if anything in your 
booth is not flame retardant or fire proofed and may be 
a problem, please contact the Boston Fire Department 
within six (6) months of the event. The Boston Fire 
Department does not accept certificates from other 
jurisdictions. Materials may be sent directly to the Boston 
Fire Department for testing. For more information, please 
contact the Boston Fire Department, Fire Prevention 
Division, 1010 Massachusetts Avenue – 4th Floor, 
Boston, MA 02118, Tel: 617-343-2175 Fax: 617-343-3604

9) Areas within the exhibit booth that are totally enclosed 
(i.e., walls and roof/ceiling) must be served by an 
emergency lighting source (i.e., battery powered).

10) No open flames allowed.

11) Use of flammable compressed gas cylinders is strictly 
controlled within the facility, and generally prohibited   

12) No flammable gasses, liquids or solids, are allowed in 
any building, enclosed tent or structure. Two (2) 1-pound 
UL approved canisters of butane are permitted in a booth 
at any one time. All other bottles must be stored outside 
the building and secured.

Food & Beverage — sampling Permit 
Required
1) Food and/or beverage purchased outside of the 
Convention Center may not be brought into or consumed 
within the Convention Center. 
2) Food and beverages distributed by exhibitors are limited 
to products manufactured, processed or distributed by the 
exhibiting firm and are limited to sample size. Sample size 
is 4 ounces of (nonalcoholic) liquid and 2 ounce bite-size 
food portions or pre-packaged food.
Temporary Food Service Permit Application – The City of 
Boston Inspectional Services Division requires a temporary 
food service permit for any F&B served at the BCEC that 
is not sourced through the BCEC’s exclusive Food & 
Beverage (“F&B”) provider. Permit fees begin at $30.00 
for a one-day permit with $5.00 for each additional day 
of sampling (example: a 3-day permit costs $40.00). See 
form at the back of this booklet.
3) Levy Restaurants have exclusive food and beverage 
distribution rights in the building. Exhibitors may distribute 
sample food and/or beverage products ONLY upon written 
advance authorization by the exclusive F&B service 
provider General Manager. Please complete and return the 
Sampling Authorization Form at the back of this booklet. 
This form outlines policies and procedures pertaining to 
F&B sampling at the BCEC, including allowable sample 
sizes, eligibility of sampling, method of distribution, etc. 

Smoking  and Tobacco Products, 
Alcohol and Sexually Explicit 
Policies
�Tobacco, firearms, alcoholic beverages, and sexually 
explicit products may not be brought onto the show exhibit 
floor, nor may they be advertised, marketed, distributed, 
displayed or consumed on the Exposition floor.

Delivery Procedures
The Convention Center does not accept advance freight, 
overnight deliveries or shipments for exhibitors or 
contractees. Freight must be consigned to the official show 
service contractor during the move-in period. No Cash on 
Deliveries (C.O.D). deliveries will be accepted. 
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Freight Handling Jurisdiction
�Service contractor has the responsibility of receiving and 
handling all exhibit materials and empty crates; this is 
called “drayage” or “material handling” and is billed to 
the exhibitor. It is service contractor’s responsibility to 
manage docks and schedule vehicles for the smooth 
and efficient move-in and move-out of the exposition. 
Access to the loading docks will be controlled by service 
contractor in order to provide for a safe and efficient 
move-in and move-out. Service contractor will not be 
responsible, however, for any material they do not handle.
Exhibitors are allowed to perform their own material 
handling, providing all of the following criteria are met: 
• Exhibit personnel performing the work must be bona 
fide, full-time employees (“authorized personnel”) of said 
company.
• Exhibitors may choose to off-load from a company 
owned truck or rental vehicle, or from a car, van or truck 
owned by personnel of the company provided the vehicle 
is co-owned or rental vehicles must be less than 24 feet 
in length.
• Exhibitors may use only hand-operated equipment, 
which they have provided; two wheeled hand trucks and 
four-wheeled flat trucks are permitted as well.
• At no time can vendors (A/V, furniture design firm, 
etc.) unload their items. An approved General Service 
Contractor (GSC) or the Exclusive Rigging Service 
Provider (ERSP) must be hired by the Licensee to 
unload/re-load and push in all vendors.

Hand-Carried Freight
The Licensee and its exhibitors will be allowed to hand 
carry one item, one time, in or out of the facility without 
having to access the loading dock. (Handcarried freight 
is defined as one item that can be easily carried by 
an individual, without the need for dollies or other 
mechanized equipment.) Dollies, flatbeds, or anything 
mechanical are prohibited in the lobby. Material that 
requires the use of wheeled or mechanical equipment 
must be delivered to the exhibit floor through the loading 
docks or drive-on access from the freight dock and 
handled by the service contractor. MCCA Public Safety 
personnel will be on site to direct and assist exhibitors 
during move-in and move-out.

music rights Fees & COPYRIGHTS
�SCAA  reserves the right to require an exhibitor to cease 
using live or recorded music if the exhibitor cannot 
provide documentation onsite showing satisfaction of 
ASCAP, BMI, SESAC or other copyright or royalty license 
fees. All ASCAP, BMI, SESAC or other copyright or use 
fees applicable to music or entertainment used as part 
of an exhibit are the full responsibility of the exhibitor. 
Payment of the fees must be made by the exhibitor 
directly to the applicable licensing agency and a license 
may be required before playing/using copyrighted and/or 
recorded or live music.
Exhibitor agrees that it shall be solely responsible for 
obtaining and payment of licenses that may be required to 
broadcast, perform or display any copyrighted materials, 

including, but not limited to music, video and software. 
Exhibitor indemnifies SCAA and each of their officers, 
staff, members and agents and agrees to defend and pay 
all claims including attorney fees, costs and judgments 
for failure to obtain any necessary licenses.

Parking and Unloading
The BCEC currently maintains 1,345 parking spaces 
in the South Parking Lot which is located at the rear of 
the facility. There are also 200 parking spaces that are 
utilized for valet parking. Both operations accept credit 
cards and cash. Please keep in mind that there is no 
24-hour parking, or overnight parking at the BCEC. No 
parking is allowed at the entrance of the facility.

Exhibitor staff members parking on the loading dock 
and displaying their loading dock parking pass on the 
dashboard of the motor vehicle for the purposes of 
unloading cargo have a limit of 30 minutes. Exhibitor staff 
remaining in the loading dock area beyond the 30 minute 
limit and/or who do not properly display a valid loading 
dock parking pass subject themselves to towing at the 
vehicle owner/operator’s risk and expense.

VIDEO/PHOTO/AUDIO/
TELECOMMUNICATIONS

Commercial audio and video equipment is not permitted 
in the exhibit hall except within an exhibitor's own booth, 
with written permission from SCAA, or by badged 
members of the press.

Images of a booth and its contents may only be 
electronically recorded with the consent of the exhibitor. 
SCAA reserves the right to revoke the credentials of 
violators and remove the violator from the exhibit hall. 
No visual or audio recording of any type or kind shall be 
made in the Convention Center without the prior written 
approval of SCAA. The Convention Center reserves the 
right to impose an additional charge for that privilege.

SCAA reserves the right to video and audiotape 
events and exhibits for training or marketing 
purposes. Exhibitors must comply with the MCCA 
Telecommunications Terms and Conditions for 
telephone, Internet, networking and data services.

SELLER'S PERMIT/BOSTON SALES TAX
Exhibitors who sell and deliver merchandise on the SCAA 
show floor will need to register with the Massachusetts 
Department of Revenue. There is no fee to register.
To find more information or register for sales tax, visit 
the following website: www.mass.gov/dor. From the 
home page you will click on “E-Services” then under 
“Businesses”, click “WebFile for Business.” From there 
follow the instructions to register for your sales tax permit. 
You may also contact the Department of Revenue at 
(617) 887-MDOR.

6



Tipping
�Neither the Convention Center nor the service contractor 
employees are permitted to accept tips. Soliciting or 
accepting a gratuity, loan, gift, tip, favor or entertainment 
can result in the worker's termination. SCAA requests 
that exhibitors honor the building and show decorator 
employment rules. In addition, because of the way freight 
is handled, exhibitors should be aware that a tip cannot 
cause crates to be delivered out of the order in which 
they would have otherwise been delivered. The service 
contractor requires the highest standards of integrity 
from all employees. Please report any solicitations 
immediately to the SCAA Show Manager.

Hazardous Waste Materials Disposal
Chemicals, solvents and/or solutions considered 
hazardous, including biohazards and grease, are not 
allowed to be disposed of through the sewer lines or 
drains of the Convention Center. Any materials that 
are brought into the facility must be accompanied by 
applicable Material Safety Data Sheets. All items must 
be cared for, handled and disposed of in accordance 
with the Environmental Protection Agency regulations 
in effect at the time of the show. Exhibitors using these 
items are solely responsible for their removal from the 
Convention Center property. Please check with the 
Official Cleaning Service Supplier prior to the trade show 
to make the necessary disposal arrangements for any 
hazardous waste materials of any types. 

Vehicles On Show Floor
�Vehicles that are to be brought into the BCEC must be 
pre-approved by the BCEC, and all requirements made 
under that agreement must be followed. In some cases, 
vehicles will not be allowed in the building, and there are 
restricted areas that vehicles cannot enter. Keys to start 
the vehicle, as well as any deactivation codes for security 
features, must be left with the BCEC Public Safety 
department. Staining: Any equipment or vehicles likely to 
drip oil or other staining solutions may not be operated or 
placed within the Convention Center without a drop cloth 
large enough to cover the entire undercarriage of the 
vehicle. This must be used during the entire  display. The 
entity bringing equipment or vehicles into the building 
is responsible for all costs including, but not limited to, 
cleaning that may result from staining or other damage 
caused by staining materials. For vehicles, the battery 
must be disconnected and the end of the disconnected 
battery cable taped; and the vehicle must have less than 
a 1/8 tank of gas or 3 gallons, whichever is less. The gas 
cap must be locked or taped shut. Vehicles may not be 
fueled  or defuled inside the building. No gasoline motors 
may be run in exhibits after the vehicle is placed in the 
exhibit. Advance move-in arrangements with the service 
contractor are required to assure sufficient clear space 
and any needed service contractor Labor. Duplicate keys 
for vehicles on display must be provided to SCAA Show 
Management for use in the event of an emergency. 

Cleaning

SCAA will contract for aisle carpet vacuuming and aisle 
trash receptacle dumping. Exhibitors are responsible 
for cleaning their booth area. The Exhibitor Service kit 
will provide an order form for exhibitors to purchase 
this service. Booth Cleaning is an exclusive MCCA/
BCEC service and can be arranged online at www.
massconvention.com

Additional Show Rules
1) In addition to building regulations and local union 
practices, there are also show rules which SCAA 
enforces to provide a visually appealing exhibit floor for 
attendees, while assuring each exhibitor the maximum 
use of their space. If your booth does not conform 
to these guidelines, please make prior arrangements 
with the Show Manager to request a waiver. SCAA 
reserves the right to require modifications, dismantling or 
relocation of any nonconforming booth without refund or 
compensation to the exhibitor. Waivers must be renewed 
each year. 
2) During move-in and move-out, no one under 
16 years of age is permitted in the exhibit hall. No 
one under 12 years of age, including infants, is 
permitted to enter the exhibit hall at any time, which 
includes, but is not limited to before, during and 
after hours and in workshops, educational sessions 
and exhibit hall. NO EXCEPTIONS. This applies to 
exhibitors and their families, show attendees and 
Barista Competition participants. 
3) Exhibitors are not permitted in other exhibitor's booths 
at any time when the exhibit hall is not open to the public. 
SCAA reserves the right to revoke the registration badge 
of anyone not in compliance with this show rule.
4) Exhibitors must be mindful of the security of items in 
their booth at all times, including non-public hours such 
as the hours exhibitors are allowed in the hall early and 
after hall hours at tear down. SCAA is not responsible 
for loss or damage to exhibitor's property. SCAA strongly 
recommends that exhibitors A) cover their small display 
items when the hall is closed to  attendees; B) cable 
lock electronic equipment; C) put high value items out 
of sight during non- show hours or remove from floor; D) 
do not ever leave briefcases/purses, laptops unattended; 
E) carry insurance that includes coverage for theft and 
damage. 
5) The right to enter the exhibit hall or any space leased 
by SCAA is subject to revocation without refund at the 
discretion of SCAA Show Management.
6) Exhibit space fees must be paid in full to SCAA and 
any required liability insurance certificates supplied to 
SCAA before any freight is delivered to an exhibitor’s 
booth. 
7) Any exhibit materials packaged for shipment, but not 
picked up by freight carrier by 11 am on April 15, 2013 
will be "forced" on to any available carrier of the service 
contractor's choice. Any  exhibit materials remaining on 
the floor 18 hours after the close of attendee show hours 
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on the last day of the exposition are deemed to be 
abandoned by the exhibitor, if there is no evidence of 
packing. Any costs, penalties and fines associated with 
removal of the materials from the show floor will be billed 
to the exhibitor and exhibitor may be denied space in 
future SCAA shows. Any non-packed materials on the 
show floor at 11:00 am April 15, 2013  will be disposed of 
without compensation to the owner.

8) Insurance - Mandatory: Exhibitor agrees to 
maintain adequate insurance to fully protect SCAA 
Show Management and its affiliates, co-sponsors, 
service contractors and the Convention Center and 
its management from any and all claims arising from 
the exhibitor's activities including, but not limited to the 
installation, operation and dismantling of exhibitor's 
display. The foregoing insurance requirement includes 
claims under the Worker's Compensation Act or for 
personal injury, death or for damage to property. Exhibitor 
understands that neither Show Management nor the 
Convention Center maintains insurance covering the 
exhibitor's property and it is the sole responsibility of the 
exhibitor to maintain such insurance. 

Exhibitor is responsible for any and all damages caused 
by the exhibitor or exhibitor's agents, employees or 
guests. Exhibitor agrees to indemnify, defend and hold 
harmless the defend and hold harmless the Boston 
Convention & Exhibition Center (BCEC), Massachusetts 
Convention Center Authority (MCCA), City of Boston, 
Levy Restaurants, and Specialty Coffee Association 
of America  (SCAA) and all of their partners, affiliates, 
agents and employees from and against any liability for 
loss or damage of any kind which exhibitor may directly 
or indirectly cause.

9) US-based exhibitors must carry: Statutory limits 
for Workers' Compensation and Commercial General 
Liability including products and completed operations, 
independent contractors  personal injury and blanket 
contractual liability insurance limits of at least $500,000 
per occurrence and $1,000,000 aggregate. These 
coverage’s must be evidenced by a Certificate of 
Insurance with a 30-day notice of cancellation provision 
to the holder. 

Liability Insurance Certificates must name "Specialty 
Coffee Association of America", "City of Boston", "MCCA 
(Massachusetts Convention Center Authority", "BCEC 
(Boston Convention & Exhibition Center)", “and "Levy 
Restaurants"  as additional insureds and be provided to 
SCAA at least 30 days before the exhibit date. Exhibitors 
must also provide a copy of their workers’ compensation 
certificate if that coverage is required coverage in the 
state in which they are based. Mail, e-mail or fax all 
applicable certificates or single certificate naming all 
parties by March 1, 2013 to:
SCAA Show Manager
330 Golden Shore, Suite 50, Long Beach, CA 90802
F 888.688.4549 | exhibit@scaa.org

10) Exhibiting companies that need a General liability 
policy may choose to purchase a policy limited to the 
length of the SCAA Exposition. One company that offers 
a reasonably priced, short-term exhibitor policy is: K & 
K Insurance, 1712 Magnavox Way, Fort Wayne, Indiana 
46801-2338, tel 800-328-2317, fax 260-459-5502, www.
KandKInsurance.com. If you need K & K application or 
information forms, call K & K and they will be faxed or 
emailed to you. Insurance certificates will not be issued 
by K & K until February 1, 2013. The SCAA makes no 
representation or warranties, either express or implied 
regarding the quality or comprehensiveness of K & K’s 
insurance polices. 
11) Non-United States based exhibitors are exempt from 
providing proof of Workers Compensation Insurance 
only. Foreign exhibitors DO need to comply with the 
liability requirements.
12)	 Remind your insurance agent to drop the 
additional insured certificates for prior years convention 
centers.

FOOD & BEVERAGE In-Booth Hand 
Washing Station Components 
• Thermos of hot water
• Antibacterial soap
• Bucket to catch waste water
• Roll of paper towels
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• �Accessories for Retailers 
(Things sold to Retail 
Customers)

• Allied Beverages
• �Allied Foods: Pastries, 

cookies, cakes, candies
• �Brewing & Grinding 

Equipment (Commercial)
• �Cart & Kiosk Manufacturers
• �Chocolate, Cocoa
• �Flavorings, Syrups, 

Sweeteners, Additives
• �Green Coffee
• �Growers’ Requirements

• �Packaging Equipment  
& Materials

• �Professional Services
• Publications, Shows &  
  Non-Profits
• �Retailers Requirements  

 (Things used in a store by 
the retailer)

• �Roasted Coffee 
(Wholesale)

• �Roasters Requirements 
• �Tea
• �Water Treatment Products 

& Services

select your product category
Each exhibitor’s space will be identified on-line by the 
company's product or service category. Choose from 
these options:

Exhibitors sampling  food 
or beverages are required to 
have a hand washing station.



NOTES
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2013 SCAA Exposition
BOSTON Convention AND EXHIBITION Center

BOSTON, MASSACHUSETTS
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Exhibit Booth Sales, Waivers 
& facility questions
Specialty Coffee Association of America 
330 Golden Shore, Suite 50, 
Long Beach, CA 90802
Tel: 562-206-7022 | Fax: 888-688-4549
exhibit@scaa.org | scaaevent.org

Exhibit Services Contractor/show 
decorator
Freeman | www.FreemanCo.com
Tel: 781.380.7550 • Fax: 469.621.5602
E: FreemanBostonES@freemanco.com
Service Kit Online ordering: 
www.myfreemanonline.com
Service Kit on-line support: 888-508-5054
Freeman Exhibit Transportation: 800-995-3579

HOUSING - 
Par Avion Meetings & Conventions 
6033 W. Century Blvd., Suite 780
Los Angeles, CA 90045
Tel: toll free 1-800-826-0143 or 310-590-4711 
Fax: 310-649-3554
Housing forms are online at www.scaa.org.

BOSTON Convention AND 
EXHIBITION Center
415 Sumner Street, Boston, MA 02210
T: 617-954-2000| F: 617-954-2299
www.advantageboston.com/bcec.aspx
Do not use for shipping - 
refer to Exhibitor Service Kit.

Hall A – ACTIVITY HALL: 
• United States Barista Championship
•	Coffee of the Year
•	SCAA Store
•	United States Cup TastersChampionship 
•	The Cupping Exchange
•	USBC Brewers Cup

SCAA is continuing its green initiative. 
2012 Exhibitor Service Kits are 

available exclusively on-line.

Visit www.scaaevent.org 
to view a live floor plan and booths 

currently available. Printed floor plan is an 
approximation only and is subject to change.
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LEVY RESTAURANTS BCEC AUTHORIZATION REQUEST 

Sample Food and/or Beverage Distribution 
 
Please complete this form to receive authorization to distribute food or beverages not purchased through Levy 
Restaurants.   Levy Restaurants has exclusive food and beverage distribution rights within the Boston Convention and 
Exhibition Center (BCEC) and has the responsibility to the City of Boston to strictly regulate any food and beverage 
activity within the BCEC.  Due to strict regulations, any vendor sampling product within the above mentioned 
parameters must submit a sampling form to Levy Restaurants for approval.  

 

The Selling of Food and/or Beverage products by any other entity is strictly prohibited. 
 

 Sponsoring Organizations of expositions and trade shows, and/or their exhibitors, may distribute SAMPLE food and/or 
beverage products ONLY upon written authorization and adherence to ALL of the conditions outlined below. 

 

General Conditions - Food Industry Related Shows 
 

1. Items dispensed are limited to products Manufactured, Processed or Distributed by exhibiting companies. 
 

2. All items are limited to SAMPLE SIZE and must be dispensed/distributed in accordance to Local and State Health 
Codes: 

a. Non-Alcoholic Beverages limited to maximum of 4 oz. Sample Size, served in biodegradable (or plastic) cups.  
No cans or bottles will be permitted.  Levy Restaurants will be happy to provide biodegradable service wares 
for all services, please contact your Catering Sales Manager for a price list of available items. 

b. Alcoholic beverage sampling is permitted only if you are the manufacturer or distributor of the beverage.  
Alcoholic beverages must be “sample” sizes (2 oz. for beer/wine, 1.25 oz for liquor) and can only be served 
by a licensed Levy Restaurants bartender. 

c. Food items are limited to “bite size”, not to exceed 2 oz. portions or a 2 oz. prepackaged samples. 
d. All food/beverage items brought in are required by the Boston Health Department to have a temporary 

Health Permit.  This includes prepackaged food samples, samples not intended for consumption on the show 
floor, and bottled water.  

 

3. Vendors are responsible for all booth rental fees, electrical, plumbing, drayage and all other Levy Restaurants and/or 
BCEC services. 

 

IF YOU DO NOT MEET THE CONDITIONS LISTED ABOVE, THE FOLLOWING POLICIES APPLY: 
 

TAKE-AWAY ITEMS AND BUY-OUT FEES Any Food and Beverage brought on premises without the Written Authorization 
from Levy Restaurants, the BCEC and Show Management is strictly prohibited. 

 

1. Take-away items will be assessed and approved on a case by case basis by Levy Restaurants.  Take-away 
items are items that are distributed to attendees but are not intended for immediate consumption at the 
time of receipt.   

 

2. Requests for all Food or Beverage Products brought on the premises for consumption at hosted 
banquet/booth events or that do not fall within the Sampling parameters listed above may incur a Buy-out 
Fee by Levy Restaurants.  An appropriate buy-out fee will be determined by Levy Restaurants on a case by 
case basis; however, the buy-out fee will be based on a percentage of the retail pricing for the food and/or 
beverage item and is subject to all applicable taxes and service charges.   

 
UNUSED FOOD OR BEVERAGE PRODUCT that requires pick-up or shipment after the show/event is the responsibility of 
the Company that is sampling the product.  Absolutely NO REFUNDS of Buy-out Fees will be given for Food or Beverage 
Product if not consumed during show/event.  

 
FOOD AND BEVERAGE RELATED SERVICES including storage, delivery, or any other service required for Food and/or 
Beverage products brought from the outside are not the responsibility of and will NOT be provided by Levy Restaurants.   
 
 



    
If these services are required the following charges will assessed: 

1. $150.00 per day minimum for dry or refrigerated storage 
2. $150.00 for a Small Visi Cooler 
3. $300.00 for a Large Double Visi Cooler 
4. $25.00 per Drop Off and Per Pick-up for Steward  
5. $6.00 per 5 pound bag of ice 

*Both the Refrigerator and Cooler require Stewarding Labor to drop off and retrieve the equipment. 
 

SHIPPING/RECEIVING Please note that only product you expect to be prepared by, stored by and delivered by Levy 
Restaurants should be shipped to Levy Restaurants.  Please see the Shipping Label, fill it out and ensure it is used 
properly to ensure proper receiving of your product.   You must contact Levy Restaurants prior to shipping items – items 
not expected will not be received.  For all Food and Beverage not purchased through Levy Restaurants, all standard fees 
mentioned above will be charged where applicable, including 20% Administrative Fee and Applicable Sales Tax.   

 

The Company named below acknowledges they have sole responsibility for the use, servicing or other disposition of 
such items in compliance with all applicable laws.  Accordingly, the firm agrees to indemnify and forever hold harmless 
Levy Restaurants and the BCEC from all liabilities, damages, losses, costs or expenses resulting directly or indirectly from 
their use, serving or other disposition of such items.   
 

Exhibiting firm must provide Levy Restaurants with a certificate of liability with coverage of $1,000,000 per 
occurrence and naming Levy Restaurants Corporation and the BCEC as additional insured. 

 

Before returning this document, please sign the “Agreed” indicating you have read and you agree with all conditions. 
 

 
Company Name___________________________________________________________Booth No. ______________ 
 
Company Address________________________________________________________________________________ 

 
Contact Name_______________________________ ______________Telephone (     ) _________________Ext_____  

 
Email _____________________________Onsite Contact_______________________________ Cell ______________  

   
 

Please include:   ~~   Item   ~~   Distribution Purpose   ~~   Quantity   ~~   Portion Size   ~~   Method of Dispensing   ~~ 
__________________________________________________________________________________________________ 
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 
 
Agreed___________________________  Approved________________________  Date_______________ 

Exhibiting Firm          Levy Restaurants 
               

PLEASE RETURN FORM TO LEVY RESTAURANTS TO ENSURE CONFIRMATION AND APPROVAL. 
 

For additional services and information, please contact Levy Restaurants: 
 

Lauren Joyce, Catering Sales Manager 
415 Summer Street, Boston MA 02210 

ljoyce@levyrestaurants.com 
Telephone 617.954.2321 Fax 617.954.2159 
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Boston Inspectional Services Department 

Division of Health Inspections 
www.cityofboston.gov/health 

 
NAME OF APPLICANT: _________________________________________ PHONE _____________________ 

NAME OF OWNER (if different): ________________________________________________________________ 

ADDRESS: __________________________________________________________________________________  

CITY:_________________________________________ STATE: ________________ ZIPCODE: _____________ 

EMAIL ADDRESS: ____________________________________________________________________________ 

 
NAME OF EVENT: ___________________________________________________________________________ 

EVENT COORDINATOR: _______________________________________ PHONE _______________________ 

EVENT ADDRESS: ___________________________________________________________________________  

CITY:_________________________________________ STATE: ________________ ZIPCODE: _____________ 

DATE/TIME OF EVENT: _______________________________________________________________________ 

SIGNATURE OF APPLICANT: __________________________________________________________________ 
 

ONLY NO TRANS FAT FOODS CAN BE SERVED (effect. 9/13/08) 

 
LIST ALL FOOD/BEVERAGES THAT WILL BE SERVED AND THE ESTABLISHMENT WHERE THE FOOD WAS PURCHASED: 
 
ITEMS:       LOCATION PURCHASED: 
 
____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

____________________________________________________________________________________________ 

 

***PHF’S (POTENTIALLY HAZARDOUS FOOD PRODUCTS) ALWAYS REQUIRES A HEALTH INSPECTOR ON SITE.  

CHECK WITH OFFICE IF YOU HAVE QUESTIONS ON THIS*** 

 

FEES ARE AS FOLLOWS:        EXAMPLE: 

1 DAY EVENT - $30         1/1/01=$30 

$30 FOR FIRST DAY; $5 FOR EACH ADDITIONAL DAY UP TO 14 DAYS   1/1/01-1/3/01=$40 
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PREPARATION/COOKING FACILITIES: 

ON SITE: YES ___  NO ___  N/A, IF YES, DESCRIBE FACILITIES AND EQUIPMENT: _________________ 

___________________________________________________________________________________________ 

 

OFF SITE: YES ____, IF YES, WHERE? _________________________________________________________ 

 

TYPE OF TABLEWARE: PAPER PRODUCTS ___________ CHINA _____________ 

 

DESCRIBE WAREWASHING FACILITIES FOR UTENSILS AND EQUIPMENT: ______________________ 

___________________________________________________________________________________________ 

 

FOOD PROTECTION: 

DESCRIBE EQUIPMENT AND MEANS OF TRANSPORTING FOOD HOT (140OF OR ABOVE), COLD (45OF OR BELOW): 

________________________________________________________________________________ 

____________________________________________________________________________________________ 

 

REFRIGERATION: REQUIRED ____  NOT REQUIRED _____ 

METHOD OF REFRIGERATION: _______________________________________________________________ 

____________________________________________________________________________________________ 

 

TYPE OF COOKING/HOTHOLDING EQUIPMENT: ________________________________________________ 

____________________________________________________________________________________________ 

 

DESCRIBE MEASURES TO PROTECT FOOD FROM CONTAMINATION DURING PREPARATION, STORAGE AND DISPLAY: 

____________________________________________________________________ 

____________________________________________________________________________________________ 

 

GARBAGE AND RUBBISH:  

DESCRIBE MEANS FOR STORAGE AND DISPOSAL: _____________________________________________ 

 

PERSONNEL AND FOOD HANDLING PRACTICES: 

NUMBER OF FOOD HANDLERS: _______________ 

LOCATION OF HANDWASHING FACILITIES: ___________________________________________________ 

LOCATION OF TOILET FACILITIES: ___________________________________________________________ 

HAIR RESTRAINTS PROVIDED:    YES _____   NO _____ 

DISPOSABLE GLOVES PROVIDED:  YES _____   NO _____ 





25th Annual Exposition - Boston, Massachusetts 2013 EXHIBITOR TERMS & CONDITIONS
CODES & AGREEMENTS: Exhibitor hereby agrees to be bound by the “Rules and Regulations of the Exposition.” Exhibitor further agrees to adhere to and be 
bound by (i) all applicable fire, utility, tax,copyright and building codes and regulations; (ii) any rules or regulations of the facility where the Exposition is being 
held; (iii) the terms of all leases and agreements between the SCAA and the managers or owners of said facility; and (iv) the terms of any and all leases and 
agreements between SCAA and any other party relating to the Exposition. Exhibitor shall not, nor shall Exhibitor permit others to do anything to the Booth or 
do anything in the facility which would cause a difference in conditions from those previously approved by the insurance carriers of the SCAA, or the managers 
or owners of said facility, which will in any way increase premiums or costs payable by any of said parties.
SPACE ASSIGNMENTS: SCAA shall use its best efforts to locate the Booth(s) in one of the locations as designated by Exhibitor in the Contract attached 
hereto. Notwithstanding the above, SCAA reserves the right to change location assignments at any time, as it may in its sole discretion deem necessary. Space 
will be assigned on a seniority basis at the 2012 show with remaining spaces assigned on a first-come, first-served basis. Special consideration will be given 
to unique problems. Mail-in requests for exhibit space will not be considered without appropriate deposit enclosed.
EXPOSITION SPACE: All BOOTHS (Regular and Corner) include carpet, 8-ft high back and 3-ft high side drapes. All TABLETOPS include a 6-ft x 30-inch 
skirted table & two chairs with minimal space behind. Exhibitor’s display may not exceed the height of the back and side drapes without permission of the Show 
Manager. Management reserves the right to limit access to any area under contract to the association by the facility.
EXHIBIT STAFFING: Each person working at the exhibit booth must be registered for the Exposition. Exhibitor is entitled to register 4 staff per 10x10 Regular 
and Corner booth, 2 staff per Tabletop, and 16 staff per 20x20 Island booth complimentary as “Exhibit Staff” if they complete and submit their reservations prior 
to April 1, 2013. Extra and late Exhibitor registrations may be purchased. Exhibitor Badge is an Exposition registration which allows entrance to the Exhibit 
Hall, the Welcome Reception and Keynote Session and all lecture sessions. Special events such as labs and banquet tickets may be purchased separately 
by any registered Exhibitor.
INSTALLATION AND DISMANTLING: Installation of exhibits will take place at 8am to 7pm on Thursday, April 11, 2013 and 7am-11am, Friday, April 12, 2013. 
Dismantling may begin at 4:00pm - 10:00pm on Sunday, April 14, 2013. All exhibitor dismantling must be completed by 11am, April 15, 2013. Substantial financial 
penalties will be assessed for any items not removed at this time. If your booth is 300 sq. ft. or larger and requires additional set up time, you may move in 
beginning Wednesday, April 10, 2013, at 8am. Early move in for booths less than 300 sq. ft. must be requested in writing and pre-approved by SCAA. Any 
freight left on the show floor because your preferred carrier was a no-show as of 11am Monday, April 15, 2013 will be shipped by the show decorator with any
available freight company of the decorator's choice. Exhibitor agrees to pay freight charges. Any freight not prepared for shipping will be deemed abandoned.
ELECTRICAL, TELEPHONE, SPOT LIGHTS AND OTHER AMENITIES: All electrical outlets, telephone, water, gas, compressed air or supplemental lighting 
must be ordered in advance and are the financial responsibility of the Exhibitor. Complete information and rates are included in the exhibitor service kit.
COFFEE CLEAN UP AND WATER SERVICE: SCAA will provide complimentary stations on the exhibit floor with water and sink for coffee making and clean 
up. Use of restroom sinks for clean-up and disposal violates convention center policies.
SHIPPING LIMITATION: Shipping instructions will be supplied in subsequent show mailings. DO NOT ship anything directly to the building prior to show days.
EXHIBIT LIMITATIONS: The exhibit activity of each Exhibitor must be within the Exhibitor’s allocated space. Exhibitors may not use noise, lighting, odors, 
disruptive language or behavior or other distractions judged by the Show Manager to be offensive or intrusive to other Exhibitors or attendees. Visual aid devices 
or other mechanical devices shall not unduly interfere with other Exhibitors. Retail sales are permitted. Exhibitors are solely responsible for payment of any 
applicable taxes, and ASCAP/BMI music rights/licensing fees for live or recorded music in their booth. SCAA reserves the right to require an exhibitor to cease 
using live or recorded music if the exhibitor cannot provide documentation showing satisfaction of ASCAP - BMI royalty fees. See show rules for audio recording 
and video cameras. No one under age 16, including infants, is permitted to enter the exhibit hall during move-in or move-out; no one under 12 is permitted in 
the exhibit hall at any time, other terms, conditions and limitations in the Show Rules are a part of this contract.
LIABILITY: Exhibitor agrees that SCAA, Boston Convention and Exhibition Center, City of Boston, Massachusetts Convention Center Authority and Levy Restaurants and 
each of their officers, directors, employees, representatives, shareholders and agents shall not be liable for any damage or injury to persons or property during the term of this  
agreement from any cause whatsoever by reason of use, occupation and enjoyment of exposition space by Exhibitor or any person thereon with the consent  
of Exhibitor, and that Exhibitor will defend, indemnify and save harmless SCAA, and its officers, directors, employees, representatives, shareholders and on

its employees or representatives. Exhibitor assumes entire responsibility and hereby agrees to protect, indemnify, defend and save harmless the SCAA, 
and their respective officers, directors, employees, representatives, shareholders and agents, and the Exposition facility and its employees and agents
from all claims, losses or damages to persons or property, governmental charges or fines and attorney’s fees arising out of or caused by Exhibitor’s  
or it’s agents installation, removal, maintenance, occupation or use of the exposition premises or a part thereof. Exhibitor is responsible for the repair of any 
damage or disfigurement to the facility resulting from the occupancy of an exhibit space including move-in/out. Exhibitors acknowledge that neither the SCAA,  
nor the Exposition facility maintain insurance covering the Exhibitor’s property and that it is the sole responsibility of Exhibitors to obtain business interruption,  
public liability, workers compensation, and property damage or loss insurance covering such losses by Exhibitor. SCAA will contract the Exposition facility,  
a show decorator and/or private security to provide security services during the periods of installation, public exhibit hours and dismantling and Exhibitor  
agrees that the provision of such security constitutes adequate discharge of all obligations of the SCAA to supervise and protect the Exhibitor’s property. 
Exhibitor shall provide SCAA with a Certificate of Liability Insurance showing SCAA, Boston Convention and Exhibition Center, Massachusetts Convention Center 
Authority, City of Boston and Levy Restaurants as additional insureds. The Certificate shall providefor a 30-day written notice in the event of cancellation or 
material change of coverage. SCAA's failure to perform any term or condition of this Agreement as a result of conditions beyond its control such as, but not 
limited to, war, strikes, fires, floods, terrorism, acts of God, governmental restrictions, labor unionstrikes,  power failures, or damage or destruction of any essential 
network facilities or servers, shall not be deemed a breach of this Agreement. 

REFUNDS, CANCELLATIONS AND BOOTH DOWNSIZING POLICYS: As the Show dates approach it becomes increasingly more costly for the SCAA to 
re-sell cancelled exhibit booth spaces. Exhibitors that wish to cancel all or a portion of their reservation commitment must do so in writing on company stationery. 
Such written notice will be deemed accepted on the date received at the SCAA office in Long Beach, California. Cancellations or booth downsizings made prior 
to October 14, 2012 are subject to forfeiture of any Deposit or 25% of the Total Booth Contract Cost. Cancellations or booth downsizings made after October 
14, 2012 but before January 16, 2013 will result in a forfeiture of 50% of the Total Booth Contract Cost. Cancellations or booth downsizings made after January 
16th, but before March 1, 2013 will have a 75% forfeiture of the Total Booth Contract Cost, and cancellations or booth downsizings made after March 1, 2013 
will result in a complete forfeiture of the Total Booth Contract Cost.
COOPERATION: The foregoing Terms and Conditions have been formulated to serve the best interests of the Exhibitors and attendees. ALL points not covered 
herein are subject to interpretation and/or settlement by the Show Manager. Management reserves the right to limit access to any show area.
INSURANCE - MANDATORY: Exhibitor agrees to maintain adequate insurance to fully protect Show Management (SCAA) and their affiliates, co-sponsors,  
service contractors and the SCAA, Boston Convention and Exhibition Center, Massachusetts Convention Center Authority, City of Boston and Levy Restaurants
from any and all claims, arising from the Exhibitor's activities including, but not limited to, the installation, operation and dismantling of Exhibitor's display.
The foregoing insurance requirement includes claims under the Worker's Compensation Act or for personal injury, death, or for damage to property. Exhibitor
understands that neither Show Management, nor the Convention Center maintains insurance covering the Exhibitor's property and it is the sole responsibility of
the Exhibitor to maintain such insurance. Non-US corporations, see page 8 of Rules & Regulations.

Email or mail certificates for all named entities to: SCAA, 330 Golden Shore, Suite 50, Long Beach, CA 90802 or exhibit@scaa.org.

Rev. 2/2012

EXHIBITORS IN THE SHOW MUST CARRY: Statutory limits for Workers' Compensation and Commercial General Liability including products and completed operations, 
independent contractors personal injury and blanket contractual liability insurance limits of at least $500,000 per occurrence and $1,000,000 aggregate. These 
coverages must be evidenced by a Certificate of Insurance with a 30-day notice of cancellation provision to the holder. The certificate must name Specialty Coffee 
Association of America, Boston Convention and Exhibition Center, Massachusetts Convention Center Authority, City of Boston and Levy Restaurants as additional 
insureds and be provided to SCAA at least 30 days before the exhibit date.   

Exhibitor is responsible for any and all damages caused by the Exhibitor or Exhibitor's agents, employees or guests. Exhibitor agrees to indemnify, defend and hold harmless 
the Specialty Coffee Association of America and all of their partners, affiliates, agents and employees from and against any liability for loss or damage of any kind which 
Exhibitor may directly or indirectly cause.   

account of  agents from all liability whatsoever any such damage or injury, whether or not caused by the negligence or breach of any obligation by Exhibitor or
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DIRECTIONS TO THE BCEC

FROM Logan International Airport and Route 1A South: Take I-90 West/Ted Williams 
Tunnel to Exit 25 "South Boston, take a right onto Congress Street, right onto D Street, 
right onto Summer Street. The BCEC will be on your left. 
 
FROM Western Massachusetts: Take the Massachusetts Turnpike/I-90 East to Exit 25 
"South Boston”, bear left towards "Seaport Boulevard" right onto Congress Street, right 
onto D Street, turn right onto Summer Street. The BCEC will be on your left.
 
FROM points North via I-93: Take I-93 South to Exit 20A "South Station", left at signal, 
onto Summer Street at South Station, follow Summer St. for approximately 1 mile. The 
BCEC will be on your right
 
FROM points South via I-93: Take I-93 North to Exit 20 "South Boston", Follow the signs 
to "I-90 East",  Take the first tunnel exit to "South Boston" take a right onto Congress 
Street, right onto D Street, turn right onto Summer Street. The BCEC will be on your left.
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BCEC SOUTH PARKING LOT: 
To self-park ($12), from Summer Street, turn onto East Side Drive, drive past the valet area, and 
continue straight along the side of the building. At the end of the building, make a right and go 
down the ramp. At the bottom of the ramp, turn left and you will see the entrance to the South 
Parking lot in front of you.

VALET PARKING:
Valet parking ($25) is available during most events. To access from Summer Street, turn onto 
East Side Drive and the valet area will be immediately on your right. We accept cash and all ma-
jor credit cards.

PUBLIC TRANSPORTATION:
Public Transportation in the Boston area is provided by the Massachusetts Bay Transportation Au-
thority (MBTA). A number of excellent public transportation options are available for service to and 
from the BCEC. South Station, the premier regional transportation center, is a ten minute walk 
from the front door of the BCEC.  Services available at South Station include the MBTA’s Red and 
Silver lines, Amtrak regional service, bus service, and commuter rail.  Additional information about 
public transportation in Boston can be found on the MBTA’s website: http://www.mbta.com.  Infor-
mation about water taxi service can be found at http://www.citywatertaxi.com.
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