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Policies, rental rates, and equipment rental charges noted herein are subject to change 
without notice. This Event Guide and its contents are incorporated by direct reference 

in your lease agreement. 
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Dear Valued Customer: 
 
Thank you very much for considering Knoxville as the destination for your event.  The staff of the Knoxville 
Convention/Exhibition Center welcomes the opportunity to serve you and your patrons.  The affordability and 
user-friendliness of this facility is our trademark. 
 
We are very proud of our facility, our experienced and dedicated workforce, our flexible work rules, and our 
sincere volunteer spirit. 
 
The Event Guide is designed to assist you with most event-related issues, ranging from work rules and fire 
safety regulations to facility specifications and inventory rental rates.  In the early stages of event planning, one 
of our experienced Event Managers will be assigned to your event; they will contact you personally.  They will 
provide you with a written estimate of the cost associated with your event, upon your request, and assist you 
with developing your floorplans.  Your event manager will personally supervise all aspects of your event as it 
relates to the facility operations. 
 
After you have had an opportunity to review the Guide, please do not hesitate to call or email us at 
kmassey@kccsmg.com if you require any additional information.  We look forward to serving you. 
 
Sincerely, 
 
The Knoxville Convention Center Staff 
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INTRODUCTION 
 
 

The City of Knoxville is located in the heart of East Tennessee, undoubtedly one of the most 
beautiful and livable areas in the United States.  It is within a 500 mile drive of fifteen major 
cities including:  Atlanta, Birmingham, Charleston, Charlotte, Cincinnati, Cleveland, 
Indianapolis, Lexington, Louisville, Memphis, Nashville, Pittsburgh, Richmond, St. Louis, and 
Washington, D.C.  The city is located in the western foothills of the Smoky Mountains, one of 
the most visited regions in the US. 
 
The Knoxville Convention/Exhibiton Center (KCEC), located in downtown Knoxville, is on the 
site known as World’s Fair Park.  In addition to housing the new KCC, the park has been 
transformed during the past few years as part of a very substantial downtown redevelopment 
initiative.  
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DIRECTIONS AND PARKING FOR THE KNOXVILLE CONVENTION/EXHI BITION CENTER 
 
The Knoxville Convention/Exhibition Center is located at 525 Henley Street, Knoxville, TN.   
From the East:  Take Interstate 40 to Knoxville, and take Exit 388A (James White Parkway/Downtown 
Knoxville).  Take the first exit (Summit Hill), and bear to the right.  Stay on Summit Hill Drive to either 
Locust Street (turn left and the Locust Street Garage is two blocks up on the left) or to Henley Street.  
Turn left and the Holiday Inn will be on your right.  The Convention/Exhibition Center is in the lower 
level of the Holiday Inn.   
From the North:  Take I-75/I-275 to Knoxville.  Take the Henley Street (Hwy. 441) Exit.  Follow the signs 
to Henley Street.  The Holiday Inn will be on the right after passing through the Henley Street Tunnel.  
The Convention/Exhibition Center is in the lower level of the Holiday Inn. 
From the West:  Take I-40/I-75 to Knoxville.  Take Exit 388 (Highway 441) Henley Street/University of 
Tennessee.  Turn right onto Henley Street.  The Holiday Inn will be on the right, and the 
Convention/Exhibition Center is in the lower level of the Holiday Inn. 
From the South:  Take Hwy. 129 (Alcoa Hwy.) into Knoxville.  Take the Cumberland Avenue/Kingston 
Pike Exit, and turn right onto Cumberland Avenue.  Continue toward downtown Knoxville until 
reaching the Henley Street intersection.  Turn left onto Henley Street (Hwy. 441).  Turn right onto Clinch 
Avenue, and then cross to Locust Street.  Turn left onto Walnut Street, and turn left into Locust Street 
Garage.  The Convention/Exhibition Center is in the lower level of the Holiday Inn. 
From the South:  Highway 441 (Chapman Hwy/Smoky Mountains):  Highway 441 North will lead directly 
to the Convention/Exhibition Center/Holiday Inn.   
Parking available at the Locust Street Garage 
 
DIRECTIONS TO POPLAR STREET PARKING LOT FOR THE KNOXVILLE CO NVENTION 
CENTER 
 
Interstate 40E: 
 
Exit 388/Henley Street 
Pass Clinch intersection 
Turn right onto Cumberland Avenue (KCC on right) 
Turn Left at traffic light (Poplar Street) 
Parking lot is on right 
 
Interstate 40W: 
 
Exit 388A/James White Parkway 
Summit Hill Exit, right onto Summit Hill Drive 
Summit Hill Drive to Henley Street/Broadway 
Turn left onto Henley Street  
Pass Clinch intersection 
Turn right onto Cumberland Avenue (KCC on right) 
Turn Left at traffic light (Poplar Street) 
Parking lot is on right 
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DIRECTIONS TO BLACKSTOCK LOT FOR MARSHALLING TO THE KNOXVI LLE 
CONVENTION CENTER 
 
Interstate 40E: 
 
Exit 387/17th Street 
Cross 17th Street and bear right onto Blackstock 
Blackstock Lot will be on the right; it is a fenced lot 
 
Interstate 40W: 
 
Exit 388A/James White Parkway 
Summit Hill Exit, right onto Summit Hill Drive 
Summit Hill Drive to Henley Street/Broadway 
Turn right onto Broadway 
1st traffic light, turn left onto Oak Avenue 
Oak Avenue to Blackstock, turn left onto Blackstock 
Blackstock Lot will be on the left; it is a fenced lot 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

6   

 
DOWNTOWN KNOXVILLE MAP 
 
 
 

Knoxville Convention/Exhibition Center (KCEC) – 525 Henley Street, Knoxville, TN  
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 SALES DEPARTMENT 
 
Your initial contact with the Center is directed to our Sales Department.  An event will be regarded as 
confirmed following the execution of a lease agreement and payment of deposit.   A representative from the 
Event Services Department will then contact you to help plan your event.  
 
We encourage you to contact the Sales Department with any questions regarding current booking policies. 
 
 
EVENT SERVICES DEPARTMENT 
 
 

An Event Manager (EM) will be assigned to your event up to one (1) year in advance and is your principal 
contact with our Facility from the initial planning process through the successful culmination of your event. 
 
 

The EM is responsible for coordinating the activities of your various service contractors with building personnel 
to ensure proper staffing. 
 
All information regarding service subcontractors, the move-in/move-out schedule, the set-up of your meeting 
rooms, exhibits, offices, food and beverage locations, requests for municipal services and a schedule of all 
activities during the event should be received by your EM, in writing, no less than sixty (60) days prior to the 
first move-in date.  Also, please submit any printed materials for your event, such as event programs, parking 
maps, etc. to your EM for review prior to publishing. 
 
By receiving information as early as possible your EM can assist you in avoiding unnecessary charges, alert you 
to potential problems, and in turn, ensure the smooth operation of your event.  We encourage you to 
communicate with your EM regularly during the planning process.  On site pre-conference meetings are 
recommended at least 30 days in advance of larger events. 
 
 
 
 



 

8   

IMPORTANT INFORMATION TO SUBMIT TO YOUR EVENT MANAGER 
    Timeline 
1. Preliminary Floor Plans 12 months 
  Review prior to distribution or booth sales 
  Include use of lobby, food service, and 
  registration areas 
2. Exhibitor Prospectus/Preliminary Show Directory 12-9 months 
 
3. Preliminary Labor and Equipment Requirements 12-9 months 
  Review estimated labor costs for police, 
  fire, cleaning, stagehands, etc., and 
  equipment inventory 
 
4. General Contractor/Sub-contractor List 9-6 months 
 
5. Event Time Table 6 months 
  Move-in Schedule: 
   Decorator 
   Exhibitors 
   Freight 
   Registration 
  Show Office 
  Registration 
  Exhibits 
  Meetings 
  Special Events/Ribbon Cutting 
  Other Activities 
  Move-out Schedule 
6. Exhibitor's Manual 90-60 days 
 
7. Final Floor Plans 90-60 days 
  Exhibits 
  Registration 
  Lobby Areas 
 
8. Signage Package 90-60 days 
  Review prior to final arrangements w/contractor 
 
9. Final Show Directory/Program with set up requirements 60 days 
 
10. Certificate of Insurance 30 days 
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BUDGET REVIEW  
 
Air-Conditioning 
Box Office 
Broadcast Rights 
Catering 
Coat  Check 
Event Electric Requirements 
Cleaning 
Fire Watch/Crowd Management  
Insurance 
Labor 
Lighting 
Lock Changes 
Lifts 
Medical (Paramedic)/EMT 
Miscellaneous equipment 
Novelty & Program sales 
Police/Traffic control/Marshalling 
Set-ups - tables/chairs 
Staging 
Tablecloths/skirting 
Trash Pulls 
Water service 
 
 
 
The above list represents items and services that should be considered and discussed with your Event Manager.   
They will be happy to prepare an Estimated Event Budget for your review. 
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     Loading Dock 



 

12   

 
 
UPPER ESCALATOR LOBBY  
Registration Activities   
 
EXHIBITION HALL  
 
 
    .    Theater/                Banquet  
    Sq.Ft. WxLxH                            Auditorium           Classroom 
Halls 1, 2, & 3 66,396 422’x154’x24’& 

88’x16x24 
 

6,150 3,900 

Halls 2 & 3 52,382 331’x154’x24’& 
88’x16’x24 
 

4,800 3,100 

Hall 3 33,902 211’x154’x24’& 
88’x16’x24’ 
 

2,400 2,000 

Halls 1 & 2 32,494 211’x154’x24’ 
 

3,800 1,900 

Hall 2 18,480 120’x154’x24’ 
 

1,000 1,000 

Hall 1 14,014 91’x154’x24’ 
 

1,500 800 

NOTE:   The above seating capacities calculated using number of exits or 8.5 sq. ft and 17 sq. ft. respectively. 
 
 
 
 
EXIBITION HALL  
 
 

10’ x 10’  8’ x 10’                  8’ x 8’ 
                Booths   Booths                  Booths 

Halls 1, 2 & 3 332 415 518 

Halls 2 & 3 262 327 409 

Hall 3 170 212 264 

Halls 1 & 2 162 203 253 

Hall 2 92 115 144 

Hall 1 70 87 109 

 
NOTE:   The number of exhibit booths calculated using 50% of the gross square feet as the net square feet per hall. 
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AIR CONDITIONING 
 
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.  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.  Air conditioning will not be 
available in the exhibit halls at any time while the loading dock doors are open. 
 
 
 
Air Conditioning - Exhibit Hall     $800.00/day/hall (8 hours) 
(Not available when the loading dock doors are open)    $100.00/hour/hall (8 hours) 
(Included in rent during show hours) 
 
Air conditioning -Meeting Room       $680.00/day (8 hours) 
 Non-show days     $ 85.00/hour 
(Air conditioning is provided during show hours when adjacent hall is also rented) 
 
 
ADA - See Handicap Facilities 
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AUDIOVISUAL SERVICES 
 
 

The Knoxville Convention/Exhibition Center can provide a full range of audio/visual services, sound 
reinforcement, slide and video projection, video production, computers, computer/projection interfacing, etc., 
through the in-house AV contractor (PSAV). 
 
Outside suppliers are permitted to operate in the KCEC with prior notification and Certificate of Insurance.  
However, use of the meeting room audio or house system is the exclusive right of KCEC through the in-house 
AV contractor.  Please contact your EM should you elect to contract the services of an outside supplier. 
 
 
STAFFING REQUIREMENTS: A sound operator, or head of department call, will be required at all times 
that the house audio system is in use.  The hourly rate for the first operator is at the prevailing rate for a four 
hour minimum .  Additional operators may be assigned, as required, at the prevailing rate with a four hour 
minimum. 
 
TAP FEES for commercial recording sessions will be charged on a per room, per event basis. 
 

In house AV Contractor: 
   PSAV                                        Phone (865) 251-6128 
                             701 Henley Street                     
                             Knoxville, TN  37902               E-mail: mjohnson@psav.com
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ALCOHOLIC BEVERAGES 
 
The Knoxville Convention/Exhibition Center holds a license to sell alcohol; therefore, no outside alcoholic 
beverages may be brought into the facility for consumption under state law.  
 
BOX OFFICE PROCEDURES 
 

Lessee agrees that it will indemnify and hold harmless the City of Knoxville and Operator, their officers, 
agents, contractors and employees, and at Operator's option defend same, from and against all claims, 
demands, actions, damages, loss, cost, liabilities, expenses and judgments of any nature recovered from or 
asserted against Operator on account of box office operations and control of which is exclusively performed 
by the Lessee.  
  

a) Ticket Prices:  Lessee agrees that all tickets will be sold at the advertised prices.  
  

b) Complimentary Tickets:  Operator will retain a minimum of 25 (twenty-five) tickets for each 
event day or event covered by this Agreement.  Such complimentary tickets shall be of Operator's 
choice and will be retained by Operator at its office at least ten (10) working days before the first 
day of the Event. 

 
c) Lessee covenants and agrees to pay the Operator on demand all sums due Operator for any service, 

equipment, accommodations or materials furnished or loaned by Operator as requested by the 
Lessee. 

 
d) Operator, at its discretion, will reserve the right to determine location of ticket Booth(s) in the 

facility. 
 
 
BROADCAST RIGHTS AND RECORDING FEES 
 
In consideration for granting advertising, radio broadcasting, television transcriptions, live broadcasts, or 
recording rights from the KCEC, there is a minimum origination fee of two thousand, five hundred ($2,500.00) 
dollars per day or per performance, plus any record album cover or video tape broadcast shall contain credits 
that the records or video tapes were made at the KCEC. 
 
GAMBLING/DRAWINGS 
 
By law in the state of Tennessee, any door prize drawings for public events must be made accessible to the 
public with out purchases involved.  Simply stated there can be “no strings attached”.  Signage must also be 
visible stating the public does not have to purchase anything in order to win. 
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CATERING AND CONCESSION SERVICE: 
Comments:  Discuss your needs with Director of Event Services 
 
KCEC F&B Department is the exclusive on-site contractor for all catering and concession services.  Review 
your requirements with your EM, who will set-up a planning meeting with a KCEC F&B Department 
Representative. 
 
KCEC F&B Department provides the expertise of inventive chefs to design menus that will enhance your 
theme event or special occasion.  Each activity is customized to your every specification.  From 
continental-breakfast to continental cuisine, KCEC F&B Department is committed to making your event a 
successful and memorable occasion. 
 
General Catering Policies: 
 
• A signed contract is required sixty (60) days prior to the first scheduled food and beverage 
 service. 
• A 50% deposit is required sixty (60) days in advance (based upon estimated charges) and must 
 accompany the signed contract. 
• The remaining balance is due three (3) days prior to the first scheduled food and beverage 
 service. 
• KCEC F&B Department has the existing blanket Alcoholic Beverage License.  Proper 
 authorization must be secured from the KCEC, and the state of Tennessee if alcoholic 
 beverages are to be featured for promotional purposes.  Corkage may apply to certain 
 promotional functions. 
• All food and beverage storage space is reserved for KCEC F&B Department 
 use.  Arrangements may be made to rent storage space on-site, on a space available basis.  
 Contact your EM or the Catering Sales Manager to discuss your requirements. 
 
CLEANING 
 
The Center staff takes great pride in the care of the facility.  Every aspect of the facility is painstakingly 
maintained to provide you with a clean, attractive environment to house your event and welcome your 
members, registrants, patrons and guests. 
 
During your event, the Center cleaning department will maintain all public common areas (i.e., lobbies, 
hallways, rest rooms and meeting rooms) except when said areas are utilized as exhibition space.  KCEC 
operates with a "clean hall to clean hall" policy; therefore, loading docks, exhibition floor (including aisle 
trash receptacles), offices, and registration area cleaning is the responsibility of Show Management (contact 
EM to make arrangements).  Our in-house cleaning department can provide limited event cleaning services. 
 
Meeting rooms will be monitored and refreshed according to the event schedule.  The KCEC will provide 
complimentary water service for head tables only.  Additional water stations are available through KCEC F&B 
Department upon request.  Prices will be quoted based upon your specific requirements. 
 
If a situation arises that requires the immediate attention of our Operations Department, please contact your EM 
or any available Center employee.  Personnel will be dispatched immediately, or as necessary. 
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The use of "glitter" is not permitted in the KCEC.  Helium balloons or adhesive backed decals may not be given 
away or utilized without the express permission of the KCEC.  Any costs incurred by the KCEC for the removal 
of these items will be charged to the Lessee in the final settlement. 
 
As required in the KCEC Lease Agreement, it is the Lessee's responsibility to return the facility in the same 
condition as it was received.  A representative from the KCEC Operations staff will review the condition of the 
facility with you and/or your general service contractor in advance of move-in and after move-out. 
 
If the facility is not returned in the same condition as received, the KCEC will clean and make necessary repairs 
and include the estimated cost for such cleaning in the Lessee's final settlement. 
 
DAMAGE WALK-THROUGH 
 
All damage, except for normal facility wear and tear, is the responsibility of the Lessee.  You are encouraged to 
schedule a mutually convenient "walk-through" appointment to verify the condition of the Facility prior to your 
event.  You will be apprised of damage during your event with written reports and pictures (if possible) as soon 
as damage is discovered.  A final walk-through will take place at the completion of the event and any damage 
reported will be placed on your final settlement. 
 
 
Dumpster pulls are charged to Show Management at a rate of $500.00 for each 40 cu. yd. (30.58 cu. m) 
compactor pulled.  One "pull" will be provided at no charge for your event. 
 
A list of approved cleaning contractors licensed to provide show cleaning at the KCEC are listed below. 
 
Cleaning Labor (KCEC in-house) $15.00/hour 

 4 hour minimum 
 

Others:  
TBD $ TBD 
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COMMUNITY RESOURCES 
 
AIRPORT          Knoxville McGhee-Tyson Airport (TYS) Information Phone: (865) 342-3000 

 
 
KNOXVILLE TOURISM & SPORTS CORPORATION 

Knoxville Tourism & Sports Corporation  
One Vision Plaza, 301 South Gay Street, Knoxville, TN 37902 

 General Information (800) 727-8045 or (865) 523-7263 
 Convention Services  
 Convention Sales  
 Corporate Sales  
 
 
CURRENCY EXCHANGE 
First Tennessee Bank                       Sun Trust Bank                              
800 S. Gay Street                             One Regency Square                     
Knoxville, Tennessee 37901            700 E. Hill Ave 
(865) 917-2080                                 Knoxville   Tennessee 37901        
(865) 971-2080                                 (865) 544-2509 
 
 
MAIL/SHIPPING 
Federal Express              Package Pickup and Information (800) GO-FedEx                  
United Parcel Service     Package Pickup and Information (800) 742-5877 
U.S. Post Office              501 Main Avenue, Knoxville   TN   37901 
 
DELIVERY SERVICE 
   AAA Courier Service     (865) 539-2111 
   Airborne Express     (865) 970-3070 
   Delivery Service     (865) 584-9795 
   Hy-Tech Courier     (865) 524-7434 
   Priority Courier     (865) 970-3606 
 
TAXI AND AIRPORT TRANSPORTATION SERVICE 
Airport Express Shuttle   865-970-9826 
Quality Limo   865-637-3800 
Chariots of Hire Limo Service 865-522-8108 
A Plus Taxi   865-970-0016 
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CONTRACTOR REQUIREMENTS 
 
ALL CONTRACTORS wishing to provide service to events at the Knoxville Convention/Exhibition Center 
are subject to approval by the KCEC prior to commencing work on-site.  This applies to all contractors 
supplying any and all event services such as audio/visual, cleaning, decorating, and rigging, floral, etc.   
 
Any equipment rentals and/or services supplied by the KCEC for contractor needs will be billed directly to the 
contractor, not the client.     
 
The Lessee is required to notify the Director of Event Services of the selected contractors at least sixty (60) 
days in advance of the event for the purpose of initiating and securing the appropriate agreements. 
 
In order to qualify, a firm must submit the following: 
 
1.     A written request on company letterhead for consideration as an approved contractor. Include the 
following information: 

·  address of firm 
·  general office, emergency, and FAX phone numbers 
·  names and titles of principals 
·  individual responsible for coordinating firm's convention center operations 

 
 
2. A copy of appropriate operating licenses for the state, county, and city. 
 
3. A copy of current Certificate of Insurance confirming the firm's general liability, auto coverage, and 

worker's comp coverage applicable to Convention Center activities  (see example on page 38). 
 
4.     Additional submittals should include: 

·  name of client currently staging an event at the KCEC 
·  other appropriate letters of reference from comparable exposition facilities/exposition managers 
·  copy of sample employee identification credentials 
·  pictures of standard issue uniforms and variations 
·  summary equipment inventory 

 
The Director of Event Services will provide written notice of approval/disapproval.  Contractors without 
approval will not be allowed to work on KCEC property. 
 
Prior to all events at the facility, all Contractors will submit a shift schedule to the EM at the Convention 
Center.  A briefing will then be scheduled by phone or in person to confirm specific drop off or parking areas, 
entrance locations, and credential or security requirements for each event. 
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CONTRACTORS - Preferred Service Contractors 
 

    

 

Shepard Exposition Services  Telephone (865) 251-6016  
701 Henley Street   Fax (865) 251-6088     
Knoxville, TN 37901   E-mail:  wmullins@shepardes.com 

  

 

 

 
PSAV                                                Phone (865) 251-6128 
701 Henley Street                                
Knoxville, TN  37902                        E-mail: mjohnson@psav.com 
 

 
 
 
CONTRACTORS - Approved Service Contractors 
 
 
All Occasion   (865) 588-1131 
Corporate Services  (865) 540-3800 
Geo E. Fern   (615) 266-0357 
ToeZay   (865) 687-5624 
 
Initial Tropical Plants (865) 588-1776 
 
A Video Company  (865) 525-8888 
Broadway Sound  (865) 637-1644 
D V Communications (865) 602-2500 
Teri Productions  (865) 546-2082 
True Grip and Lighting (865) 523-5018 
 
Access Systems INC. (865) 219-9112 
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TEMPORARY FOOD SERVICE ESTABLISHMENTS/OUTDOOR 
 
Requirements Needed to Serve Potentially Hazardous Foods 
 

1. Utensil Washing and Sanitizing:  three compartment sinks or three individual containers – large enough to accommodate 
largest utilized. 

 
2. Sanitizer:  bleach or other approved sanitizer and sanitizer test papers. 

 
3. Hot water:  equipment for heating water. 

 
4. Hand washing:  facility provided with warm running water (90�  Fahrenheit or above), soap and single service towels 

(nonhazardous food stands may use handiwipes.)  Plumbed hand basin or Igloo-type container with spigot. 
 

5. Detergent:  used for utensil washing. 
 

6. Water Supply:  potable, from approved source. 
 

7. Waster water:  disposed of in approved sewage system or holding tank. 
 

8. Food and Ice:  must be form an approved source.  Ice bins must have drains and drain through air-gap. 
 

9. Floors:  of cleanable material (concrete, asphalt, tight wood, vinyl, etc.)  Dirt or gravel floors only when graded to drain and 
used as sub flooring covered with clean, removable platforms or duck boards or cover with wood chips, shavings, or other 
suitable materials treated to control dust.  

 
10. Walls and Ceilings:  whether wood, canvas or similar material – must protect food from the weather.  All potentially 

hazardous food preparation areas constructed in a way that prevents the entrance of insects.   
 

11. Outer Openings:  doors shall be solid or screened (16 mesh) and self-closing; counter service opening shall be protected 
with screens, self-closers, or fly fans.  Screens – at least 16 mesh to the inch.  Fly fans – air curtain generated must cover 
open area completely to prevent insect entry.   

 
12. Equipment, Counters, and Storage Areas:  smooth, non-absorbent, and easily cleanable. 

 
13. Food, Ice, and Single-Service Items:  stored at least six inches off floor or ground. 

 
14. Food Heating and Cooling Equipment:  kept clean and in good repair; capable of maintaining hot foods at 140�  Fahrenheit 

or above, cold foods at 45�  Fahrenheit must be provided. 
 

15. Thermometers:  All refrigerators and freezers must have thermometers.  A separate bayonet-type stem thermometer with a 
range of 0-220° Fahrenheit must be provided.  

 
16. Lights:   Shielded or safety coated to include inside equipment where appropriate.   

 
17. Toxic Items:  Clearly labeled; stored away from and/or below food and food contact items. 

 
18. Permit Fee:  $30/fourteen days 

 
Permit fee and approved requirements must be completed and mailed, by the client, to: 

Knox County Health Department 
140 Dameron Avenue 

Knoxville, Tennessee 37917-6413 
Phone 865-215-5200, Fax 865-215-5221, TDD 865-215-5001 
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ANIMAL EXHIBITIONS IN THE CITY OF KNOXVILLE 
 
Code 1962, § 5-210, Sec. 5-14.  Animal exhibitions. 

(a) No person shall show or exhibit any animal in any of the streets of the city or at nay location 
within the limits of the city unless an exhibition permit has been obtained from the board.  
Any approved show, event, or exhibition must have a veterinarian immediately available 
during performances which are open to the public.  The fee for an exhibition permit shall be 
twenty-five dollars ($25.00). 

(b) It shall be unlawful for any person to exhibit for pay or compensation any crippled, physically 
distorted, malformed and/or disfigured animal in any circus, show, or similar event to which 
an admission fee is charged.  It shall also be unlawful for any person to knowingly advertise or 
cause to be advertised any such exhibition or to solicit or procure the attendance of others at 
such exhibition with knowledge of the nature thereof. 

 
 
The application form (page 69) and a $25.00 application fee (checks payable to the City of Knoxville) must be 
completed and mailed, by the client, to: 
 
   City of Knoxville Police Department 
   Attn:  Animal Control 
   P.O. Box 3610 
   Knoxville, TN  37927 

 

 

If the client fails to comply with this city code, animal control has the right to halt all performances, fine the 
owner of the animals, and seize all animals and impound them for up to five (5) days. 
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CRATE STORAGE 
 
The Knoxville Fire Department recommends that crates be removed from the premises; however, storage is 
allowed in 20' x 20' x 12'h (6.10m x 6.10m x 3.66m high) areas with appropriate aisles, and a 24-hour fire 
watch. 
 
DAMAGE WALK-THROUGH 
 
All damage, except for normal facility wear and tear, is the responsibility of the Lessee.  You are encouraged to 
schedule a mutually convenient "walk-through" appointment to verify the condition of the Facility prior to your 
event.  You will be apprised of damage during your event with written reports and pictures (if possible) as soon 
as damage is discovered.  A final walk-through will take place at the completion of the event and any damage 
reported will be placed on your final settlement. 
 
ELECTRICAL/PLUMBING 
Comments:  Electrical and Plumbing requirements to be discussed with the Director of Event Services   
 
KCEC Operations Department will provide equipment installations to conventions, meetings, and trade shows 
at the KCEC. 
 
Lessee must notify the EM of the selection of KCEC Operations Department as the electrical contractor at least 
sixty (60) days in advance of the event for the purpose of initiating and securing the appropriate agreement with 
the City of Knoxville. 
 
To the extent possible, all lines shall be in the rear of the booth line.  Ramping is permitted with fire marshal 
approval.  All fixtures and fittings must be UL (Underwriters Laboratories) approved.  (See Fire and Safety for 
further information) 
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EMERGENCY TELEPHONE NUMBERS 
 
AMBULANCE SERVICES 
 
American Medical Response Inc. 5928 Thorngrove Pike, Knoxville  865-521-9990 
   130 Veteran’s Street, Maryville   865-992-0511 
 
Medic One Ambulance Co. 3110 Henson Road, Knoxville   865-558-0007 
 
Professional Medical Transport, Inc.      5928 Thorngrove Pike, Knoxville  865-521-9928 
 
 
 
FIRE DEPARTMENT 
 
City of Knoxville 
900 Hill Avenue, Knoxville    General Information:  865-595-4480 

Emergency   911 
 

 
HOSPITALS 
Baptist   137 Blount Avenue  865-632-5011 
Fort Sanders  1901 Clinch Avenue  865-541-1111 
Knoxville Surgery Center 9300 Park West Blvd.  865-691-2725 
St. Mary’s   900 E. Oak Hill Ave.  865-545-8000 
The Surgery Center  2761 Sullins    865-522-2949 
University of Tennessee 1924 Alcoa Hyway  865-544-9000 
E. Tennessee Children’s 2018 Clinch Avenue  865-541-8000 
 
 
 
POLICE DEPARTMENT 
 
City of Knoxville 
800 E. Church Avenue 
Knoxville, TN 37901  General Information  865-521-1200 
     Emergency  911
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NAME/POSITION    DIRECT  EMAIL   
Armstrong, Lynn – Catering Sales Mgr. (865) 251-6019 larmstrong@kccsmg.com 
Beets, Kim – Food & Beverage Dir. (865) 251-6011 kbeets@kccsmg.com 
Bogert, Mary – General Manager (865) 251-6001 mbogert@kccsmg.com 
Bourgoyne, Jason – Operations Dir.  (865) 251-6007 jbourgoyne@kccsmg.com 
Christian, Brent – Food & Beverage Mgr. (865) 251-6037 bchristian@kccsmg.com 
Conoway, Tom – Finance Dir. (865) 251-6005 tconoway@kccsmg.com 
Cox, Brian – Sales Assistant (865) 251-6056 bcox@kccsmg.com 
Dixon, Pat – F&B Accountant (865) 251-6051 pdixon@kccsmg.com 
Eakin, Ed – Accounting Mgr. (865) 251-6013 eeakin@kccsmg.com 
Eaton, Susan – Assistant GM (865) 251-6003 seaton@kccsmg.com 
Flatford, Lynn – Tech Mgr. (865) 251-6050 lflatford@kccsmg.com 
Flatford, Monica – Marketing Mgr. (865) 251-6015 mflatford@kccsmg.com 
Gates, Megan – Food & Beverage Mgr. (865) 251-6015 mgates@kccsmg.com 
Harris, Ed – Operations Mgr. (865) 251-6038 eharris@kccsmg.com 
Irwin, Vanessa – Catering Sales Mgr. (865) 251-6029 virwin@kccsmg.com 
Massey, Karen – Event Services Dir. (865) 251-6009 kmassey@kccsmg.com 
Moore, Chris – Executive Chef (865) 251-6032 cmoore@kccsmg.com 
Morris, John – Sous Chef (865) 251-6057 johnmorris@kccsmg.com 
Nuchols, Cheri – Catering Sales Mgr. (865) 251-6023 cnuchols@kccsmg.com 
Parker, Maria – Event Coordinator (865) 251-6077 mparker@kccsmg.com 
Smith, Billy – Security Mgr. (865) 251-6039 bsmith@kccsmg.com 
Strader, Leslie – HR Mgr. (865) 251-6021 rthomas@kccsmg.com 
Verret, Jon - Accounting Spec. (865) 251-6048 jverret@kccsmg.com 
Williams, Rebecca – Sales Mgr. (865) 251-6024 rwilliams@kccsmg.com 
Wilson, Karen – Admin. Assistant (865)251-6014 kwilson@kccsmg.com 
Wilson, Linda – Sales Assistant (865) 251-6020 lwilson@kccsmg.com 
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EQUIPMENT INVENTORY & SERVICES  RENTAL RATES  
 

CHAIRS 
(5000)  Ballroom & Meeting Room Stack $1/day 
 

TABLES 
 (300) 18”x 72”, Plastic $8/day 
 (150) 30” x 72”, Plastic $8/day 
 (150) 18” x 96”, Plastic $8/day 
 (150) 30” x 96”, Plastic $8/day 
 (250) 72” Rounds, Plastic $8/day 
  Table skirting for head tables, meetings only N/C 
  Table skirting for additional tables $25/table/day 
 
  * (500)     14’    skirting available in navy 
        * (25)       19’    skirting available in black 
  Table covering, meetings only (cloth) $8/cloth 
 
PERFORMANCE STAGE 

(75) 4’ x 8’ units – 48”, 56”, 64”, or 72” $25/unit 
 

RISERS 
(48) 6’ x 8’ units – 16”, 24”, or 32” $15/unit 

   
MISCELLANEOUS  

(35) Easels $15/unit 
(30) Coat Racks N/C 
(23) Lecterns, Table top & Pedestal N/C 
(7) Flag Sets, City/County/State/US N/C 
(250) Dance Floor $5/3’ x 3’ each 
(5) Turnstiles w/drop box $25/day 
(2) Ticket booth $100/day 
(50) Crowd Control Barricades $15/unit 
(35) Stanchions w/rope $15/unit 
(100) Stanchions retractable $15/unit 
(15) Sign Stands $15/day 
(NA) Door Lock Changes $50/lock (each way) 
(2) 36’ Scissor Lift $100/day 
(2) Fork Lift $100/day 
(2) Spot Lights $250/day 
(270’) Drape (Black) $3/linear foot 
 

SERVICE PERSONNEL 
Forklift Operator/Rigger $25/hour (4 hour minimum) 
Cleaning/General Labor Personnel $15/hour (4 hour minimum) 
Police (Event & Traffic Detail) $27/hour (4 hour minimum) 
FireWatch/Crowd Management  $25/hour (4 hour minimum) 
Paramedic & EMT (Team) $50/hour (4 hour minimum) 
Electrician/Technician $40/hour (4 hour minimum 
Rescue Unit $360/4-hour shift (minimum) 
Ticket Sellers/Takers $12/hour (4 hour minimum) 
Box Office Manager $25/hour (4 hour minimum) 
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EQUIPMENT INVENTORY & SERVICES  RENTAL RATES (cont’d)  
 
Receptionist 
-Beyond M-F Office Hours $12/hour (4 hour minimum) 
-Holiday & Weekends $ Prevailing Rate 

 
Audio Video Equipment 
        Microphone                                                                                                                     $45/day  
                (2) JVC 550 Mini DV Camera (With Approved Operator)                 $400/day 
                      KCC Camera Technician                                                                                                $40/hour (4 hour minimum)  
   (2) 42” Plasma (mobile) w/DVD, CD, VHS     $350/day      
                (1) 50” Plasma (mobile) w/DVD, CD, VHS      $400/day 
                      
 
         
Terms and Conditions 

1. Prices are subject to change. 
2. Some quantities are limited, please check with your EM for availability. 
3. All Center’s equipment charges are subject to 9.25% Tennessee Sales Tax. 
4 All equipment is to be set by the Center's staff and remains the property of the Center. 
5. Certain items on this list may be provided free of charge as part of the base rental.  Consult 

with your EM for further information. 
 

 
EXHIBIT FLOOR 
 
At the Center's core is a single expanse with more than 66,396 gross square feet of contiguous and divisible 
exhibit space on one level.  The main floor may be configured as either a vast, centralized facility with up to 
three points of access or may be subdivided into three separate halls.  Separate entrances allow self-contained 
movement of attendees. 
 
The floor is concrete with a weight bearing capacity of 500 lb/sq. ft. load. 
 
Utility Floor ports are located on 30 foot centers and provide electricity, and phone connections.  Water is 
conveniently located on specific walls.  Contact your EM for additional details. 
 
There are 3 truck bays on the north side of the facility, and one drive-in entrance w/ramp as well. 
 
Each one of the Halls can be utilized as a General Session or Plenary Session for large groups.  Exhibit halls can 
be set up in theater, classroom, banquet, or a combination of these sets.  All equipment charges apply in the Hall 
when it is utilized as a meeting function area.  Please discuss with your EM the arrangement you require and 
review the Equipment Inventory and Rental Rates in the Event Guide for budget and planning purposes. 
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FIRE AND SAFETY REQUIREMENTS 
 
In the interest of life safety and fire prevention in the KCEC, observe the following minimum fire safety 
requirements of the Standard Fire Prevention Code and NFPA 101 Life Safety Code for all assembly, 
convention, and exhibition centers: 
 
Location:  All presentations must be confined to areas designated for and maintained as  

assembly occupancies. 
 

No display or exhibit shall be installed or operated which interfere in any way with 
access to any required exit or any required exit sign, nor shall any display block access to  
or obscure access to firefighting equipment. 

 
Floor Plans:  Plans for expositions in an acceptable form, shall be submitted to the City of Knoxville’s  

Fire Marshal’s office for approval thirty (30) days prior to the move-in of any exhibit.   
The plan shall show all details of the proposed exhibition.  No exposition shall occupy  
any exposition facility without approved plans. 

 
Exhibit Booths: Exhibit booths shall be constructed of noncombustible or limited combustible materials.  

Draperies, curtains, table coverings and other similar loosely hanging furnishings and  
decorations shall be flame resistant as demonstrated by NFPA 525. 

 
Cooking and Food 
Warming Devices: All food preparation/cooking which is part of a demonstration or exhibition in an 

 assembly occupancy will be accomplished by means of electrical cooking devices.   
These cooking devices and their power supply will be governed and regulated by such  
applicable codes. 

 
   Portable Cooking electrical cooking devices shall be permitted only as follows: 
 

1. They shall be placed on a noncombustible surface, 
2. They shall be separated from each other by a minimum horizontal distance of two 

(2) feet, 
3. They shall be kept a minimum horizontal distance of two (2) feet from any 

combustible material. 
4. A 20BC fire extinguisher shall be located at each booth where these cooking-

warming devices are utilized. 
5. The use of L.P. Gas cylinders and open flame cooking devices is expressly 

forbidden. 
 
Vehicles:  All fuel tanks shall be locked and sealed to prevent escape of vapors.  Fuel tanks shall not  

be more than ¼ (one quarter) full.  One battery cable shall be removed from the battery  
used to start the engine.  Fueling or de-fueling is prohibited. 

 
 
Compressed 
Flammable Gases: Flammable or combustible liquids, hazardous chemicals or materials, Class II lasers, 

blasting agents, and explosives are prohibited. 
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Vehicles:  When any liquid fueled, liquefied petroleum (L.P.) or compressed natural gas (CNG)  

powered vehicle of any type is used for display or service purposes within any building,  
the following conditions shall be required by the fire official: 

 
1. It will be the responsibility of the event promoter and the facility representative to 

ensure compliance for all requirements and life safety issues by the Fire Prevention 
Bureau. 

2. Plans shall be submitted in an acceptable form to the Fire Marshal’s office for 
approval a minimum of thirty (30) days prior to the move-in of any exhibit.  The plan 
will show all details of the exposition, including aisle width, travel distances, exits, 
and display configuration.  Scale will be indicated on all plans. 

3. Fire lanes and fire apparatus access shall remain clear at all times and be in code 
compliance. 

4. Required means of egress shall be maintained at all times. 
5. Fire extinguishers as required by the fire official shall be supplied. 
6. Liquid fuel tanks shall have no more than ¼ (one quarter) tank capacity with all caps 

taped shut or fitted with a locking device.  Fueling and de-fueling of vehicles on 
premises or adjacent property is prohibited. 

7. Any compressed natural gas (CNG) or propane (L.P.) fueled vehicle shall close the 
shut-off valve or tank outlet valve and run the engine until it stops.  Valve(s) shall 
remain closed until the event is terminated. 

8. Positive battery lead shall be disconnected and taped to prevent contact. 
9. Extension cords are permitted as temporary wiring with the approval of the Fire 

Marshal.  While in immediate use: 
�  Only hard usage cords will be approved. 
�  Each extension cord shall be plugged directly into an approved 

grounded receptacle and maintained in good condition without splices 
or damage.  The current capacity of the cord shall not be less than the 
rated capacity of the appliance or fixture.  All cords will be protected 
from damage or physical impact, and shall not be affixed to structures, 
extend through walls, ceilings, or floors, and shall not lie under doors,  
floor coverings, etc. 

10. Vehicles shall not be moved during display hours. 
 
 
 
THESE ITEMS ARE NOT THE ENTIRE CONTENTS OF THE CODE S WHICH APPLY TO ASSEMBLY, EXPOSITION 
AND CONVENTION FACILITIES IN THE CITY OF KNOXVILLE.   THERE MAY BE ADDITIONAL REQUIREMENTS 
WHICH EXCLUSIVELY PERTAIN TO SPECIFIC SITUATIONS.  I F THERE ARE ANY QUESTIONS, PLEASE 
CONTACT YOUR EVENT MANAGER, WHO WILL CONSULT WITH THE CITY OF KNOXVILLE FIRE 
DEPARTMENT BUREAU OF FIRE PREVENTION.
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FIRE AND SAFETY REQUIREMENTS (continued)... 
 
Exhibit Structures: Exhibit structures shall be made of fireproof/flame retardant or treated materials not given 
to flammability.  Expanded foam materials shall be fire-retardant. 
 
Structurally, any "built-up" (or double-decker) booth shall have the stamp of a qualified structural engineer 
attesting to its construction standards. 
 
All electrical installation shall be of standard 3-wire grounded wire in conduit.  Particular attention shall be paid 
to neon electrical installation due to high voltage and breakable nature of this type of lighting.  Exposed wire of 
any sort is never allowed. 
 
All booths constructed within an exhibit hall shall provide for the safe exit of occupants.  Two means of exit are 
required from exhibits, rooms, decks, or platform areas where: 
 a)  The intended occupant load of the exhibit exceeds 50 persons. 

b) The floor area exceeds 1,600 square feet (148.66 sq. m). 
c)  The distance from any point in the floor area to an aisle exceeds 50 ft. (15.24m). 

 
Stairs shall be:  

a) A minimum of 36" (91.44cm) wide. 
b) Stair risers shall be between 7” and 4” in height (17.78cm & 10.16cm).  Treads 

shall have a minimum run of 11 " (27.94cm), exclusive of nosing. 
c) Curved or spiral stairs shall not be used unless approved by the local Fire Marshal.  
d) Handrails shall be provided on at least one side of every stairway. 

 
Structures up to 12 feet (3.66m) high must withstand a wind force of 5 pounds per square foot (24.41 kg/sq. m).  
All construction will meet local, state, and federally mandated codes.   
 
Guardrails will be provided for all moving equipment.  Hand and eye shields will be provided for all  heat 
generating devices. 

 
All exhibits, towers, and other components over 12 feet (3.66m) high will be engineered appropriate to their use 
and constructed from drawings bearing the stamp of a reviewing structural engineer. 
 
 
EXHIBITS WITH ENCLOSED CEILINGS & MULTIPLE LEVELS 
 
Exhibits with Enclosed Areas, with Ceilings: 
 

1. Covered or roofed areas shall be furnished with acceptable (and tested) battery-powered smoke 
detectors which emit alarms audible outside of the enclosed or covered area. 

2. There shall be fire extinguishers, minimum class 2Al0BC*, in each enclosed area. 
3. There shall be a locally approved Fire Watch for enclosures larger than 300 square feet (92.90 sq. m). 
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FIRE AND SAFETY REQUIREMENTS (continued) 
 
Exhibits with Multiple Levels: 
 

1. Upper levels shall support a live load of 100 lbs. per square foot (488.24 kg/sq. m). 
2. Guardrails shall be at least 42 inches (1.07m) in height and have intermediate rails through which a six 

inch (15.24cm) sphere cannot pass. 
3. Stairways shall be at least 36 inches (9.15m) wide for occupancies of fewer than 50 people.  Stairways 

shall be at least 44 inches (1.12m) wide for occupancies of 50 people or more. 
4. Stairways shall support a live load of 75 pounds per square foot (366 kg/sq. m). 
5. There shall be stairways, separate and remote from each other, from the upper deck, with an occupancy 

factor of twenty-five or more people, or where the upper deck size exceeds 500 square feet (46.45 sq. 
m). 

6. Covered and roofed areas shall be furnished with acceptable (and tested) battery-powered smoke 
detectors which emit alarms audible outside of the enclosed or covered area, per local code. 

7. There shall be fire extinguishers, minimum class 2A10BC*, in each enclosed area covered by the floor 
above. 

8. There shall be a licensed structural engineer's stamp of approval on all plans. 
 
* A 2A10BC refers to a capability and capacity rating of an extinguisher able to put out a fire 10 sq. ft. (.93 sq. 
m) in area of normal combustible material, flammable liquid, or electrical. 
 
Regarding "Upper Decks": 
 
1. Covered areas over 300 square feet (92.90 sq. m) will require a Fire Watch. 
2. Covered or roofed area shall be furnished with acceptable (and tested) battery-powered 

smoke detectors which emit alarms audible outside of the enclosed or covered area. 
3. Exhibitor shall provide a Fire Watch who is qualified in the use of fire extinguishers and 

fire hoses from beginning until end of show. 
4. Fire Watch shall be responsible for immediate notification, by radio, to in-house Security 

of any problem, giving the exact location and description of the problem.  Fire Watch shall 
then initiate attempts to extinguish or control the fire, or other situation, pending arrival of 
assistance. 

5. If conditions allow, Fire Watch may be assigned responsibility for multiple, contiguous 
exhibits. 

6. A clear firebreak of at least 10 ft.(3.04m) shall be provided between double-deck in covered 
area in excess of 1,000 sq. ft. (92.90 sq. m). 

7. There shall be stairways, separate and remote from each other, from the upper deck, with 
an occupancy factor of twenty-five or more people, or where the upper deck size exceeds 500 
square feet (46.45 sq. m). 

8. Spiral stairways are not recommended for areas occupied by the public, visitors, or clientele, 
unless specifically approved by the local Fire Marshal. 

 
Exits: All required exits, including entrance and lobby areas of each hall, will be unlocked and kept free of 
exhibits, booths, tables, registration desks and all other obstructions during show hours. 
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FIRE AND SAFETY REQUIREMENTS (continued) 
 
Flame Retardant Treatment: All decorations, drapes, signs, banners, acoustical materials, hay, moss, split 
bamboo, plastic cloth and similar decorative materials shall be flame retardant.  Oilcloth, tar paper, sisal paper, 
nylon, orlon and other plastic materials that are not retardant are prohibited.  The Fire Prevention Bureau will 
test any questionable material. 
 
Floor Plans: A minimum of four (4) copies of accurately scaled floor plans of the event shall be submitted to 
your EM for submission to the Fire Marshal prior to the sale of exhibit space or tickets.  Plans shall include 
the size and location of all aisles, utility floor ports, exits, exhibits, general service contractor's booths, food 
stands or bars, seating areas, registration tables, information tables and other displays. Plans for registration 
areas shall be reviewed and approved by the KCEC and Fire Marshal prior to making final arrangements for 
same.  The Lessee is prohibited from covering artwork, building signage, pay telephones, concessions or 
other building services without the written permission of the KCEC.  Lessee is required to construct, 
operate and maintain the event according to the approved plans. 
 
Preliminary Floor plans indicating all spaces to be used for seating or exhibits must be sent to your EM at least 
sixty (60) days before you publish or distribute any materials containing such information.  Management 
reserves the right to make changes, deletions and additions, to the floor plan, as are deemed necessary to the 
safe and efficient operation of the KCEC. 
 
Once a floor plan has been approved, any adjustment or obstruction to approved aisles must be reviewed and 
approved by the KCEC and the Fire Marshal.  This review shall occur prior to entering into a contractual 
agreement with the exhibitor. 
 
Four copies of the final plan shall be submitted for review thirty (30) days in advance of the event.  Questions 
related to Floor plan revisions shall be referred to your EM for review by the Fire Marshal. 
 
 

Motor Vehicles: All vehicles parked in the KCEC during an event shall have locking gas caps or gas caps which 
are taped over their fuel supplies.  Gas tanks must be reduced to less than one-quarter (1/4) tank; not to exceed 
ten (10) gallons.  The positive lead to the battery must be disconnected.  (15.14 liters = 4 gallons) FIRE 
WATCH REQUIRED. 
 
All other gasoline powered equipment shall be gas and vapor free. 
 
Note: Up to (20) gallons may be approved for large trucks or other vehicles where deemed acceptable by the 
Fire Marshal.  FIRE WATCH REQUIRED. 
 
Obstructions: Aisles and exits as designated on approved plans must be kept clean and clear of obstructions.  
Booth construction must be substantial and fixed in a specified area for the duration of the show.  Easels, signs, 
products, chairs, etc., must not be placed beyond the booth area into aisles. 
 
All fire hose cabinets, fire extinguishers, pull stations and emergency exits, including those inside an exhibit 
space, must be visible and accessible at all times. 
 
Moveable partitions separating meeting rooms and halls must be able to be closed in case of emergency. 
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FIRE AND SAFETY REQUIREMENTS (continued)... 
 
Tents:  

1. NO SMOKING signs must be installed. 
2. One 5lb. ABC fire extinguisher must be present for 500-1,000 square feet with one additional 

fire extinguisher per 2,000 square feet. 
3. Exits must be clearly marked and exit curtain must be a contrasting color. 
4. Tent must be fire resistant per NFPA 525, with documentation on site. 
5. The number of exits required by occupancy load: 

a.           0-199 – 2 exits per tent 
b.       200-499 – 3 exits per tent 
c.       500-999 – 4 exits per tent 
d. 1,000-1,999 – 5 exits per tent 
e. 2,000 – plus – 6 exits per tent 

6. Any cooking devices must be vented to the outside by approved method. 
7. Any heating device must be outside and air-ducted in by approved method 
8. Proper aisles must be maintained. 
9. submittal of site and interior plan is required and must be submitted a minimum of two (2) weeks 

prior to the event for approval (table layout, chairs, aisle width, distance between tents, etc.)  
Temporary occupancy load signs will be issued. 

10. A minimum 12’ fire lane must be maintained on all sides, free of guy ropes or other obstructions. 
 
 
Cooking Areas/Kiosk/Trailers: 
  

1. Each cooking area, kiosk, or trailer shall have one 5lb. BC or K type fire extinguisher. 
2. All cooking devices used inside a building and emitting grease-laden vapors must have fire 

suppression and vented to the outside in an approved method. 
 
 
Temporary Permits: The following policy is provided for Tent and Temporary Canopy Permits (Temporary 
Permits) as of the date adopted, June 1, 1998.  Notices will be given to secure a permit within a specified time. 
 
Requests for tents and temporary canopies shall be submitted for review, using a Plans Review application, and 
paying a $25.00 fee for Plans Review.  All applicants will provide three (3) copies of a plot plan/survey of the 
property to be used, rented or leased; show all structures on the site; all parking spaces/driveways; and the 
proposed tent or temporary canopy size and location.  All applicants will complete and submit the attached 
information form with all necessary signatures.  The plan will be reviewed by Engineering, Parking, Zoning, 
Building, Electrical, Fire, Plumbing and Mechanical.  Applications will be required to secure written approval 
from Metropolitan Planning Commission when located in RP2, RP2 and RP3; C-6 and C-7; H-1; I-1; PC-1 and 
PC-2; SC-1, SC-2, and SC-3 zoning districts. 
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FIRE AND SAFETY REQUIREMENTS (continued) 
 
The Inspection Bureau will check the following during plans review: 
·  A tent is a temporary free-standing structure consisting of a roof, supports and sides (sides may be rolled 

up).  Tents are allowed to be erected for no more than 30 days per calendar year. 
·  A temporary canopy is a free-standing structure consisting of a roof and support only (no sides).  Temporary 

canopies are allowed to be erected for no more than 120 days per calendar year. 
 
The city will check the following during plans review: 
Engineering 
·  Traffic flow effect on property 
·  Use of existing parking layout 
·  Other 
Parking 
·  Cannot use required parking and no additional parking required for tent. 
·  Need to establish number of required spaces for existing building use when tent is located in parking area. 
·  Other 
Zoning 
·  Tents and temporary canopies must be on a lot (site) with another building and the use must be accessory 

(similar type sales use as existing) to an existing legal use within the building.  Form letter or OK from 
existing tenant that use is accessory to their business.  Tents or temporary canopies will not be permitted on 
a vacant lot (site).  Exceptions for tents as provided by Article 5, Section 13 City of Knoxville Zoning 
Ordinance. 

·  Past permits for tents and temporary canopies in calendar year (1/1 to 12/31) for the site (lot/parcel, not 
address) (for tents only 30 days per city lot and for temporary canopies only 120 days per city lot, not each 
business).  If new tenant and lot has already used 30 days, check with the Chief Building Official. 

·  If planned zone, sign-off by Metropolitan Planning Commission on plot plan. 
 
 
FIRE WATCH 
 
Per City of Knoxville Fire codes, the KCEC shall be under constant supervision of a Standby Firewatch on the 
premises during the time that the premises are open to registrants or the general public.  Under special 
circumstances as determined by the Fire Marshal, the Standby Firewatch shall extend to 24 hours a day.   The 
number of firefighters on Standby Firewatch is determined by the Fire Marshal, based upon the event schedule 
and estimated attendance.  The Lessee is responsible for all related charges.  All off-duty fire personnel working 
at the KCEC must be paid by SMG.  All related expenses will appear on your final settlement. 
 
Fire Watch $25.00/hour 
  
Fire Watch may not be required for all events.  It will be determined by the Fire Marshal at the time of event 
plan submittal. 
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FIRST AID CENTERS 
 
The Center recommends that life safety be considered in the planning stages of all events.  At your request, the 
KCEC can provide furnished first aid centers.  A first aid center is recommended during all event, move-in and 
move-out hours, and can be set up in a meeting room reserved by your group.  Your EM can arrange for 
paramedics and emergency vehicles through the KCEC Fire Department.   Charges for the services and supplies 
utilized will be billed on your final settlement. 
 
All off-duty police and fire personnel must be paid by SMG.  All related expenses will appear on your final 
settlement. 
 
Paramedics & EMT (team) $50.00/hour (4 hour min) 
Rescue Unit $360.00/4 hour shift (4 hour min) 
 
Medical Services provided by anyone other than Knoxville Paramedics and EMTs will require a minimum of $1 
million medical malpractice and professional liability insurance. 
 
 
FREIGHT DELIVERIES AND HANDLING 
 
The KCEC cannot accept shipments of freight or materials (including overnight mail or C.O.D. services), 
prior to the contracted move-in date.  All freight must be delivered to the KCEC by the official service 
contractor or freight carrier.  All shipments to be delivered to the KCEC during the move-in should be sent to 
the attention of the service contractor. 
 
All loading and unloading of exhibits must be through designated loading docks and freight doors.   The only 
exception will be for hand-carried materials, when necessary, and with the prior approval of the KCEC. 
 
Freight may not be transported on passenger elevators or escalators.  Escalators and passenger elevators 
are for use by the general public and may not be blocked.   
 
GRATUITIES  
 
Thank you for your thoughtfulness, however, it is against SMG policy for any employee to accept gratuities or 
gifts of significant value from a Lessee. 
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ADA ACCESSIBILITY (see Universal Access) 
 
The KCEC is in compliance with accessibility as defined by the American Disabilities Act for wheelchairs and 
physically challenged.  An elevator for the physically challenged is located in the lower lobby of the Holiday 
Inn and provides access to the KCEC.  Bathrooms throughout the Center are wheelchair accessible.  The 
external sky bridge located over Henley Street is also wheelchair accessible 
 
The KCEC also features two (2) sets of escalators in the lower lobby of the Holiday Inn to ease accessibility.  
All entrance doors are flush to the floor and are compliant with current ADA standards. 
 
 
HAZARDOUS WASTE MATERIALS DISPOSAL 
 
Chemicals, solvents and/or solutions considered hazardous are not allowed to be disposed of through the sewer 
lines or drains of the Knoxville Convention/Exhibition Center. 
 
Any materials that are brought into the facility must be accompanied by applicable Material Safety Data Sheets. 
 
Neutralizers may be available to render some chemicals harmless.  If you are not sure of the product being 
utilized, please check with the manufacturer. 
 
All items must be handled and disposed of in accordance with the latest Environmental Protection Agency 
regulations at the time of your event. 
 
Exhibitors using these items are totally responsible for their removal from the Knoxville Convention/Exhibition 
Center property.  Please check with Official Cleaning Service Supplier prior to your event to make the 
necessary disposal arrangements for any HAZARDOUS WASTE MATERIALS. 
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HELICOPTER LANDING REQUIREMENTS 
 
Prior to issuance of a revocable permit from the City of Knoxville, you must submit a written request to the 
Director of Event Services stating the following: 
 

1. Where the landing will take place 
2. What time the landing will take place 
3. The purpose for the landing 
4. The name of the Helicopter Company 
5. The name of the Helicopter Pilot 
6. The I.D. # of the helicopter 

 
Enclose the following documents with the letter to the Director of Event Services: 
 

1. Copy of the Flight Plan showing location, time and the purpose of the landing 
2. Copy of the Certificate of Insurance, listing the City of Knoxville, and SMG as additional 

insured parties 
3. Copy of the Pilot's License 

 
 
HOURS OF OPERATION 
 
Normal hours of operation during events are 7:30 a.m. until 11:00 p.m..  All arrangements for activity beyond 
these hours must be requested in writing at the time of contract negotiation and approved by the KCEC.  
Overtime charges may apply beyond the "normal hours noted." 
 
See AIR CONDITIONING and LIGHTING for specifics on these services. 
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INSURANCE REQUIREMENTS 
As additional consideration over and above the rental payments made by Lessee herein, Lessee shall,  at its own 
expense, comply with all of the following insurance requirements of the KCEC.  Lessee shall not occupy the  
premises until proof of the following insurance coverage has been furnished to the KCEC. 
 
a.  Commercial general liability insurance, on an occurrence form, in the amount of One Million 
($1,000,000.00) Dollars per occurrence for bodily injury, death, property damage, and personal injury.  The 
policy must include coverage for premises operations, blanket contractual liability (to cover indemnification 
section), products, completed operations, and independent contractors.  If the user's activities involve the sale of 
alcohol, then liquor liability in the same amount is also required.  See sample Certificate of Insurance on next 
page. 
 
b.  Automobile liability insurance in the amount of One Million ($1,000,000.00) Dollars per occurrence to 
provide coverage for any owned and non-owned vehicles used by  the Lessee on the Facility premises, including 
loading and unloading hazards.  This must name the City of Knoxville and SMG as additional insured. 
 
c.  Workers' compensation and employer's liability coverage as required by Tennessee Statute. 
 
d.  All coverage provided by the Lessee are primary to any insurance or self-insurance program the City has for 
the KCEC and the Lessee and their insurance shall have no right of recovery or subrogation against the 
Operator. 
 
e.  All policies must be issued by companies authorized to do business in the State of Tennessee and assigned a 
rating of A:X or better, per Best's Key Rating Guide, latest edition. 
 
f.  SMG must receive thirty (30) days written notice prior to any cancellation, non-renewal or material change to 
the required insurance policies.  This written notice must be sent to SMG Knoxville Convention Center, P.O. 
Box 2543, Knoxville, TN 37901. 
 
g.  Evidence of the required insurance policies must be provided to your EM by submission of an original 
certificate of insurance thirty (30) days prior to the lease period. 
 
CERTIFICATES MUST STATE : “The City of Knoxville, SMG, their officers, agents and employees are 
included as additional insureds.  It is further agreed that this insurance is primary to all other similar 
coverage carried by the City of Knoxville, and/or SMG, and the Lessee and their insurance shall have no 
right of recovery or subrogation against the operator." 
 
h.  Alternate coverage to satisfy these requirements is subject to prior approval of the City's Risk Manager.   
Additional insurance coverage, as determined by the City's Risk Manager, may be required for your event. 
 
When a certificate of insurance is issued by an agent out of the State of Tennessee, the certificate must be 
countersigned by a Tennessee Resident Agent, including the agency name and address. 
 
If your exhibitors utilize independent contractors, we require verification of insurance in the same limits 
defined in your lease with the KCEC. 
 
SMG Insurance for General Liability  
One million dollar General Liability coverage may be purchased through the KCEC at the rate of 
$.60/person/day with a minimum of $200.00.     
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5/1/01  5/1/02  

Knoxville Convention/Exhibition 
Center 
525 Henley Street 
Knoxville   TN   37902 

City of Knoxville, SMG, their officers, agents & employees are included as additional insureds.  It is further agreed that this insurance is primary to all 
other similar coverage carried by the City of Knoxville, and/or SMG, and the lessee and their insurance shall have no right of recovery or subrogation 
against the operator. 

5/1/01  

XYZ Brokerage Inc. 
123 Pine Tree Drive 
Knoxville   TN   37901 
Phone (865) 123-4567  Fax (865) 123-4567 

5/1/01  5/1/02  

5/1/01  5/1/02  
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KEYS - ROOM SECURITY 
 
The Center has the capability to change door locks for the majority of the meeting rooms.  The cost per lock is 
$50.00, (in and out) inclusive of 3 keys.  Lost keys will be charged at fifty ($50) dollars each. 
 
It is important to note that no doors may be locked, chained, or otherwise secured by show management, 
without prior written approval of Center management.  Your EM can provide further information that will allow 
you to properly secure all items in the Center. 

 
     
LIGHTING 
 
Halls 1, 2 & 3 have mercury vapor lights.  NOTE: Mercury vapor lights take approximately 12 minutes to fully 
illuminate. 
 
Work lights (50% power) are provided in the exhibit halls for the move-in and move-out at no additional charge 
during a 12 hour period.  Full show lighting for these periods is available at the prevailing rates on an hourly 
per-hall basis as well as additional work light hours. 
 
Full show lighting (100% power) is provided one hour prior to, through the published event closing at no 
additional charge. 
 
Lighting -  Show Lights $45/hall/hour 
  Work Lights $30/hall/hour 
  Meeting Rooms $30/hour 
 
Standard Lighting - On 1 hour prior to show open,  Off  ½  hour after show close 
 
Spotlights - (contact in-house audio visual company for rates) 
 
Meeting rooms are equipped with fluorescent and dimmable incandescent lights. 
 
LOADING DOCK 
 
The Center and your show decorator will make every effort to maintain a safe and efficient loading dock 
operation. 
 
Lessees will be required to supply a detailed schedule covering all move-in and move-out activities, including 
anticipated freight deliveries, general service contractor materials and exhibitor access times.  The Center may 
mandate changes in schedule to maintain the smooth operation of your event and any other events operating 
concurrently in the Facility. 
 
When you require the use of the loading docks, Security must enforce parking rules and control truck traffic.  
The Center does not forgo any rights relative to the safe operation of its docks.  The overall control of the docks 
remains at all times with SMG building management.  
 
See minimum Security Requirements. 
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P.O.V. DELIVERIES: 
 
P.O.V's are privately owned vehicles, such as passenger cars, mini-vans, or small company vehicles, as 
distinguished from trucks, tractor-trailers, and other "over the road" type vehicles. 
 
P.O.V. deliveries usually consist of pop-up displays, small office equipment or boxes of literature. 
 
All other P.O.V. drivers who wish to unload will be directed to the designated unloading area or the marshaling 
area until space is available. 
 
The marshaling of P.O.V. self-unloaders will require additional staff provided by the general contractor show 
and these charges will be incurred by Show Management.  If 
 
The self-unloading of P.O.V.'s in the designated unloading area will require a minimum of two people: one 
person to accompany the freight and one person to park the vehicle immediately after unloading.  Any vehicle 
left unattended will be ticketed and towed at the owner's expense. 
 
Drayage service will be available for exhibitors without the minimum of two people and/or with larger vehicles 
and shipments from common carriers.  (See the General Contractor) 
 
Material handling equipment (forklifts, etc.) will not be available for exhibitors personal use. All equipment 
operations must have another certification through our approved source in order to operate. 
 
 
LOBBIES/CORRIDORS (See also Public Areas) 
 
Commercial exhibits, service desks, registration counters, easels or other obstructions are not permitted on the  
building’s concourses provided SMG Management approved load in/out procedures general floor coverings are 
maintained.  This is a fire safety regulation to maintain the integrity of the exits from the exhibit hall.  Space for 
registration booths, information or message centers, seminar tape sales, etc., should be provided for on the Floor 
Plan and approved by the KCEC. 
 
Please note that access through all lobby areas must be available to concurrent events in any other quadrant of 
the facility.  See P.O.V. Deliveries above and Minimum Security Requirements. 
 
 
LOST AND FOUND 
 
All lost and found articles are logged and placed in our Security Office at the KCC.  We attempt to identify the 
owner and return all articles.  To inquire about lost items contact the Security Manager at 865-251-6040. 
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MARQUEES/EVENT LISTING 
 
The Knoxville Convention/Exhibition Center is pleased to offer its services to presenters.   

 
We will be happy to meet with you or your exhibitors to discuss how we can maximize exposure for your event 
through our Advertising Packages.  Your EM can arrange a meeting with the Assistant General Manager for 
further details. 
 
MARSHALLING AREA 
 
The KCEC does not maintain a marshalling yard on the premises, however, sites are available for use near the 
Center.  Your Event Manager can assist you, and/or your general contractor should you wish to research leasing 
these areas.  All truck marshalling and storage requirements must be reviewed with your EM no later than (30) 
days prior to event to ensure a smooth operation for your exhibitors and contractors.  Your EM can help to 
determine space availability and coordinate usage of dock and public areas with other concurrent events. 
 
MARSHALLING PROCEDURES 

 
1. It will be required that the Marshalling Procedures be submitted with all vendor packets supplied by the client. 
 
2. All trucks must report to the marshalling yard, which has been designated, "Blackstock". 

 
3. Once the truck has entered the marshalling yard, they will report to the security personnel or client designee that 

will be at Blackstock. 
 

4. Security personnel or client designee will check all trucks to make sure the proper paper work has been filled out 
and verify the driver information. 

 
5. Security personnel or client designee will need access to a radio. 

 
6. The marshalling coordinator, located on the loading dock, will contact part-time security guard or client designee 

in marshalling yard informing them of trucks to send in. 
 

7. The client will determine load in and load out order, and will present a schedule to us for the allotted time slot.  
The load in schedule needs to be relayed to all vendors.  Events department will notify the client of available 
loading docks for events. 
Load in starts: 

�  Marshalling coordinator will be in charge of loading dock and will be located at the dock. 
�  The marshalling coordinator will call for truck according to load in schedule. 
�  The part-time security guard or client designee at the marshalling yard will relay information to truck 

drivers. 
�  The part-time security guard or client designee at the top of the ramp on Cumberland will not let any 

truck in that has not been called for by the marshalling coordinator.   
�  The only exception will be for house deliveries.  Those deliveries will utilize our receiving dock. 
�  Marshalling coordinator must make sure that the truck has exited the dock before calling in another truck. 

 
Load out will be the reverse of the load in procedures 
 
See Security Staff for minimum security requirements in the marshalling yard and at loading dock areas.  Also see Loading Dock 
regarding P.O.V.'s. 
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Knoxville Convention/Exhibition Center Exhibitor Ma p and Directions to Marshalling Yard  

 
 
 
 

 
Event Name _________________________ 
 
Event Move-Out Date ________________ 
 

 
 
 

When your booth has been dissembled,  
please report back to Blackstock  
Parking Lot/Marshalling Yard   

Turn load out pass into Marshalling Coordinator at 
Blackstock Parking Lot/Marshalling Yard for a dock pass 

in  
order to gain entry into KCEC Loading  

Dock.  The Marshalling Coordinator will  
then notify exhibitor when to report to  

Knoxville Convention/Exhibition Center  
Loading Dock. 

 
Any vehicle not in possession of a  

dock pass will be asked to return to  
Blackstock Parking Lot/Marshalling  

Yard. 
 

Exhibitors – Thank you in  
advance for your cooperation. 

-KCEC Staff 
 

Driving Directions to Blackstock from: 
 
Interstate 40E: 
 
Exit 387/17th Street 
Cross 17th Street and bear right onto 
Blackstock 
Blackstock Lot will be on the right; it is a 
fenced lot 
 
Interstate 40W: 
 
Exit 388A/James White Parkway 
Summit Hill Exit, right onto Summit Hill 
Drive 
Summit Hill Drive to Henley 
Street/Broadway 
Turn right onto Broadway 
1st traffic light, turn left onto Oak Avenue 
Oak Avenue to Blackstock, turn left onto 
Blackstock 
Blackstock Lot will be on the left; it is a 
fenced lot 
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MEETING ROOMS  
 
The meeting rooms at the KCEC were designed to be operated principally as general assembly and meeting 
room facilities and generally not as exhibit facilities.  Exhibits permitted in the meeting rooms are traditionally 
limited to table top or pop-up exhibits.  Exhibits of a more elaborate nature must be approved by the KCEC. 
 
Service contractors may not utilize tape to mark the carpet, and all drapery stands must be placed over plastic to 
protect the carpet.  The movement of equipment and supplies into the meeting rooms is limited to those items 
that can be hand-carried or dollied.  No forklifts or electric carts will be allowed on the carpet.  Freight access to 
the meeting rooms is through the north and south loading docks. 
 
SET-UPS: All non-exhibit uses (e.g., meeting rooms, meal functions, seminars, etc.), are set per your 
specifications based on the terms outlined in paragraph #3 of your lease agreement with the Center. 
 
Set-up plans must be submitted forty-five (45) days prior to the first day of use, and are subject to the Center's 
available inventory.  The Lessee is responsible for the rental of additional equipment or change of initial set-up. 
 
When inventory permits, the following equipment will be provided in Meeting Rooms 1-9:  
 

·  chairs  
·  tables 8' x 18" (2.44m x 45.72cm) laminated and 8' x 30" (2.44m x 76.2cm) plywood unfinished top  
·  72" (1.8288 m) x 60” oval tables  
·  one riser limited to up to two, 6' x 8' (1.83m x 2.44m) sections and one access stair 
·  skirting for the riser 
·  lecterns and podiums 

 
Additional room sets will be quoted on either a per chair/per table or labor call basis following a review of your 
overall requirements. 
 
The standard meeting room chair is burgundy stack. The standard chair used in the exhibit hall is burgundy 
bucket. 
 
The KCEC will provide a standard head table arrangement at no additional charge - the standard head table set 
consists of 30" (76.2cm) deep plywood tables, topped with a white table cloth and skirted on 3 sides.     
 
If you desire or require a specific color for table skirting, please contact your general contractor regarding price 
and availability.   KCEC tables have a metal border and can not be stapled to affix the decorator's skirting.  In 
this instance you will need to have the decorator provide the table as well.   
 
The KCEC standard set up for a class room arrangement is to provide the head table topped and skirted as noted 
above; seating may be set with 8' X 18" (2.44m x 45.72cm) laminated tables with no cloth or 30" (76.2cm) deep 
plywood tables depending upon your individual requirements and the inventory on hand.  Table skirting will be 
provided on the front row only, facing the head table. 
 
Banquet rounds are provided by the Center predicated upon inventory.  Table coverings are provided through 
KCEC F&B Department based upon your individual catering arrangements.  KCEC can provide table 
coverings for meetings without food and beverage service at the prevailing rate. 
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NOVELTY AND PROGRAM SALES POLICY 
 
The sale of programs and novelties at the KCEC Facility for commercial/public activities is subject to control 
by the KCEC. 
 
The number of sellers assigned to each event will be determined by the KCEC management based upon 
anticipated attendance and the volume of merchandise offered.  No personnel will be allowed to sell without 
prior approval by KCEC Management. 
 
The KCEC will acquire thirty percent (30%) of gross receipts based on the total gross receipts on novelty sales 
which includes sales tax. 
 
There will be no exceptions to the above rules without the specific consent of the General Manager of the 
KCEC. 
 
PARKING 
       
Parking for all vehicles is available in various municipal lots around the Convention Center.  Valet parking is 
available, subject to space availability, upon request two weeks prior to event.  Please review the history of 
previous attendance with your EM so we can better anticipate your parking needs. 
 
Parking (ADA) Cumberland/Ballroom Entrance  N/C with LD.# 
Parking (Attendees and Exhibitors)    $5.00/show day (most parking lots) 
Valet Parking (Non-holiday, when requested)  $34/hour/valet (4hr. minimum)  
     - 2 week notice  
Valet Parking (Holiday, when requested)   $37/hour/valet (4hr. minimum) 
     - 2 week notice  
 
For all printed materials, please publish the following information:  Abundant parking is available in 
close proximity to the Convention/Exhibition Center.  Locust Street Garage is one block away and is 
connected by a covered pedestrian skybridge over Henley Street.  There are additional pay lots in 
walking distance, as well as free parking sites.  
 
PLUMBING 
 
Water and drain hook ups for exhibit booths are provided by SMG.  See Electrical/Plumbing (Pg. 26). 
 
POLICE 
 
KCEC requires a minimum of one off-duty police officer for most events.  Additional police officers may be 
required for security purposes depending on the nature of the event and facility usage.  (Also see Security.) 
 
When shuttle busses are running, a minimum of three (3) police officers will be required to hold vehicle traffic 
and operate a crosswalk.  Additional officers will be required when more than 30 buses are running. 
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PUBLIC AREAS 
 
Lobbies, concourses, food facilities and restrooms are considered public areas and not under Lessee control.  
All activities using public areas, such as registration, special exhibits or displays, dressing rooms, temporary 
advertising, etc., must be noted on the Floor Plan submitted sixty (60) days in advance to be approved by 
the KCEC and the Fire Marshal.  Please note that clear access must be maintained for concurrent events, as 
well as to all restaurants, cafeterias, lounges, permanent food service facilities, restrooms, telephones and all 
exit or entrance doors. 
 
Service desks and related work stations are permitted in public areas at SMG's discretion.  Motorized vehicles, 
forklifts, gas or electric carts, etc., may not be operated in lobbies, concourses or any carpeted area of the 
KCEC.  Heat tape and double face tape may not be used on carpeted or tile floors.  Additionally, installations of 
carpet runners, show carpet or other temporary floor coverings over permanent carpet must be approved in 
advance. 
 
 
RECEPTIONIST 
 
The KCEC can provide a receptionist to answer your event calls at our primary switchboard during evening and 
weekend show hours.  Contact your Event Manager for this service.  The charge is currently $12.00 per hour, 
with a four hour minimum.  These rates are subject to change.  Consult with your Event Manager to confirm the 
rate at the time of your event.  One week advance notice of your requirements is preferred. 
 
 
REGISTRATION 
 
Exhibit Hall Promenade and pre-function spaces have a limited amount of space available for registration.  All 
egress doors from the exhibit halls should remain clear.  Please consult your EM regarding space availability 
and placement of any counters, displays, or signage in public areas.  Space utilized for registration is provided 
at no charge and is based on availability. 
 
 
RIGGING 
 
Rigging at the KCEC is subject to approval by SMG and must meet industry standards. 
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SALES TAX/TAX EXEMPTION 
 
Tennessee State Sales and Use Tax is not applied to the building rental but is applied to certain other additional 
services related to the Lessee's occupancy at the time of the final settlement.  Please refer to the following 
taxable items chart.  The tax is currently 9.25%. 
 
The KCEC will presume each Lessee to be taxable, unless the Lessee provides us with a copy of a "Consumer's 
Certificate of Exemption" current for the period of the lease, issued by the State of Tennessee Department of 
Revenue with a "C" after the last digit. 
 
Organizations which are generally exempt from this tax include churches and not-for-profit religious, education, 
scientific and charitable organizations.  Other special exemptions which may apply are described in the 
Tennessee Statutes "Sales and Use Tax". 
 
To obtain an application for exemption from the Tennessee Sales and Use Tax, you may contact any of the area 
offices of the Tennessee Department of Revenue (see attached listing).  Completed applications must be filed 
with The Tennessee Department of Revenue, Nashville, Tennessee 37242.  Please allow six to eight weeks 
for processing. 
 
Exhibitors are required to pay 9.25% Tennessee State Tax on goods sold at the Convention Center.  Out of state 
exhibitors may be able to charge the tax rate of their home state if a reciprocal agreement exists with the state of 
Tennessee.  Please contact the Tennessee Department of Revenue in Nashville for additional details.  Neither 
the show organizer nor the Knoxville Convention/Exhibition Center are responsible for collecting the sales tax. 
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 NON  TAX 
DESCRIPTION TAXABLE TAXABLE RATE 
    
RENT (Contingent on type of event) X X 9.25% 
EQUIPMENT RENTAL  X 9.25% 
ELECTRICAL POWER SERVICES            X  9.25% 
UTILITIES-AIR CONDITIONING            X  9.25% 
UTILITIES -LIGHTING            X  9.25% 
FAX - SERVICE  X 9.25% 
FAX – RENTAL  X 9.25% 
AUDIOVISUAL  X 9.25% 
TELEPHONE  X 9.25% 
DAMAGES - PERSONAL PROPERTY  X  
DAMAGES - REAL ESTATE, OTHER X   
BOX OFFICE PERSONNEL X   
ADMISSIONS  X 9.25% 
BOX OFFICE TICKETING CHARGE X   
EVENT PERSONNEL-TICKET TAKERS X   
EVENT PERSONNEL- USHERS X   
EVENT PERSONNEL- CASHIERS X   
MAINTENANCE/JANITORIAL SERVICES            X  9.25% 
BULK TRASH REMOVAL- LABOR X  9.25% 
TRASH HAULING X   
STAGEHANDS X   
SECURITY - IN HOUSE X  9.25% 
SECURITY - CONTRACTED X  9.25% 
POLICE X  9.25% 
FIREWATCH X  9.25% 
FIRST AID/MEDICAL STAFFING X   
SET-UP LABOR X  9.25% 
ELECTRICIAN X   
ARMORED CAR SERVICES X  9.25% 
ADVERTISING - SERVICES X   
ADVERTISING - MATERIALS  X 9.25% 
FACILITY FEE FOR VENDING RIGHTS X   
TELEVISION RIGHTS X   
AIR CONDITIONING CHARGES X   
WATER SERVICE CHARGES X   
RADIO BROADCASTING FEES X   
LOST KEY CHARGES  X  
EVENT INSURANCE CHARGES X   
 
 
 
 
 

AREA OFFICES AND ADDRESSES OF 

�
���������	�
��
���



 

49   

TENNESSEE DEPARTMENT OF REVENUE 
 
 
BARTLETT         JOHNSON CITY  
TN Dept of Rev/Taxpayer Serv. Div.     204 High Point Drive 
3150 Appling Road       Johnson City   TN   37601 
Bartlett   TN   38133       Phone: 423-854-5321 
Phone: 901-213-1400       Fax: 423-854-5377 
Fax: 901-213-2675 
 
 
 
 
CHATTANOOGA        KNOXVILLE  
540 McCallie Avenue       TN Dept of Rev/Taxpayer Serv. Div. 
Third Floor, Suite 350       531 Henley Street, Room 606 
Chattanooga   TN   37402      P.O. Box 378 
Phone: 423-634-6266       Knoxville   TN   37901 
Fax: 423-634-3001       Phone: 865-594-6100 
          Fax: 865-594-6402 
 
 
 
JACKSON        NASHVILLE  (main office) 
225 Martin Luther King Drive     Andrew Jackson Bldg., 3rd Floor 
Lowell Thomas Office Building, 4th Floor    500 Deadrick Street 
Jackson   TN   38301-6920      Nashville   TN   37242 
Phone: 901-423-5747       Phone: 615-253-0600 
Fax: 901-426-0733       Fax: 615-741-0682 
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SECURITY STAFF/SECURITY CONTRACTORS 
 
Send a detailed security schedule and post plan to your EM thirty (30) days in advance of your event.  A 
meeting between your Event Manager, the KCEC Security Manager, and the security subcontractor is always 
recommended to ensure the safety of attendees and property.  The KCEC may determine that security as 
planned is inadequate; increased coverage may be required at the expense of the Lessee. 
 
Minimum security required will be as follows: 

• Loading dock gate guard during all move-in, show, and move-out times, 
• Outside lobby at street curb to redirect self-unloaders and keep curb area clear of parked 

cars. 
• Additional lobby guards may be necessary due to all lobby glass doors being unlocked 

during all move-in, show, move-out, or otherwise occupied times. 
 
KCEC requires a minimum of one off-duty police officer for most events.  Additional police officers may be 
required depending on the nature of the event and facility usage. 
 
See Traffic Control for additional requirements. 
 
Other security companies may work in the facility provided all Contractors' Requirements outlined in Event 
Guide are met. 
 
All off-duty police and fire personnel working at the KCEC must be paid by SMG.  All related charges and 
expenses will appear on your final settlement. 
 

Off-Duty Police Officer $27.00/hour 
Unarmed Security $15.00/hour   (overnight security and badge checkers only) 
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SETTLEMENT 
 
Upon arrival -- and prior to start of the event -- the Lessee is required to deliver to the EM a final exhibit booth 
floor plan, list of exhibitors and the anticipated total square footage the event will utilize. 
 
Additional services (i.e., air conditioning, trash removal, labor) requested by the Lessee will initiate an Event 
Work Order.  The work order will indicate the services desired, the price, and the authorization of the Lessee or 
designated Representative. 
 
The final floor plan, the event work orders,  and other expenses will be included in the final settlement. 
 
 
The EM will schedule a settlement appointment with the Lessee and the KCEC's Director of Finance at a 
convenient time prior to the last day of the multiple day event or on the evening of the performance for 
others unless other prior arrangements are made. 
 
Any additional charges such as lost key, building damages, etc., will be invoiced within seven (7) days of the 
event and are due and payable upon receipt of the final invoice. 
 
SHUTTLES 
 
Shuttle busses are commonly used for many events from hotels or off-site areas to the KCEC.   Henley Street, in 
front of the KCC and Cumberland Avenue feature an extra lane for shuttle bus pick-up and drop off.  Trolleys 
available $65/hr. with a 2 hour minimum; will hold 30 people.  Busses available $65/hr. with a 2 hour 
minimum; will hold 60 people. 
 
Knox Area Transit 
865-637-3000 
 
 
 
SIGNAGE AND DECORATIONS 
 
We encourage Lessees and general service contractors to contact the KCEC as early as possible to determine 
feasibility, labor responsibility and costs associated with the placement of signs and hanging of any banners.  
The Center prohibits affixing any signage on the Facility's glass, walls, doors, ceilings or superstructure, inside 
or outside.  No holes may be drilled or punched into any building surface.  Your EM can assist in locating 
appropriate placement of all signage.  
 
The Lessee is prohibited from covering building signage, art, pay telephones, or other building surfaces 
without the written permission of the KCEC.  See LOBBIES for additional information. 
 
Commercial advertising signage or displays set in public areas must be pre-approved by KCEC management 
and are subject to a 25% fee to the facility.  
 
SMOKING POLICY 
 
Smoking is not allowed in the facility.  Ash/trash units are supplied under the canopies at all entrances for those 
who wish to smoke. 
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Resubmit on first move-in date. 
Issued:  _____________ 
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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 quote via work order. 
 
Your signature authorizes the above representatives only to request services. 
 
Authorized Signature:  _____________________________________________ 
 
Dates:  _______________________________________________________________ 
 
Acknowledgement Signature:  ____________________________________________ 
 
Dates:  _______________________________________________________________ 
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TENT PERMITTING (OUTDOORS) 
 
The East Tennessee Building Code is the governing authority for the erection and use of all tents.  Pursuant to 
E.T.B.C., section 13, a building permit issued by the City of Knoxville Inspection Bureau will be required for 
the erection and/or occupancy of any tent.  A tent shall be erected by a contractor, licensed by either the state of 
Tennessee or by Knox County, working within the limitations of his/her license. 
 
The term “Tent” shall be used interchangeably with the terms canopy and cabana.  Tents are temporary  
structures, and will not be permitted for a period exceeding 30 days. 
 
The following is the minimum submittal for a tent permit.  Failure to submit the minimum required will result 
in a rejection of the submittal until corrections can be made. 
 
1. Application on City form with notarized signature of the qualifying agent. 
2. Owner’s affidavit on City form, signature of owner to be notarized.   

(Proof of ownership may be required.) 
3. Notice of commencement. 
4. Insurance papers, made out to City of Knoxville and SMG 

a. Compensation 
 b.   Liability 
5. Architectural and Engineering drawings 

a. Site implementation, location drawings 
b. Structural drawings and shop drawings [if any] 
c. Structural analysis [rational analysis] and structural design calculations, including  

foundation design for up-lift [ note 150% safety factor minimum required for stability 
of foundation] 

d. All drawings and calculations presented as a submittal for a "Tent Erection Permit" 
shall have each page signed and sealed by a State of Tennessee Registered Professional 
Engineer. 

 
Any tent which is erected without a permit, or which is occupied without a final inspection and approval by the 
Building Official or his designee, shall be deemed to be unsafe based upon the requirements of East Tennessee 
Building Code Section 13, Zoning Ordinance. 
 
Tents which are deemed unsafe by the Building Official shall be immediately vacated and struck.  If the owner 
of the tent fails to comply with the order of the Building Official to vacate and strike the subject tent, then the 
Building Official shall move to vacate and strike the subject tent under the authority vested in East Tennessee 
Building Code, Section 13, Zoning Ordinance. 
 
Costs incurred in the performance of vacating and striking of an unsafe tent shall be paid by the appropriate 
governmental authority and upon the recording in the public records of this county a certificate executed by the 
Building Official, certifying the amount so expended and why expended, the same shall become a lien against 
the property involved.  Any tent struck by action of the Building Official will be confiscated as being used in 
the commission of a crime. 
 
Contractors who erect tents without the proper licensing and/or permits or who permit tents to be occupied 
without proper inspection and/or approval will be charged before the Knox County Board of Rules and Appeals. 
 
 



 

54   

TRAFFIC CONTROL 
Knoxville off duty police officers are required to assist you with bus and auto traffic control at the KCEC.  A 
minimum of three (3) officers are required for groups with shuttle requirements and/or a high volume of 
registrants, exhibitors, or patrons who drive to the event.  Additional officers will be required when more than 
30 busses are running and/or when any traffic light needs manual operation.  Police officers will hold traffic for 
busses and pedestrians as needed.  The Lessee is responsible for all related charges.  Your EM can outline the 
staff requirements and related expenses based on expected traffic. 
 
All off-duty police personnel working at the KCEC must be paid by SMG.  All related charges and expenses 
will appear on your final settlement. 
 
Off-Duty Police Officer $27.00/hour 

  
 
UNION DEFINITIONS 
 
All issues relative to the amount and types of display work your exhibitors can perform within the confines of 
their exhibit booth space must be discussed with your EM and general contractor.  Lessees are encouraged to 
clearly define their agreement with regard to union labor hired through the general contractor in their exhibitor 
instructions. 
 
All union issues should be reviewed with your Event Manager.  See production information form in the 
Exhibitor's Kit Forms section in the index. 
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There are exclusive agreements related to your use of the Knoxville Convention/Exhibition Center or KCC: 
 
Service Providers in KCEC/KCC: 
Comments:  For F & B, telephone, fax instruction and data, discuss with the Director of Event Services 
 
KCEC F&B Department  - for all food and beverage. 
 
Contact: Kim Beets, Director of Food & Beverage    (865) 522-5669 
 
KCEC/ Electrical  
 
KCEC Plumbing 
 
 ���������	
����������
���������	
�����	
	����
��������  Director of Event Services...................................................(865) 522-5669 
 
The Knoxville Convention/Exhibition Center can provide a full range of audio/visual services, sound 
reinforcement, slide and video projection, video production, computer/projection interfacing, etc., preferred 
through the in-house Audio Visual Contractor. 
 
  
 Contact: PSAV................................................................................................(865) 251-6128 
 
Order forms for the contractors listed above follow. 
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TO FACILITATE YOUR LOAD-IN AND MANPOWER REQUIREMENTS, PLEASE FILL IN THE APPLICABLE 
INFORMATION. 
 

THE MORE INFORMATION YOU SUPPLY US - THE BETTER AND MORE CO ST EFFECTIVELY 
WE CAN SERVE YOU. 

 
Event Name:______________________________________ Event Date: ___/_____/____ 
Overview of Event: i.e. general session for 2000 w/image & entertainment, break-outs, exhibits, etc. 

 
# Company Personnel  # Company Personnel 
 Accompanying Equip. _____________ staying for Event __________ 
 

 # Trucks and Size: #  _______________ Trucks on property 
   for event: [ ] yes [ ] no 
  Size  _____________ 
 

Estimated Load-In Time: i.e. 4 hrs, 2-8hr days for 10 men, etc. 
__________________________________________________________________________________________ 

 
Has union labor call been placed for stagehands? [ ] yes [ ] no  
To whom? _________________________________________________________________________________ 

 
Will chemical fog be used? [ ] yes [ ] no Will pyro be used? [ ] yes [ ] no 

 
Has Knoxville Fire Marshal permit been applied for? [ ] yes [ ] no                                Date:____ /____ /____ 
(Attach copy of permit if received.) 

 
Will you provide: Meeting room diagrams/flow charts [ ] yes [ ] no 
 Plots [ ] yes [ ] no 

 
Equipment List: i.e. AN for 15 meeting rms., 10 sections of Thomas Truss w/lights, flown sound 

system, 6 boxes a side, scenery for general session, etc. 
 (Attach 2nd page if more space is needed) 
____________________________________________________________________________________________________________ 
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
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In the interests of life safety and fire prevention/protection in the Knoxville Convention/Exhibition 
Center, the following minimum standards shall apply to all events, private or public: 
 
EXITS: No display or exhibit shall be so installed or operated as to interfere in any way with access to any 
required exit or with visibility of any required exit or any required exit sign.  All required exits, including but 
not limited to, entrance/exit and lobby areas of each hall, the center exit pod and all corridors/aisles shall be 
unlocked and free from obstruction during show hours. 
 
FIREFIGHTING EQUIPMENT: All fire hose cabinets, fire extinguishers, manual pull stations and any other 
fire protection equipment, including those inside exhibit/booth space, shall be visible and accessible at all times. 
 
COMBUSTIBLES: Compressed flammable gases, flammable or combustible liquids, open flame devices, 
hazardous chemicals or materials, Class II or greater lasers, blasting agents, explosives and pyrotechnic devices 
shall be prohibited within exhibit halls.  Under special circumstances, limited use of the above items may be 
permitted by the authority having jurisdiction, provided adequate precautions are taken to prevent the accidental 
ignition of any materials.  Application for permit(s) shall be made to the Knoxville Fire Marshal through the 
Director of Event Services, and a copy of the approved permit must be maintained on the premises throughout 
the event. 
 
STORAGE:  Combustible material within exhibit booths shall be limited to a one (1) day supply.  Storage of 
combustible material behind booths is prohibited.  Permission to store some materials within the exhibit hall is 
subject to the approval of the Knoxville Fire Marshal. 
 
VEHICLES:   Vehicles on display within an exposition facility shall comply with the following: 
 
(a) All fuel tank openings shall be locked and sealed in an approved manner to prevent the escape of vapors.  

Fuel tanks shall not be more than one-quarter full or contain more than 4 gallons (15.14 liters) of fuel, 
whichever is less. 

(b) At least one battery cable shall be removed from the batteries used to start the vehicle engine.  The 
disconnected battery cable shall then be taped. 

(c) Fueling or defueling of vehicles shall be prohibited. 
(d) Vehicles shall not be moved during show hours. 
 
FLAME RETARDANT TREATMENT: Draperies, curtains and other similar loosely hanging furnishings 
and decorations shall be flame resistant as demonstrated by passing both the small-scale and large-scale tests of 
NFPA 701, Standard Methods of Fire Tests for flame-Resistant Textiles and Films.  Acoustical and decorative 
material including, but not limited to, cotton, hay, paper, straw, moss, split bamboo and wood chips shall be 
flame-retardant treated to the satisfaction of the authority having jurisdiction.  Materials which cannot be treated 
for flame retardancy shall not be used. 
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FIRE AND SAFETY REQUIREMENTS 
PAGE 2 
 
EXHIBIT STRUCTURES: Exhibit booths shall be constructed of noncombustible or limited-combustible 
materials.  Exhibits with enclosed areas (walls and ceilings) shall be protected with approved single station, 
battery powered heat detectors.  Exhibits with enclosed areas greater than 300 square feet (300 sq. ft./ 
27.87sq.m) may require additional fire protection as determined by the authority having jurisdiction (additional 
fire protection may include portable fire extinguishers, heat/smoke detectors, an automatic extinguishing 
system, or additional Exhibit Hall Fire Watch personnel). 
 
Exhibits with multiple levels over twelve feet (12'/3.66m) in height shall be engineered appropriately and 
constructed from drawings bearing the stamp of a reviewing structural engineer.  Upper level floor systems 
shall support a live load of one hundred pounds per square foot (100 lbs/sq.ft./488.21 kg/sq.m) and shall have 
guardrails a minimum of forty-two inches (42"/1.07m) in height with intermediate rails through which a six 
inch (6"/15.24cm) sphere cannot pass.  Stairs for upper levels shall support a live load of seventy-five pounds 
per square foot (75 lbs/sq.ft./366.18 kg/sq. m) and shall have a minimum width of thirty six inches 
(36"/91.44cm) when serving an occupant load of fewer than fifty (50) occupants and forty-four inches 
(44"/1.12m) when serving an occupant load of fifty (50) or more occupants.  Stair risers should be not less than 
four inches (4"/10.16cm) nor greater than seven inches (7"/17.78cm) in height and treads shall have a minimum 
run of eleven inches (11"/27.94cm), excluding nosing.  Spiral stairs are not recommended for areas to be 
occupied by the general public, visitors or clientele, unless specifically approved by the Knoxville Fire Marshal.  
Handrails shall be provided on at least one side of every stairway.  Upper level(s) shall have at least two (2) 
exits for every three hundred square feet (300 sq.ft./27.87sq.m) of occupied space, and these shall be as remote 
from each other as possible. 
 
All booth construction shall meet local, state and federally mandated codes. 
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BUREAU OF FIRE PREVENTION 
 

APPLICATION FOR PERMIT 
 

Pyrotechnics Permit                                                                                                                                Knoxville, Tennessee      
 
TO THE BUREAU OF FIRE PREVENTION 
 
The undersigned hereby applies for a permit to carry on pyrotechnic operations according to the following statement: 
 

1. Location__________________________________________________________ 
 
2. Property Owner ________________________  Address ____________________ 

 
3. Event _____________________________  Event Sponsor __________________ 

 
4. Event Coordinator ______________________  Phone # ____________________ 

 
5. Pyrotechnic Company __________________  State Regulation # _____________ 

 
6. Pyrotechnician(s) ______________________ State Regulation # _____________ 

 
7. Years of experience _________________________________________________ 

 
8. Class/Type explosives to be used ______________________________________ 

 
9. Indoor     Outdoor     Location of nearest building (outdoor only) _____________ 

 
10. Intended pyrotechnic Date ___________________  Time ___________________ 

 
It is hereby agreed by the undersigned that said operations will be carried on in strict compliance with all ordinances of the City of 
Knoxville affections such operations, and it is further agreed that in the event permit is issued the holder of said permit will furnish 
such bond or certificates of insurance as required by Ordinance #4298 of the City of Knoxville.  
 
Signed _____________________________  Address ____________________________ 
 
Title _______________________________  Daytime Phone Number _______________ 
 
Notification of set-up time is required by the Fire Marshal.  Please call 865-215-2283 as soon as possible to schedule a Fire Inspector 
to be present at the time of set-up.  
 
--------------------------------------------------------------------------------------------------------------------------------- 
Recommend that permit:       Be granted _______________      Not be granted _________________ 
Permit Expires:  _____________________________   Permit Number:_______________________ 
Signed _____________________________ (Inspector) Inspection Date: ______________________ 
Remarks _____________________________________________________________________________     
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Multilevel exhibit booths/enclosed exhibit areas shall meet the following criteria: 
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ALL BOOTH CONSTRUCTION SHALL MEET LOCAL, STATE, AND FEDERALLY MANDATED CODES. 
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Show/Event Name ____________________________________________________________________________ 
 

Exhibitor/Company Name ______________________________________________________________________ 
 

Exhibitor Address ____________________________________________________________________________ 
 

City/State/Country/Zip Code ____________________________________________________________________ 
 

Phone ___________________________________________ Fax ___________________________________ 
 

Contact Person _______________________________________________________________________________ 
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This portion to be completed by the Knoxville Fire Marshal: 
 

Comments ____________________________________________________________________________________ 
 

Approved by _________________________________________________ Date ___________________________ 
 Knoxville Fire Marshal 
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COMBUSTIBLES:  Compressed flammable gases, flammable or combustible liquids, open flame devices, hazardous 
chemicals or materials, Class II or greater lasers, blasting agents, explosives and pyrotechnic devices shall be prohibited within 
exhibit halls.  Under special circumstances, limited use of the above items may be permitted by the authority having 
jurisdiction, provided adequate precautions are taken to prevent the accidental ignition of any materials.  Application for 
permits(s) shall be made to the Knoxville Fire Marshal through the Director of Event Services for the following: 

·  Display and operate any open flame, flammable liquid device, candles, lanterns, torches, 
   pyrotechnic displays, etc. 

·  Display or operate an electrical, mechanical or chemical device which may be deemed 
   hazardous by the Fire Marshal. 

·  Use of flammable liquids, compressed gases or dangerous chemicals. 
 
PLEASE COMPLETE THIS PORTION AND RETURN AT LEAST 15 DAYS PRIOR TO THE EVENT: 

SMG, Knoxville Convention Center,   P.O. Box 2543,   Knoxville,   TN    37901 
 
 
 

Show/Event Name _________________________________________________________________________ 
 
Exhibitor/Company Name ___________________________________________________________________ 
 
Exhibitor Address _________________________________________________________________________ 
 
 

City/State/Country/Zip Code ________________________________________________________________ 
 
Phone ______________________________________   Fax _______________________________________ 
 
Contact Person ___________________________________________________________________________ 
 
Application is requested to display (describe device to be displayed) _________________________________ 
(attach MSDS or other information as necessary) 
 
A COPY OF THE APPROVED PERMIT MUST BE MAINTAINED ON THE PREMISES THROUGHOUT THE EVENT. 
 
This portion completed by the Knoxville Fire Marshal: 
 
Comments _______________________________________________________________________________ 
 
 
Approved by __________________________________________  Date ______________________________ 
                                     Knoxville Fire Marshal 
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EXHIBITOR BOOTH SERVICE CATERING CONTRACT 

���������	�
�������
������������������������������� ���������
������������������������������� 
������������!����" ���
���
�����������������������������������������

��������	������������������#�
�$%&'��()%*� �$%&'��('%+*�
�,&'(-'��()%*� �.,&%*�
�,)/(&0*� �(1*�
�223%++*� 4,,'.��5)6%3*�

�(0)%&'*�
�

�&��7'%��,&'(-'*� � �5)6%3�,8��%,/9%*�
�78�2788%3%&'�'.(&�(6,$%��

����������������������
:� �32%3+�8,3�9%++�'.(&�;��#���/%3�2%97$%30�(3%�+56<%-'�',�(�2%97$%30�8%%�,8�;=�#��>#��>�?��#�� @��(9%+��(1��
:� �99�+%3$7-%+�(3%�2%+7A&%2�(&2�/(-B(A%2�',�6%�/9(-%2�,&�0,53�-,5&'%3+�,3�6,,'.�'(69%+#�
:� C�����D4��%/(3')%&'�7+�5&(69%�',�/3,$72%�'(69%+�, &�'.%�%1.767'�89,,3#���9%(+%�-,&'(-'�'.%��.,E��%-,3 (',3�8,3�

(227'7,&(9�'(69%+#�
�599��('%37&A��%&5+�8,3��%%'7&A��,,)��5&-'7,&+
��37 $('%��(3'7%+
�!,+'�4(3+�(&2��%-%/'7,&+�(3%�($(79(69%�5/,&�3%F5%+'#�
�9%(+%�-,&'(-'�,53��('%37&A��%/(3')%&'�8,3�853'.%3� (++7+'(&-%�('���������������#�

�
�32%3+�83,)�'.7+�)%&5� ����	 6%�3%-%7$%2�&,�9('%3�'.(&�'%&��=���65+7&%++�2(0+�/37,3�',�'.%�+'(3'�2('%�,8�'.%�%$%&'#�
�32%3+�3%-%7$%2�(8'%3�(�'%&��=���2(0�&,'7-%�)(0�6%�97)7'%2�',�,&90�'.,+%�7'%)+�,&�.(&2#�
�

���	�����	��	���	���
�	�����	���	 	
� !	�
�"#

	
$��%
	�&�	 	
���	�����	�'	 	
�����	
$��%
	���	 	
()�*!	���
�	���	 	

�������������
�� �
�

�

	�+�	��,-��.���	��/0���1	����	2�3�
4�	#4	��"�4

	 5#�$	3���	���
�)	
�

��6��1	7���	���	��	,��8�11�6	7����0�	�

��2�43#4%	2 �3�
4�	�4�	
�
�#�	
���	#4������#�4)	
�� �������������
���4�����"�����������
��������������� �������
����������"����������������������#��C�� �

�� 
�������"������������������
�!���G�������������� ����������=���4
���������	������������!���"���#���! ���
����
�����������������!���!�"���������	����������
� �������"�����H��!���������	��!��C#�


�
�#�	
���	���$��#9��#�4	����	
������	��*�� ���������������*�

�

����I#� 11 11 11 11 - 11 11 11 11 - 11 11 11 11 ' 
 
� �������+�7'�(//%(3+�,&��(32��
�

������
��*�� ����*�
4�	����:	�
"
��%
�	��	��
�$��#
	�
"
��%
�	��
	����5 
�	��	�
	�
�"
�	�3	�43�4
	��$
�	

�$�4	�$
	���������	
����������
���������	
�����	�+� 	�
2����
4�) 	
�

C&,1$799%��,&$%&'7,&��%&'%3�:��#�#�4,1������:�C&,1$ 799%
�����J��=�
�%9%/.,&%*����������������:��(-+7)79%*������������� ���

�



 

63   

�
�
�
�
�
�
�
�
�
�
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(865) 522-5669 • FAX# (865) 329-0422  

 

 
 

 
 

�����������	
����
�����   



 

64   

 
                

 
P. O. BOX 2543 • KNOXVILLE, TENNESSEE 37901 

(865) 522-5669 • FAX# (865) 329-0422  

 
_________________________ 

 
An SMG Managed Facility 

 
  

ELECTRIC AND UTILITIES SERVICE ORDER FORM 
PAYMENT FOR ADVANCE ORDERS MUST BE RECEIVED IN OUR OFFICE 14 DAYS PRIOR TO MOVE-IN DATE 

MAKE ALL REMITTANCE PAYABLE TO: KNOXVILLE CONVENTIO N CENTER, ATTN: FINANCE DEPARTMENT .  
 
NAME OF EVENT_________________________ DATE OF EVENT_____/_____/_____ BOOTH#_____________________ 
FIRM NAME_______________________________ CONTACT NAME___________________________________________ 
ADDRESS______________________________ CITY_____________________ STATE_____ ZIP____________________ 
PAYMENT: CHECK____ CASH____ VISA____ MC____AMEX____ DC___TELEPHONE#____________ FAX#__________ 
CARD#______________________________________________EXP. DATE______________________________________ 
I ALSO AUTHORIZE SMG TO CHARGE ANY OUTSTANDING BALANCES AT THE TIME OF MOVE-OUT TO MY CREDIT CARD. 
 
SIGNATURE________________________________________NAME ON CARD________________________________________ 

*WE DO NOT ACCEPT DINERS CLUB CREDIT CARDS *  

 
ELECTRICAL SERVICE   

QUANTITY DESCRIPTION ADVANCE FLOOR TOTAL 
_________ 5 AMPS 110 VOLTS $50.00 $65.00 _________ 
_________ 10 AMPS 110 VOLTS $60.00 $75.00 _________ 
_________ 15 AMPS 110 VOLTS $70.00 $85.00 _________ 
_________ 20 AMPS 110 VOLTS $75.00 $90.00 _________ 
_________ 10 AMPS 208 SINGLE-PHASE $100.00 $150.00 _________ 
_________ 20 AMPS 208 SINGLE-PHASE $125.00 $175.00 _________ 
_________ 30 AMPS 208 THREE-PHASE $150.00 $200.00 _________ 
_________ 40 AMPS 208 THREE-PHASE $175.00 $225.00 _________ 
_________ 50 AMPS 208 THREE-PHASE $300.00 $400.00 _________ 
_______ 60 AMPS 208 THREE-PHASE $400.00 $500.00 _________ 

_______ 100 AMPS THREE-PHASE  $400.00 $500.00 _________ 

_______  200 AMPS THREE-PHASE $600.00 $700.00 _________ 

_______ 400 AMPS THREE-PHASE $800.00 $900.00  

(RATES INCLUDE POWER OUTLETS ONLY. RATES DO NOT 
INCLUDE EXTENSION CORDS. LABOR TO HARD-WIRE 
EQUIPMENT WILL BE BILLED AT $40.00 PER HOUR AND WILL 
BE BILLED IN ONE-HOUR INCREMENTS.) 

 
 
 
TOTAL CHARGES            ___________ 
ELECTRIC 
 

    PLEASE CONTACT  THE EVENT SERVICES DIRECTOR FOR ADDITIONAL NEEDS/QUOTES. 

 
WATER SERVICE  

$150.00 PER CONNECTION  
                                                                                                                                        
                                                                                                                                                  TOTAL CHARGES          ___________ 
                                                                                                                                                  WATER                                                 
                                                                                                       

                                                                                                                                                                  

COMPRESSED AIR SERVICE  
$150.00 PER CONNECTION  

 
                                                                                                                                                  TOTAL CHARGES          ___________ 
                                                                                                                                                  COMPRESSED AIR                                                 
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CONDITIONS AND SAFETY REGULATIONS FOR ELECTRICAL SERVICE  

1. WALL, COLUMN AND PERMANENT BUILDING UTILITY OUTLETS ARE NOT PART OF BOOTH SPACE AND ARE NOT TO BE 
USED BY EXHIBITORS UNLESS SPECIFIED OTHERWISE.  

2. ALL EQUIPMENT, REGARDLESS OF SOURCE OF POWER, MUST COMPLY WITH ALL FEDERAL, STATE AND LOCAL BUILDING 
AND SAFETY CODES.  

3. ALL SERVICE CONNECTIONS AND OVERLOAD PROTECTION TO SUCH EQUIPMENT MUST BE MADE BY THE "KCC HOUSE 
ELECTRICIAN" ONLY.  

4. ALL EQUIPMENT MUST BE PROPERLY TAGGED AND WIRED WITH COMPLETE INFORMATION AS TO TYPE OF CURRENT, 
VOLTAGE, PHASE, HORSEPOWER, ETC.  

5. ALL APPROPRIATE EXHIBITOR'S EXTENSION CORDS MUST BE OF THE THREE-WIRE GROUNDED TYPE, RESIDENTIAL TYPE 
EXTENSION CORDS AND POWER STRIP CORDS ARE PROHIBITED BY LOCAL BUILDING AND SAFETY CODES.  

6. ALL EXPOSED NON-CURRENT CARRYING METAL PARTS OF FIXED EQUIPMENT, WHICH ARE LIABLE TO BE ENERGIZED, 
MUST BE GROUNDED. 

7. NOTIFICATION OF CANCELLATION MUST BE RECEIVED IN WRITING A MINIMUM OF FOURTEEN (14) DAYS PRIOR TO 
SCHEDULED MOVE-IN DATE.  

8. CREDIT WILL NOT BE GIVEN FOR SERVICE INSTALLED, BUT NOT USED.   

THE PARTIES AGREE THAT THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE AND ALL 
OTHER WARRANTIES, EXPRESSED OR IMPLIED, ARE EXCLUDED FROM THIS AGREEMENT. KNOXVILLE CONVENTION CENTER DOES 
NOT ASSUME ANY LIABILITY FOR DAMAGES OR ANY TYPE WHATSOEVER OR LOSS OF ANTICIPATORY PROFITS RESULTING FROM 
THE USE OF EQUIPMENT OR SERVICES OR DELIVERY OR INSTALLATION, OR DAMAGE OF ANY SORT WHATSOEVER TO USER'S 
GOODS OR EQUIPMENT ARISING FROM ANY CAUSE WHATSOEVER.  
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Application for Animal Exhibition Permit 

 
State of Tennessee                                                                                                         County of Knox 
 
Permit No. ______________________________               Date Approved ____________ 
 
Event Information: 
Date(s) From ______________________________  To ___________________________ 
 
Hours of Operation:  From ____________________ To __________________________ 
 
Location ________________________________________________________________ 
 
Number of Animal Control Officers Required __________________________________ 
 
Organization _____________________________________________________________ 
 
I hereby make application for a permit to show or exhibit animals authorized to be shown or exhibited under the provisions of City 
Animals Ordinance Chapter 5 and base my application upon the answers to the following questions: 
 
Full Name of Applicant: 
Last _____________________________  First ______________________  MI _______ 
 
Date of Birth: __________________________ Social Security # ___________________ 
 
Home Address: ___________________________________________________________ 
 
Home Phone: ____________________________________________________________ 
 
Business Address: ________________________________________________________ 
 
Business Phone: __________________________________________________________ 
 
Under what name will exhibition operate? _____________________________________ 
________________________________________________________________________ 
 
Name and address of all operators of exhibition: 

1. __________________________________________________________________ 
 
2. __________________________________________________________________ 

 
3. __________________________________________________________________ 
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Have you or any of the parties listed above ever operated an animal exhibit?  Yes _ No _ 
 
If yes, list the type of exhibit, date and place of operation in the space provided below: 
 
Type of Exhibit   Date   Place of Operation 
_______________________  ______________ ________________________ 
_______________________  ______________ ________________________ 
_______________________  ______________ ________________________ 
 
Have you or any of the parties listed above ever been convicted of any violation of animal laws within the last ten years?  Yes __     
No __ 
 
If yes, give particulars of each charge, court and date convicted: 
 
Explanation of Charge  Date   Court 
_______________________  _______________ ________________________ 
_______________________  _______________ ________________________ 
_______________________  _______________ ________________________ 
 
List below the number and species of all animals to be exhibited (attach an additional sheet if necessary) 
 
Species _________________ Qty ____         Species _________________ Qty ____ 
Species _________________ Qty ____         Species _________________ Qty ____ 
Species _________________ Qty ____         Species _________________ Qty ____ 
Species _________________ Qty ____         Species _________________ Qty ____ 
Species _________________ Qty ____         Species _________________ Qty ____ 
Species _________________ Qty ____         Species _________________ Qty ____ 
Species _________________ Qty ____         Species _________________ Qty ____ 
Species _________________ Qty ____         Species _________________ Qty ____ 
 
List below the name, address, and phone number of veterinarian to be available during hours of exhibit operation: 
 
Name     Address          Phone 
_____________________ __________________________________    __________ 
_____________________ __________________________________    __________ 
_____________________ __________________________________    __________ 
 
Will animals be sold at the exhibition? Yes ___     No ___ 
 
Have you ever applied for an animal exhibition permit from the City of Knoxville?   
Yes ___     No ___ 
 
If yes, for what type of exhibition? ___________________________________________ 
 
Please remit this form along with a $25.00 application fee (make checks payable to City of Knoxville) to the following address: 
 

City of Knoxville Police Department 
Attn:  Animal Control 

P.O. Box 3610 
Knoxville, TN 37927 

 
If you have any questions relating to this application, please call the City of Knoxville Animal Control Department at 865-215-7373. 
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