
RULES AND REGULATIONS FOR 
 
 EXHIBITS AND DISPLAYS 
 
 Fax or Mail to:  Gaylord National Resort & Convention Center 

Attn:  Exhibit Service Department 
  201 Waterfront Street National Harbor Md. 20745 

Office: (301)-965-3710 
Fax: (301)-965-3797 

  

➢ A discounted rate is provided to exhibitors who order services in advance.  Full payment must be received at Least 
Fourteen (14) days prior to the first day of show to qualify for the Advance Price.  Payment is accepted through exhibit 
services in the form of VISA, MASTERCARD, AMERICAN EXPRESS, DISCOVER, DINERS CLUB and Money Order (U.S. 
funds drawn on U.S. banks only).  Maryland State Sales Tax (6%) will be applied to all equipment & service orders.  
Checks and cash are not accepted. 

➢ The hotel is not responsible for any injury, loss, or damage that may occur to the exhibitor, the exhibitor’s agents, 
employees, or property, or the any other person or property prior, during, or subsequent to the period covered by 
the exhibit contract. 

➢ In accordance with the Prince Georges County Fire department, no exhibit, display or drape will obstruct, impede or 
otherwise hinder access to fire strobes, fire speakers, fire department access cabinets or fire pulls. 

➢ Credit will not be given for services ordered and not used.  Cancellations must occur prior to the installation of 
services. 

➢ Exhibits, displays, and equipment are to be brought into and taken from the Exhibit Hall via the loading dock only. 

➢ Stick-on decals (except name tags) may not be distributed or used in the convention center. 

➢ Holes may not be drilled or punched into any surface in the convention center. 

➢ The painting of exhibits or signs is not allowed anywhere inside the convention center. 

➢ Decorations, banners, signs, etc. are not to be affixed to any wall, door, window, column, ceiling, or any surface in 
the convention center. 

➢ Static helium balloon displays are permitted in the convention center.  Helium balloons may not be used as 
giveaways.  Helium tanks must be removed daily.  Storage of tank within the building is not permitted. Any balloons 
that end up in the ceiling area will be removed at $25.00 per balloon with a $100.00 minimum charge. 

➢ Tape used on the floor of the exhibit must be low residue carpet tape and low residue safety tape.  Accepted brand 
are Polyken 105C, Renfrew #147, and Asiachem SST-736 or approved equivalent.  It is the responsibility of the 
Official contractor to remove ALL tape from the floor at the end of the event. 

➢ The hotel reserves the right to purchase, prepare and provide all food and beverage items provided in Exhibit Booths. 
For product(s) specific to a Company’s trademark, those which are not procurable by Gaylord National, 2oz. sample 
sizes may be provided with approval from show management. A Certificate of Insurance naming Gaylord National 
additional insured as well as a food waiver are required prior to samples being distributed on the show floor. 

 
➢ Cooking permits must be obtained before any cooking activity is permitted within the convention center. Certificates 

of Insurance are required naming Gaylord National as additionally insured. A signed Food Waiver will be required. A 
3A40 B.C. fire extinguisher must be in the booth, within 30 feet of the each cooking device. Compliance with all 
Prince Georges County Health and Fire Department rules and regulations is required. Holding tanks for cooking 
residue (oils, grease, etc.) are required. Cleaning of equipment is not permitted in hotel restrooms. Clean-up 
arrangements must be coordinated in advance through show management.  
 



 
➢ Permission to cook any food within the exhibit area must have prior approval by the Gaylord National Event 

Manager. The use of “Day tanks” bottled gas may be used in conjunction with an approved exhibit or display for 
cooking or demonstration purposes. Tanks must have a release valve and be removed from the convention center at 
the close of daily activities. Storage of tanks inside the building is prohibited.  

 
➢ Gaylord National reserves the right to request the cease of food production/distribution in an exhibit booth without 

proper authorization and paperwork on file. 
 

➢ Vehicles that are used as part of a display should have no more than a 1/4 tank of fuel or 10 gallons whichever is 
less.  The tank must be taped shut or have a locking gas cap and the battery cables must be disconnected. 

➢ Covered or multi-leveled booths over 300 sq. ft. are required to have an automatic extinguishing system or required 
fire watch personnel.  A battery operated smoke detector will be required for each covered booth, structure or tent 
regardless of square footage.  Engineered approved Scaled, stamped plans of the booth must be submitted to the 
Gaylord National.  Cost of fire watch personnel is determined by Prince Georges County Fire and Rescue.  Contact 
Exhibit Services for additional information. 

➢ Haze and/or smoke producing devices must use water-based fluids.  The use of these devices must be approved in 
advance through Conference Services in conjunction with Prince Georges county Fire and Rescue Services. 

➢ Freight Services: Material Handling/Freight Deliveries including but not limited to, small package, overnight, LTL & 
van line carriers will not be accepted by Gaylord National Resort & Convention Center Exhibit Hall representatives 
prior to your event, during your event & after your event.  Shipments during the event contract dates should be in 
the attention of the events Official Service Contractor.   Those events without a service contractor should contact 
the business center at Gaylord National.  Please call your Official Service Contractor with any shipping questions.   

 

 

GUIDELINES FOR ALL CARPETED AREAS 

The following policy and procedure will be in effect for all areas of the hotel with existing carpet. 

➢ Gaylord National does not provide cleaning supplies, vacuums, large waste receptacles, whales or janitorial services 
for the exhibit hall area unless it is included in the sales contract.  Trash removal from the exhibit hall and/or 
ballroom is the responsibility of the decorating/production company.  Any property damaged or destroyed must be 
replaced to its original condition.   

➢ It is the responsibility of the decorating/production company to return exhibit hall and/or ballroom space to “Move-
In Condition”.  All tape and tape residue as well as stains and debris must be removed.  The decorating/production 
company is responsible for vacuuming the exhibit hall and/or ballroom prior to departure. 

➢ Chalk marks or the use of chalk lines will be prohibited on any carpeted area for event layout. 
➢ All carpeted areas must be covered with visqueen or Polytac before any decorating/production equipment or freight 

is brought into the space.   
➢ Prior to installation, the exhibit hall staff must approve any tape applied to the hotel carpet.  It is required that low 

tack tape is applied to the carpet and contractor’s double-face tape be applied to the low tack tape. 
 

  



 

          

         

         

         

         

         

         

         

         

         

         

         
         

         

         

Welcome to Gaylord National Online Ordering 

Gaylord National is excited to be hosting AFCEA Belvoir Industry Days April 2020 

 
We're happy to provide access to on-line ordering for all of your facility needs  

(electric, internet, food/beverage), and we invite you to use our safe and secure online ordering web 
site to place your order.  

To create an account or log in, click on the link below. 

https://gaylordnational.boomerecommerce.com  

         
Discount Schedule 

Advance Price Beginning:  Monday December 16, 2019 

Standard Price Applies:  Wednesday April 15, 2019 

Exhibit Show Floor Manager: Janaye Roy 
         

Important Information Regarding Food & Beverage 
Please note that per our contract agreement and for liability reasons, the hotel is the exclusive provider for all food and 
beverage. Absolutely NO outside food and/or beverages may be served from your booth during this upcoming event 
(this includes but is not limited to, logo bottled water or any type of pre-packaged food). If you wish to serve these 
items, you must request permission via e-mail in advance, and a corkage fee will apply if your items are approved. 
These requests can be sent to gnexhibits@gaylordhotels.com. 

Tax Exempt Exhibitors 

If your organization is Tax Exempt in the state of Maryland, please create your account first and then contact 
us at gnexhibits@gaylordhotels.com.  We'll need to receive a copy of your Maryland Tax Exempt Certificate 
before you can process your order. 

Please contact an Exhibitor Services Representative at (301) 965-3710 or 
gnexhibits@gaylordhotels.com for any questions or additional assistance. 

https://gaylordnational.boomerecommerce.com/
https://gaylordnational.boomerecommerce.com/


Gaylord National Exhibits Electrical Pricing 
*FOR PRICING REFERENCE ONLY* 

 

 

 

 

 

 

 

 

 

 

 

 

 
Note: There will be a 16% installation/removal fee and 6% Maryland State tax assessment on all orders. 

**THIS IS NOT AN ORDER FORM.  PLEASE SEND ORDER SUBMISSION THROUGH BOOMER COMMERCE LINK ABOVE**  

ADVANCE PRICE IS 2 WEEKS PRIOR TO THE MOVE-IN DATE 

Electrical Packages 
Advanced 

Price 
Standard Price 

Package A 
5 amp 120 volt with an Extension cord 

and a 6 outlet Multi-strip 
$175.00 $215.00 

Package B 
20 amp 120 volt with an Extension 

cord and a 6 outlet Multi-strip 
$255.00 $280.00 

Volts Max Watts Circuit Amps Phase 
Advanced 

Price 
Standard Price 

EACH UNIT OF POWER COMES WITH ONE OUTLET 

120 500 5 Single $145.00 $185.00 

120 2,000 20 Single $230.00 $255.00 

208 3,300 20 Single $300.00 $350.00 

208 5,700 20 Three $400.00 $475.00 

208 5,000 30 Single $410.00 $490.00 

208 8,600 30 Three $550.00 $655.00 

208 9,900 60 Single $700.00 $840.00 

208 17,000 60 Three $1,100.00 $1,300.00 

208 20,800 100 Single $1400.00 $1700.00 

208  100 Three $1900.00 $2300.00 

208  200 Three $3400.00 $3900.00 

208  400 Three $5200.00 $6500.00 

1 Outlet Extension-cord. RENTAL ONLY $15.00 

6 Outlet Multi-strip. RENTAL ONLY $25.00 

Compressed Air: Hotel supplies 3/4",1/2",1/4" quick release female 
connection. 80-100 PSI 125 CFM 

$375.00 

Water:  Hotel supplies 1/2" male threaded connector. Exhibitor is 
responsible for bringing adaptors. ( Not available in Ballrooms) 

$400.00 

Drainage: Available depending on booth location.  A pump may be 
required at an additional cost. ( Not available in Ballrooms) 

$450.00 

One time fill and drain. Maximum of 300 gallons $400.00  

Transformer Rental $150.00 

Special orders  Example: Overhead electrical, 24 hour service                                                                                                                                                                                                                                                                                                                                                                                                       

Charges:  $ 

Labor:  * If Applicable 

Installation & 
Removal (16%): 

 $ 

SUBTOTAL:  $ 

Tax (6%):  $ 

TOTAL:  $ 

 



Gaylord National Exhibits Internet Pricing 
*FOR PRICING REFERENCE ONLY* 

ADVANCE PRICE IS 2 WEEKS PRIOR TO THE MOVE-IN DATE 

 

Note: There will be a 25% service charge and 6% Maryland State tax assessment on all orders 
**THIS IS NOT AN ORDER FORM.  PLEASE SEND ORDER SUBMISSION THROUGH BOOMER COMMERCE LINK ABOVE** 

 

 

 

 

 

 
 

 

 

 

Charges:  $ 

Labor:  * If Applicable 

Installation & 
Removal (16%): 

 $ 

SUBTOTAL:  $ 

Tax (6%):  $ 

TOTAL:  $ 

 



Gaylord National Exhibits Food & Beverage 

Pricing 
*FOR PRICING REFERENCE ONLY* 

 
**Please be aware there may be charges and fees associated with your order.  For a full quote please reach out to 

gnexhibits@gaylordhotels.com or call 301-965-3710** 

**THIS IS NOT AN ORDER FORM.  PLEASE SEND ORDER SUBMISSION THROUGH BOOMER COMMERCE LINK 

ABOVE** 

Charges:  $ 

Labor:  * If Applicable 

Installation & 
Removal (16%): 

 $ 

SUBTOTAL:  $ 

Tax (6%):  $ 

TOTAL:  $ 

 

mailto:gnexhibits@gaylordhotels.com
mailto:gnexhibits@gaylordhotels.com


Shipping Instructions – Any materials being sent to the venue must be
marked as follows:

EXHIBITOR SERVICES
Create the ultimate brand experience with a sensory-rich environment that drives attendee interest.

NAME OF CONFERENCE START DATE END DATE NO. OF EVENT DAYS

ORGANIZATION NAME ON-SITE CONTACT NAME ROOM/EXHIBIT BOOTH NO.

STREET ADDRESS CITY STATE ZIP CODE

TELEPHONE NUMBER DELIVERY DATE DELIVERY TIME AM
PM

PICKUP DATE PICKUP TIME AM
PM

EMAIL ADDRESS ORDERED BY

ORDERING INSTRUCTIONS: To guarantee equipment availability and advanced-rate pricing, place your order at least 21 days prior to 
delivery. Prices are for exhibit floor only. All rental prices subject to a 15% markup if ordered day of. Operator labor, if requested, is subject to the 
prevailing hourly rate with a four-hour minimum. An electronic receipt will be emailed to you. The total charge per item is determined by multiplying 
the price by the quantity ordered. Please include applicable Sales Tax on equipment rental.

P S AV  W I L L  C O N TA C T  Y O U  D I R E C T LY  F O R  PAY M E N T  I N F O R M AT I O N .  P R I C I N G  I S  P E R  D A Y .

Tax Exempt Status – If you are exempt from payment of sales tax, we 
require you to forward an exemption certificate for the state in which 
the services are to be provided.
Cancellations – Cancellations received within 48 hours of the scheduled
delivery date are subject to a 50 percent fee applicable to equipment
and tax. Cancellations received on the day of scheduled delivery or “no
shows” are subject to the full amount of the order, including installation,
drayage and tax.

MONITORS PRICE QTY. DAYS RENTED TOTAL

Wall Mount     Single-Pole Stand
■ 32” LCD monitor $____ ____  ____  ____

Dual-Post Stand  Table Stand     Speakers
■ 46” LCD monitor $____ ____  ____  ____

Dual-Post Stand  Table Stand     Speakers
■ 55” LCD monitor $____   ____  ____  ____

Dual-Post Stand Table Stand     Speakers
■ 70” LCD monitor Please contact PSAV for quote

AUDIO EQUIPMENT PRICE QTY. DAYS RENTED TOTAL

Labor and/or service charges may apply and/or loss damage waiver.

Form Submission – Email completed form to: psgnexhibits@psav.com

LIGHTING PRICE QTY. DAYS RENTED TOTAL
$____ ____  ____  ____

_

■ Wired microphone $____    ____
Handheld  Lavalier

■ Wireless microphone $____    ____

____  ____

____  ____
RIGGING
All rigging requests should be placed using the Rigging Request Form.

■ Wireless headset microphone $____  _____ ____ ____
Requires wireless microphone unit to operate

up to five people
■ Sound system $____ ____  ____  ____

up to 20 people ■ $____  ____  ____  ____
■ 4-channel mixer $____ ____  ____  ____

ACCESSORIES PRICE QTY. DAYS RENTED TOTAL

■ $____
■ Laptop $____
■ Black-and-white printer $____

____  ____  ____
____  ____  ____
____  ____  ____

Please add any items not 
listed above that you require.

PROJECTION PRICE QTY. DAYS RENTED TOTAL

■ 42”-54” Rolling cart $____
■ Tripod screen $____

____  ____  ____
____  ____  ____
____  ____  ____

5’     6’     7’     8’

©2020 PSAV. All Rights Reserved.

■ 22” Multi Sync Monitor $____ ____  ____  ____ 

■ CD player $____ ____  ____  ____

■ 

Handheld     Lavalier

■ Powered speaker $____ ____  ____  ____ CUSTOM ITEMS PRICE QTY. DAYS RENTED TOTAL

two speakers, two stands, one mixer, one wired microphone ■ $_____ ____  ____  ____

■ $_____ ____  ____  ____

SPECIAL REQUESTS TOTAL COSTS PRICE
EQUIPMENT TOTAL

SETUP AND TEAR DOWN 
(25% of Line 1—Required)

SALES TAX (MD - 6%)

TOTAL DUE

DVD player 

LCD projector ■ $____

LEKO Light

95

371

436

741

976

90

255

105

110

635

190

105
260

560
75
110

75

https://www.psav.com/riggingform
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EXHIBITOR SERVICES
Create the ultimate brand experience with a sensory-rich environment that driv

BOOTH DIAGRAM

Internet
Please indicate on the grid the location of your internet drop(s) 
using W to signify a wired internet drop and T to signify a 
telephone wiring. If no location is indicated, the internet drop will 
be placed in the middle back of the booth.

Power
Please indicate on the grid the location of your power drop(s) 
using exact measurements and how many amps each power 
drop should have (e.g., 15A). If no location is indicated, the power 
drop will be placed in the middle back of the booth. There is a 
minimum labor charge for hook-up and dismantle for all non- 
standard locations, multiple outlet locations, island booths and 
208V services.

Adjacent Booth No.

Adjacent Booth No.

©2020 PSAV. All Rights Reserved.

ORGANIZATION NAME ROOM/EXHIBIT BOOTH NO.

SHOW NAME SHOW DATES



EXHIBITOR SERVICES
—RIGGING

To request exhibitor Rigging, please submit a request at https:/ / www.psav.com/ riggingform

PSAV WILL CONTACT YOU DIRECTLY TO PROVIDE A DETAILED PROPOSAL AND PAYMENT INFORMATION.

A LL RENTA L PRICES A RE SUBJECT TO A  20% FEE IF ORDERED LESS THA N 21  BUSINESS DAYS PRIOR TO SHOW OPENING.

EQUIPMENT  PRICE PER DAY

Hang Point   $71

Motor & Point package 

Truss – 12” x12” x10’ 

Truss – 12” x12” x5’ 

Truss – Corner Block

Additional Truss sizes available on request

House Lift (hourly)   $45

LABOR PRICE/ HR

CAD Safety Review  $100

Rigger  $130

Truss Builders  $110

OVERTIM E CONDITIONS

Monday - Friday, 8 a.m. - 5 p.m.  Straight Time

Monday - Friday, 5 p.m. - Midnight Time and 1/2

Monday - Sunday, Midnight - 8 a.m.  Double Time

•  PSAV will review all rigging request and will determine if your request requires
motors/ truss or additional items based on the location of your booth.

•  PSAV must make all attachments to the rigging system, ceiling, and supporting
structure of the building.

•  Orders must be received 21 days prior to delivery to avoid penalty rate, and
guarantee equipment and crew availability.

•  All rigging must conform to Show Management regulations.
•  Signs must include necessary harnesses. PSAV can build custom harnesses with

adequate notice and at an additional charge.
•  Electrical signs must be in good working order and conform to the National

Electrical Code.
•  Electrical service must be ordered through Gaylord National Exhibits

Department:  301.965.3710  or  GNExhibits@gaylordhotels.com
•  All overhead signs and banners must be assembled prior to the rigging

call time.
•  Riggers work in minimum teams of 3. Clients cannot be used as a substitute for

riggers.
•  PSAV will not “ dead hang”  items over 100 lbs or 15’ in length. Chain hoists may

be used for these items.
•  Show Management and Gaylord National Conference Services must approve

banner placement in advance.
•  PSAV does not build exhibit signs. All signs must be built prior to scheduled

rigging time.

Saturday, 8 a.m. - Midnight  Time and 1/2 •

Sunday, All Day  Double Time
l

Holidays* * , All Day  Double Time

If your show has multi-day setup, labor may apply.

All rigging calls require 3 Riggers and a 3 hour 
minimum for setting and 2 hour for striking. We will
provide an estimate for equipment and labor based
upon our experience. Actual hours will be billed.

Upon receiving a rigging request a PSAV 
representative will send over an order based on 
your request with pricing and payment 
information.

•  TAX EXEMPT STATUS - If you are exempt from sales tax payment, we require a
State of Maryland exemption certificate.

Power and Internet must be ordered from the hotel

Gaylord National Exhibits
301.965.3710
gnexhibits@gaylordhotels.com

PSAV at
Gaylord National Resort & Convention Center
201 Waterfront Street
National Harbor, MD 20745

Exhibitor Services: 301.965.2047
Fax: 877.917.1223
Email: psgnexhibits@psav.com

$231

$80

$45

$50

A service charge of 25% on equipment will be added to the subtotal before tax. 
Please include applicable sales tax on equipment rental.
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