
Loews Vanderbilt Hotel 
2100 West End Avenue
Nashville, TN 37203
615.321.1930
loewshotels.com/vanderbilt



Congratulations on Your Engagement

We are delighted you have considered us to be a part of your wedding day!

Now that you’ve found “the one,” allow Nashville’s premier hotel to make your wedding 
dreams come true in one-of-a-kind style. This is where legendary Loews service meets 
Southern charm and the modern energy of Music City.

From intimate commitment celebrations for close friends and family to elaborate 
receptions with 500 guests—our Loews Vanderbilt Hotel wedding specialists pride 
themselves on customizing the details of each and every wedding. Also, we are pleased 
to share that we have a full Kosher kitchen on-site.

Our breathtaking venues like the Symphony Ballroom with its majestic chandeliers and 
Starstruck Gallery provide an extraordinary setting for your Nashville wedding reception. 
Once you’ve selected your perfect venue, our creative chefs and culinary staff will 
present you with a wide selection of delectable menus to choose from. If you prefer, we 
can also custom-design a menu for you and your partner’s once-in-a-lifetime day.

It’s my pleasure to assist you in planning a one-of-a-kind wedding. Please let me know if 
you have any questions.

Congratulations, 

Stephen P. Jackson
Director of Conferences and Catering





Symphony Ballroom
Featuring up to 8,442 square feet with a 3,252 
square foot foyer space, the Ballroom has vaulted, 
18 foot ceilings and five stunning chandeliers. This 
venue is ideal for gatherings between 100 and 400 
guests with space for a stage that is perfect for 
a band, dance floor and full seating. This is also an 
ideal venue for larger ceremony needs.

Starstruck Gallery
A beautiful mid-century modern space with nearly 
3,900 square feet of flexible space. Featuring 
leather club chairs and sofas, gorgeous greenery 
and a chic dark brick wall, this venue can host 
receptions of up to 300 guests and full dinner 
seating for up to 200 guests. 

The Green Room
An ideal space for intimate gatherings of up to 50 
guests. This serene space boasts floor to ceiling 
windows and access to a romantic outdoor patio 
featuring string lights and a fire pit.







When booking your special day with us, you can be rest assured that we've got it 
all covered. All weddings at Loews Vanderbilt Hotel will include the following:

• Complimentary honeymoon suite for the couple on the night of the wedding*
• Dedicated Catering Manager to assist with every detail of your wedding
• Menu tasting for up to four (4) guests*
• Champagne or cider toast
• Tables, standard chairs, china, silverware, stemware, and glassware
• Standard linens and matching napkins
• Three (3) votive candles per table
• Dance floor, DJ table, staging for DJ or band
• Staging for sweetheart table or head table
• Special guest rates available for overnight guestrooms*
• Special discounted self-parking and valet parking rates for your guests
• Total service time of five (5) hours, $750 per hour labor fee will be applied for additional hours

*Special restrictions apply, please see your Catering Manager for additional information



Custom Wedding Package

From $190.00 per person
Includes four-hour hosted Select bar package and features:

• Complimentary honeymoon suite for the couple on the wedding night
• Menu tasting for up to four (4) guests*
• Freshly brewed regular coffee, decaffeinated coffee and hot tea
• Tables, standard chairs, china, silverware, stemware, glassware
• Floor-length white linens and matching napkins
• Dance floor, DJ table, staging for DJ or band
• Staging for Band or DJ
• Display table for cake, gifts, escort cards and favors
• Special guest rates available for overnight guestrooms*
• Special discounted valet parking rates for your guests
• Dedicated Catering Manager to assist with every detail of your wedding

Optional Additions
• Ceremony Package: includes ceremony location, chairs, infused water station, ceremony

riser, two microphones, two speakers | Price: $2500.00++
• Pre-selected choice of entree requires an additional | $5.00 per person
• Tableside choice of entree requires two courses prior to the entree | $25.00 additional per

person
• Elevated staffing: 1 server per guest table | Price: $225.00 per server
• After-hours room rental - additional time after 2:00 A.M. | Price: $500 per thirty minutes (no

waiter service)
• Holiday Eve: additional room rental charge of $900 per each thirty minutes after 12:00 A.M.

will apply
• Coat Check: $275 for five (5) hours per attendant



Outside Catering Wedding Package

$125 per Adult | $75 per Child (13 and Under) 
Inclusive of 25% service charge

Includes five-hour hosted Premium tier bar package
Inclusive of 25% service charge

Includes:
• Access to in-house Kosher kitchen
• Complimentary honeymoon suite for the couple on the night of the wedding*
• Tables, standard chairs, china, silverware, stemware, glassware
• Floor-length white linens and matching napkins
• Dance floor, DJ table, staging for DJ or band
• Staging for sweetheart table or head table
• Display table for cake, gifts, escort cards and favors
• Special guest rates available for overnight guestrooms*
• Special discounted valet parking rates for your guests
• Dedicated Catering Manager to assist with every detail of your wedding

Optional Additions
• Ceremony Package: includes ceremony location, chairs, infused water station, ceremony

riser, two microphones, two speakers | Price: $2500.00++
• Pre-selected choice of entree requires an additional | $5.00 per person
• Tableside choice of entree requires two courses prior to the entree | $25.00 additional per

person
• Elevated staffing: 1 server per guest table | Price: $225.00 per server
• After-hours room rental - additional time after 2:00 A.M. | Price: $500 per thirty minutes (no

waiter service)
• Holiday Eve: additional room rental charge of $900 per each thirty minutes after 12:00 A.M.

will apply
• Coat Check: $275 for five (5) hours per attendant





Cocktail Hour – Hors d’Oeuvres
Select from the following:

Surf

Tuna Tartare Tacos
Serrano peppers, cucumber gel, and citrus 
aïoli
Smoked Salmon Rillette Cone
Crème fraîche

East Coast Oysters
Tennessee caviar and champagne 
mignonette

Ceviche Tacos
Pickled peppers, pineapple, avocado, 
and cilantro

Mini Crab Cakes
Corn fondue and champagne gastrique

Fried Oyster
Chorizo, pickled peppers, and remoulade

Nashville Hot Catfish Slider
Remoulade, lettuce, and tomato

Turf

Nashville Hot Chicken Biscuit
Honey aïoli and pickle

Mini Short Rib
Truffle mash and pinot noir jus

Crispy Pork Belly
Malbec glaze and jam

Beef Skewer
Beef tenderloin, onion jam and Yazoo BBQ

Mini Bourbon and Bacon Tarts
Balsamic gastrique

Vegetarian

Compressed Watermelon
Goat cheese and citrus

Goat Cheese Croquette
Tomato jam

Bruschetta
Heirloom tomato, torn basil, garlic confit, 
cabernet vinegar, olive oil

Baked Brie and Raspberry en Croute
Fig jam

Vegetable Spring Rolls
Sweet chili sauce

Cocktail Hour – Stations
Shrimp and Grits Station
Blackened shrimp, andouille sausage, corn, 
peppers, caramelized onions, tomatoes, and 
Cajun butter sauce

Taco Truck
Pork carnitas, carne asada, salsa verde, cotija
cheese, pickled peppers, pickled red onion, 
guacamole, pico de gallo, black bean and corn 
salsa, and more

Grilled Flatbreads (3 options)
Margherita, grilled vegetable and prosciutto

Mini Sandwiches (3 options)
Nashville hot chicken, catfish, grilled vegetable



Plated Dinners – Starter Selection
Select one (1) per guest
Tomato Basil Soup
Heirloom tomatoes, torn basil, olive oil, 
and goat cheese crostini

Baby Lettuce Salad
Cucumber, tomato, shaved seasonal 
vegetables, almonds, and red wine 
vinaigrette

Romaine
Herb crouton, parmesan cheese, marinated 
anchovy, caesar dressing

Arugula Salad
Green apple, Kentucky bleu cheese, pickled 
shallots, violet mustard vinaigrette

Wedge Salad
Iceberg, Kenny’s Farmhouse Barron County 
Bleu, pickled red onion, heirloom tomato, 
Benton’s bacon, buttermilk dressing

Tomato Salad
Cheese curd, Tennessee prosciutto, shaved 
radish, citrus, sherry vinegar, Arbequina olive 
oil

Roasted Beet and Carrot Salad
Blood orange, goat feta, pistachio, honey 
vinaigrette

Plated Dinners – Entrée Selection
Select one (1) per guest |

Herb Roasted Chicken
Triple crème polenta, haricot verts, Cipollini 
onion jus

Coq Au Vin
Yukon potato purée, pancetta jus, demi-glace 
onion, root vegetable

Red Wine Braised Short Rib
Sunchoke purée, bacon braised collard greens, 
crispy shallots, pinot noir jus

Salmon
Parsnip purée, haricot verts, pickled shallots, 
brown butter caper jus

Red Snapper
Ancient grains, roasted squash, tomato 
vinaigrette

Sea Bass
Mushroom risotto, bok choy, miso-sake glaze

NY Strip
Black garlic risotto, roasted Brussels sprouts, 
pinot jus

6oz. Filet Mignon
Truffle Yukon purée, root vegetables, bone 
marrow, cabernet jus

Vegetarian and Vegan options available 
Please ask your catering manager about additional options





Bar Offerings
Premium offerings included in packages, 
additional fees apply for Luxury offerings

Premium Liquors
Absolut Vodka
Bombay Original Gin
Bacardi Superior Rum
Sauza Blue Tequila
Jack Daniel’s Whiskey
Dewar’s White Label Scotch
Canadian Club Blend

Premium Wines
Lunetta Prosecco
La Crema Chardonnay
Barone Fini Valdadige Pinot Grigio
Benziger Sauvignon Blanc
Pink Flamingo Rose
Mark West Pinot Noir
Tribute by Benziger Cabernet Sauvignon
Bodegas Caro Aruma by Lafite Rothschild

Premium and Luxury Beers
Budweiser
Bud Light
Miller Lite
Blue Moon Belgian White 
Fat Tire Voodoo Ranger IPA
Truly Hard Seltzer 
Stella Artois
Corona Extra
Heineken 0.0

Luxury Liquors
Ketel One Vodka
Hendrick’s Gin
Bacardi 8 Rum
Patron Silver Tequila
Maker’s Mark Bourbon
Crown Royal Whiskey 
Glenfiddich 12 Year Scotch

Luxury Wines
Nicolas Feuillatte Brut Champagne
The Calling Sonoma Chardonnay
Kim Crawford Sauvignon Blanc
Cavielliere D’Oro Campanille Pinot Grigio
Miraval Cotes de Provence Rosé
Benziger Merlot
La Crema Pinot Noir
Decoy by Duckhorn Cabernet Sauvignon 





Additional Events
From a welcome toast at Mason Bar to a 
post wedding brunch in the Green Room, 
we have several beautiful venues to host 
your special events all weekend long!



Late Night Snacks

Grilled Slider Station | $22++
wagyu beef patty, marinated chicken, grilled 
portobello mushrooms, brioche buns, dijon
mustard, grain mustard, horseradish crème, 
truffle aioli, pesto aioli, sliced marinated 
tomatoes, arugula, romaine

Shrimp and Grits Station
blackened shrimp, andouille sausage, corn, 
peppers, caramelized onions, tomatoes, cajun
butter sauce

Taco Truck
pork carnitas, carne asada, salsa verde, cotija
cheese, pickled peppers, pickled red onion, 
guacamole, pico de gallo, black bean and corn 
salsa, cilantro, limes, soft corn, flour and crispy 
corn tortillas

Grilled Flatbreads - 3 options
• Margherita
• Grilled vegetable 
• Prosciutto

Farewell Breakfast

Includes freshly-brewed coffee and decaffeinated coffee, 
assorted hot teas

Buttermilk Biscuit Bar  
sausage gravy, assorted butters, seasonal jams, local 
honey 

Scrambled Eggs 
Applewood Smoked Bacon
Local Tennessee Country Sausage 
Chef’s Breakfast Potato of the Day
Sausage, Egg &Cheese Biscuits

Fresh Fruit Display
Sliced watermelon, cantaloupe, honeydew, berries

NYC Bagels
blackberry cream cheese, garden herb cream cheese, 
seasonal cream cheese, seasonal jams and 
preserves, butter

From the Bakery - gluten free available
lemon pound cake, banana bread, croissants, 
danishes, muffins, coffee cake

Enhancements
• Red Wine Braised Chicken Breast 
pancetta jus, glacé onions
• Grilled NY Strip 
cabernet jus  
• Southern Fried Chicken 
homemade hot sauce 

Juices
fresh-squeezed Florida orange juice, grapefruit, 
tomato, apple and cranberry 





Frequently Asked Questions

What do I need to do to confirm my wedding date?
Once you have selected your wedding date, we will send you an agreement to confirm the date, 
timing and space. 

Is there a deposit due?
A 25% deposit of the agreed upon food and beverage minimum will be required. A payment 
sliding scale will be discussed in your agreement.

Does the Hotel offer special group rates or discounted guest room 
for my guests?
Yes, please inquire with your Catering Manager.

When is the menu tasting?
Menu tastings may be schedule anytime between 2-3 months from your event date.

Am I allowed to bring in outside food and beverage? 
Outside food may be brought into the Hotel for menu items of ethnic origin that we are not able 
to replicate at the Hotel. Please ask your Catering Manager for a list of approved vendors.

Will someone be there to assist during my wedding day?
Your designated Catering Manager will be available on the day of your wedding, but since 
weddings are very detailed and intricate, a Day of Wedding Coordinator may be required. 

What is a food & beverage minimum?
A food & beverage minimum is a contractual agreement that the dollar amount requested is 
spent in the event space between food (dinner, hors d’oeuvres, desserts, etc.) and beverage 
(alcoholic and/or non-alcoholic) purchases. This minimum spend is prior to the hotel’s 24% 
service charge and applicable taxes.



Event Guidelines

Audio-Visual Services
The Hotel’s technology partner, Encore, is available to assist you with any audio, video, electrical 
and internet needs. Please contact your Conference or Catering Manager for additional 
information and requests.

Beverage Service
The Hotel’s mixology and sommelier teams are available to suggest a wide range of beverage 
selections to compliment your event. The Hotel kindly requests that all beverages are served by 
the Hotel’s personnel only. In addition, the Hotel’s alcoholic beverage license requires the Hotel 
to request proper identification of any person of questionable age. The Hotel may opt to refuse 
alcoholic beverage service if the person is either underage or proper identification cannot be 
produced as well as to any person, who, in the Hotel’s judgment, appears intoxicated.

Corkage and Bottle Handling
In the event outside beverage products are serviced by Hotel personnel, corkage or bottle 
handling fees (taxable) may be assessed. Fees will be reviewed with you by the Hotel in 
advance of the event/function. 

The Hotel’s Destination Services preferred partner is available to assist you with any 
entertainment and decor needs in order to create just the right atmosphere for all event types. 
Please contact your Conference or Catering Manager directly for information.

Exhibitors
To guarantee a flawless Hotel arrival experience for all guests, we kindly request that all 
exhibitors please load-in through the designated service entrances of the Hotel and check-in with 
Security. For load-in, exhibitors must be completely self-contained and be prepared to transport 
their own materials, packages and equipment. 

The Hotel requests that all shipping needs be provided by the exhibitor's show decorator or 
primary point of contact. However, should shipping by processed by the Hotel, the Hotel will 
charge shipping and handling fees in advance prior to the Hotel’s shipping and receiving agent 
releasing items. Please note that the Hotel’s operating departments are not staffed nor prepared 
to handle exhibitor demands.



Food Preparation
Our culinary team is able to satisfy all your dietary restrictions, allergies and personal 
preferences. Please kindly communicate any details to your Conference or Catering Manager in 
advance of your function(s). Please be advised that consuming raw or undercooked meats, 
poultry, seafood, shellfish or eggs may increase your risk of food borne illness, especially if you 
have certain medical conditions.

To ensure the quality and safe handling of products serviced by the Hotel, we request that no 
food and beverage may be transferred or re-plated. In addition, food may not be removed from 
any function by the client or any of the invitees. 

Food Service
Based on your selections, all menu items are priced per person and are served for the following 
durations (additional costs may be incurred for any service time extensions):
Breakfast: [1] Hour
Brunch: [1.5] Hours
Morning and afternoon breaks: [0.5] Hour
Lunch and dinner: [1.5] Hours
Stationary receptions: [1] Hour
Package receptions (tray pass and stationery): [2] Hours

Due to costs associated with preparation, additional charges per person will apply for buffet or 
plated service of [25] guests or less. For any menu supplements or à la carte additions, 
selections must be for [100%] of the event guarantee. For an elevated experience, table-side 
choice service is available at [150%] times the menu price. The Hotel will assist in sourcing any 
of your special food and beverage needs, however please note that [100%] of the cost of the 
product will be charged. Labor fees will apply for all services where additional personnel are 
required or requested.

Meeting Room Keys
The Hotel can accommodate personal meeting room keys, should you require keys for offices 
and/or storage areas where you want to restrict access. Please note that function or storage 
rooms being held on a 24-hour basis are available at a fee per lock change and for each 
additional key requested. Requests for lock changes must be provided to the Hotel a minimum of 
two [2] weeks prior to set-up. On-site requests will be charged per lock change.

Menu Printing
Professional and custom menu printing for your function(s) is available with advance notice to 
your Conference or Catering Manager. Based on the quantity and specifications requested, 
charges may apply.



Restaurant Meal Vouchers
For the convenience of your group, meal vouchers are available for the Hotel’s primary 
restaurant. Vouchers may be purchased for a pre-determined value (inclusive of service charge 
and city/state sales tax) and charges will be assessed for the number of vouchers issued.

Security 
Please kindly advise your attendees that they are responsible for the safekeeping of their 
personal property as the Hotel does not provide security in the meeting and function spaces. You 
may elect to retain security at your own expense to safeguard personal property in the meeting 
and function space or request lock changes to secure your meeting rooms. In addition, 
depending upon the nature of your event, the Hotel reserves the right based on its reasonable 
judgment to require the group to retain security personnel in order to safeguard guests or 
property in the Hotel. The Hotel’s prior approval is required for all outside licensed security 
companies and must meet the minimum standards established by the Hotel, including insurance 
and indemnification requirements. Security personnel are not authorized to carry firearms without 
advance Hotel approval. 

Signage, Displays and Damages
The Hotel kindly requests that all signage be professionally printed (nothing hand-written), 
conform to city/state fire code regulations and placed only in registration areas or immediately 
outside function/meeting rooms. The Hotel requests that any additional locations requesting 
signage or displays—including the Hotel’s lobby—be approved in advance by your Conference 
or Catering Manager. To protect the Hotel from damage and repair costs to the group, the Hotel 
cannot allow the affixing of anything to the walls, floors or ceilings of rooms with nails, staples, 
push pins, tape or any adhesive substance. Should you require assistance, banners that need to 
be hung on the wall may be done by the Hotel Engineering Department (fees may apply). Please 
be advised that the Hotel is not responsible for the retention or removal of any signs, banners, 
decorations, audio-visual or other equipment used on site. 

Shipping and Receiving
For your convenience, parcel shipping and handling services are available at the Hotel. 
For additional information regarding package shipping instructions, please contact your 
Conference or Catering Manager.

Smoking Policy
We kindly ask that smoking not occur in any areas of the Hotel including guest rooms, suites, 
public areas, restaurants and meeting/function rooms. Otherwise, a cleaning fee may be 
assessed.



Outside Catering
Should your event require the product and services of a third-party food and beverage provider, 
we kindly request the following:

I. A copy of the catering company’s current business license, insurance coverage—indemnifying the Hotel—and a signed copy of 
this agreement must be on file with the Catering Department no later than [72] hours prior  to the event. 

II. A site inspection of the Hotel’s facilities must be conducted with the Hotel Catering Manager and Culinary Management two [2] 
weeks prior to the date of the function. The Caterer must notify the Hotel Catering Manager at time of contracting if they will be 
needing use of a specified kitchen area. The Caterer is to use only the designated areas of the kitchen/back-of-the-house, which
has been pre-assigned by the Executive Chef. Availability of designated kitchen space is subject to change and contingent on 
Hotel business needs at all times.

III. List of all equipment requests must be submitted to the Hotel Catering Manager no less than [72] hours prior to the event. The 
Hotel will then issue only those items requested and are subject to a rental fee. This list should include disposable place settings 
and/or the type of china requested. The Hotel will then issue only those items requested based on business needs and 
availability. The Hotel will notify the Caterer at least [48] hours prior to the event if any of their requested equipment items cannot 
be provided. Anything above and beyond the Hotels means must be obtained by the Caterer. The Caterer is responsible for 
providing adequate amounts of equipment to service the needs of the event. Post event, the Caterer is responsible for collecting
all equipment and loading out of the Hotel.  

IV. The Caterer is responsible for bringing his/her own equipment such as rags, cooking oils, heating elements, props., etc. The
Hotel will not provide any food or condiments to the Caterer to include paper, plastic, foil items. The Caterer is required to 
produce food to cover [3%] above the guaranteed number of attendees for the function. The Hotel is not responsible if there is 
not enough food for service. 

V. All employees of the Caterer must check in with the Security office upon arrival and receive a guest name badge which must
be worn at all times while in the Hotel. If an employee is seen without a name badge they will be escorted out of the building until 
they can provide proof of identification through the owner/manager of the catering company. 

VI. Unloading is to take place at a specified loading dock and will be subject to parking and traffic laws. At no time are the 
Caterers allowed to use the front guest entrance and must access the function space through back of house means and/or 
loading dock. No overnight storage of food whether day before or day of will be allowed. If items are left after the event end time 
the Hotel has the right to dispose of them. This includes, but is not limited to rental items, props, décor and florals. With respect 
to any rental companies, the Caterer is responsible for coordinating the load-in and removal of all equipment within two [2] hours 
of the function end time. In the event, items are requested to be left at the Hotel, storage fees may apply.

VII. The Caterer will not utilize the Hotel’s staff for any purpose other than servicing the scope of the event. Additional labor 
resources are available for specifics fees—established by the Hotel—depending upon the scope of the work being performed. 
The Caterer is responsible for providing adequate staff to execute the needs of the event.

VIII. Before the contracting of any outside Caterer, an appropriate business vetting and approval process must be followed. This
includes the input of, but not limited to the Director of Sales and Marketing, Director of Food and Beverage and the Executive 
Chef. 

IX. The Caterer and his/her team must conduct themselves in an appropriate manner at all times. 

X. Damages to event/function room walls, lighting fixtures, artwork, furnishings and any other structural damage are the 
responsibility of the Caterer.



Outside Audio-Visual and Production 
Encore is the Hotel’s primary technology partner and provider of audio-visual services. Should 
you elect to partner with an alternate vendor we kindly request the following:

Business License 
By selecting to utilize another audio-visual company, please be advised that there are guidelines to be followed to conduct 
business within the Hotel. As such, the outside production company is expected to adhere to all mandatory guidelines required of
our in-house provider, Encore. All audio-visual companies doing business in the Hotel must provide a license to do business in 
the city that the Hotel is located in [30] days prior to the event.

Damage Deposits
All exhibit, production and audio-visual companies will have a pre/post set-up/tear-down walk-through of all locations occupied by 
the show/event. The walk-through will be conducted with a Encore liaison and/or Hotel representative. A damage deposit may be 
required. The return of this deposit will be based on the exhibit, production, drayage and audio-visual company’s adherence to 
the policies as outlined as well as a satisfactory walk-through inspection at the end of the function. The client is responsible for 
any damage charges caused by the exhibit, production, drayage and audio-visual company.

Fire Watch
The Hotel may require a fire watch for certain productions that can activate the Hotel fire alarm system. A fire watch must be 
ordered for all rehearsals and actual productions of these events. 

House Sound  
To protect the quality and integrity of our in-house systems, outside audio-visual companies are not permitted to patch into our
house sound systems. The client must contract separate microphones, amplifiers, speakers and mixers from the outside audio-
visual company for all meeting rooms requiring audio support.

Internet and Wireless Networking
Encore is responsible for coordinating all HSIA requirements and billing for all arrangements. All outside wireless networking 
equipment (routers, hot spots etc.) must be reported to Loews IT/Encore prior to being setup onsite. Due to the limited number of 
wireless channels available, arrangements must be made to reserve wireless channels to limit interference with existing Hotel
wireless networking. All wireless networking equipment must be configured in a secure fashion (WPA/2 or similar). All wireless 
broadcast SSID’s must be cleared with IT/Encore prior to being turned on. Wireless networking equipment that does not meet 
these standards will be subject to port termination. 

Insurance
A certificate of insurance evidencing general liability coverage is required from the outside audio-visual company. The client 
agrees to protect, indemnify, and hold harmless the Hotel, it’s owners, management and employees from any and all claims 
arising out of the client’s use of an outside audiovisual company. The certificate of insurance, in form and substance satisfactory 
to Hotel and evidencing the required coverages, shall be provided to the Hotel prior to the commencement of services. Each 
vendor shall, at its own cost and expense, obtain and maintain and cause any sub-contracted party to obtain and maintain 
insurance.  



Load In and Out
Encore will provide an audio-visual liaison to supervise the load in, set up, tear down and load out phases for your event. Labor 
for this service will be charged at prevailing rates and posted to the master account. Encore will be provided complete production 
requirements to include labor calls, equipment requirements, and any related audio-visual services. These requirements must be 
provided [21] days prior to the scheduled load-in. 

Under no circumstances will the Hotel or Encore be held liable for lost, damaged, stolen or misused equipment obtained from 
outside audio-visual and/or production companies.

Access to the loading dock must all be prearranged through Encore and your Conference or Catering Manager. Off-hour load 
ins/outs will require additional Hotel security and will be billed to the client at the prevailing rate (minimum of three [3] hours). 

The exhibit/production company must provide the Hotel (five [5] days in advance) of who will be the key contact during the load 
in/out. They will be required to sign in with the Hotel’s Security desk and will be given the appropriate identification which must be 
worn at all times. They will also supply Security with a cell phone number while on-site. 

Visquine or similar material must be in place over all carpeted areas where equipment or crates will be rolled. 

Forklifts are not permitted in the ballroom areas. Due to insurance regulations, the Hotel cannot provide scissor lifts, flatbed carts 
or forklifts—exhibit and production companies must provide their own. None of this equipment can be stored in the back of house 
areas or loading dock. 

No items should be placed against any of the walls or columns in the Hotel. 

Truck and trailer parking is not permitted on the loading docks and all vehicles must be removed immediately after load in/out. 
Your Encore liaison and/or Conference or Catering Manager can supply you with off-site parking alternatives. 

Exhibit and production personnel must conduct themselves in an appropriate manner and be properly attired at all times. 

No exhibit or production company personnel can smoke or take breaks in any of the Hotel’s service hallways or public areas—
including the Hotel employee cafeteria. 

The Hotel reserves the right to curtail or cease entirely operations at any time if, in the Hotels reasonable estimation, actions are 
placing the Hotel’s property, employees or guests at risk.

Power  
The Hotel Engineering Department is responsible for coordinating all power requirements and billing for all power arrangements. 
All Power utilized will be billed at the prevailing rates to the master account.

Rigging
To maintain quality and to protect the Hotel, its clients and guests, outside audio-visual companies are not permitted to hang any 
equipment from the in-house fly points or other structural supports built into the facility. For liability considerations, Encore will 
qualify and perform all rigging and related services to include motors, trussing and labor calls. 

Other
Storage space for outside audio-visual and production equipment is the sole responsibility of the outside audio-visual or 
production company. Due to fire codes, storage of any equipment in back hallways is strictly prohibited. The Hotel may have 
limited storage space available, but is under no obligation to provide such space. If space is available, a fee will apply. Due to the 
fact that this space may be available for rental and food and beverage sales for other functions if Encore was utilized, the rental 
price for any storage space may be increased beyond the list price of the room.

Encore services break-out rooms and has opportunity to quote the entire event. All audio-visual equipment and labor required for 
break-outs, supplemental meetings and indoor/outdoor food and beverage functions are to be handled by Encore. A customized 
order will be provided for approval.
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