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On behalf of the New Orleans Ernest N. Morial Convention 
Center staff, we would like to extend a heartfelt “thank you” 
for choosing our team to host your event. Our company’s 
vision is to be a leading-edge organization known for 
innovative delivery of exceptional event experiences in a 
world-class destination. We pledge to you that your event will 
receive nothing short of our utmost dedication. 

 
This guide will provide you with a list of our exclusive services, 
guidelines to assist with logistical planning, and contact 
information for our world-class event management team. 

 
We encourage you to communicate with your assigned Event 
Manager throughout the planning stages. They are dedicated 
to seeing any challenges through to final resolution, in order to 
make your event a success. 

We stand ready to service our clients, exhibitors, and attendees. 

We look forward to seeing you here at the New Orleans Ernest 
N. Morial Convention Center and to creating an amazing 
experience for you and your guests. 

Laissez les bons temps rouler! 
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ACCESS POLICY 

In accordance with the Exhibitions and Meetings Safety and Security Initiative 
(EMSSI), a collaborative effort between members of the exhibitions and 
meetings industry to establish a national convention center security standard, 
the New Orleans Ernest N. Morial Convention Center (NOENMCC) utilizes the 
Exhibition Services & Contractors Association (ESCA) Worker Identification 
System (WIS) badge program. 

 
All individuals working in the NOENMCC, including contractors, suppliers, 
vendors, and Exhibitor Appointed Contractors are required to obtain access 
credentials through the ESCA-WIS program. 

• The ESCA-WIS badge does not grant the bearer access to any events in 
the NOENMCC. The badge merely verifies that the individual is approved 
to enter the NOENMCC if they are being employed by a contractor 
working on a specific event. 

• The Event Organizer may require additional credentials to access show-
specific areas such as exhibit halls. Contractors are responsible for 
providing the NOENMCC daily credential details that meet show security 
requirements. 

• All contractors, suppliers, vendors, and Exhibitor Appointed Contractors 
(EACs) who work in the facility are required to always wear the WIS 
badge on their outermost garment and in a conspicuous location on their 
persons while working at the NOENMCC facility. 

• The badges must be scanned upon entering the building at one of the 
credential desks, located at the Julia Street Employee Entrance, 
Henderson Street Employee Entrance, or the Henderson Street 
Gatehouse. 

Please contact your Event Manager or log onto the mccno.com Event 
Organizer Portal to review a copy of the policy details.   
 
 
 
 
 
 
 
 
 

 

https://portal.mccno.com/
https://portal.mccno.com/
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ADVERTISING 
All Advertising signage in public spaces are subject to a 15% commission. Digital 
or video advertising/marketing in public areas is the exclusive right of 
NOENMCC. No commercial promotion of any kind is permitted in the Atrium 
Restaurant, on its interior/ exterior glass windows and doors, or in the Food Court 
and Jazz City Cafe.  

AIR-CONDITIONING & HEATING 
NOENMCC provides heat or air conditioning, at a reasonable comfort level, 
and lighting in Event Organizer’s exhibit halls, ballrooms, meeting rooms, the 
New Orleans Theater, registration areas and public corridors during the official 
event or meeting hours in each area occupied.  During move-in and move-out 
periods, NOENMCC maintains ventilation and work level lighting to follow these 
energy protocols: 

• Maintains 50% lighting during move-in and move-out in exhibit halls. 
• Maintains peak fans in exhibit halls during move-in and move-out. There is 

no HVAC on in the exhibit halls until shortly before the start of an event. 
• Extended hours for air-conditioning can be provided at a charge in the 

exhibit halls only if the Event Organizer and its general contractor limits the 
number of open perimeter freight entrances as directed by NOENMCC.  

• Reduced HVAC in unoccupied meeting rooms and other spaces. 
• Ideal standard room temperature to be set at 70 degrees. 
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ANIMAL POLICY 
The NOENMCC is ADA compliant in respect to service animals trained to do 
work or perform tasks for the benefit of an individual with a disability.  For 
evidence that an animal is a service animal, the owner and handler may be 
asked to see identification cards, written identification, presence of harness or 
tags, or ask for verbal assurances. 
 
Animals (dogs, cats, certain birds, etc.) displayed in a booth, as part of an 
exhibit, may be approved in the NOENMCC based on the following guidelines: 

• The Event Organizer must notify the NOENMCC of all approved live animals to be 
displayed no less than 45 days prior to the event. 

• The Event Organizer is required to furnish type, sizes, weights, and ages of the 
animals, as well as detailed plans of pens, cages, or barriers that will contain them. 
The owner or handler will be fully responsible for the animal(s) at all times. Animals 
must be removed from the facility to be relieved. 

• The general contractor will be responsible for floor protection. 
• Animals must be removed from the NOENMCC after event closes each day. 
• A certificate of insurance may be required based on animals considered as an 

endangered species or wildlife type of animal. Please contact your Event 
Manager for additional information 

ASSEMBLY SEATING 
NOENMCC adheres to the NFPA (National Fire Protection Association) Life 
Safety Code, in addition to City and State codes. Requirements for assembly 
occupancies are based on occupant load and number of exits, and include 
but are not limited to: 

   General Session in Exhibit Halls and The Great Hall: 

• A maximum of 14 chairs can be set in a horizontal row before a side aisle is required. 
• A cross aisle is required after every 20-rows, i.e., no more than 20 vertical rows may 

be set without a cross aisle. 
• A 20’ clearance around the perimeter of the exhibit hall is required. 
• One 20’ center or cross aisle is required. 
• Side aisles must be at least 10’ wide.  
• Exhibit Halls: NOENMCC sets chair rows using 23 ¾” depth x 21” wide. The 

minimum distance between rows is equivalent to one chair size.  Any 
variations to this standard must be indicated on floorplans. 

• The Great Hall:  NOENCC sets chairs using 22 ½” depth x 18” wide.  The 
minimum distance between rows is equivalent to one chair size.  Any 
variations to this standard must be indicated on floorplans. 



 

4 
 

OPERATIONAL PROCEDURES & INFORMATION 

   General Session in La Nouvelle Orleans Ballroom: 

• A maximum of 14 chairs can be set in a horizontal row before a side aisle is required. 
• A cross aisle is required after every 20-rows, i.e., no more than 20 vertical rows may 

be set without a cross aisle. 
• One 10’ center and cross aisle is required. 
• NOENMCC sets chair rows using 22” depth x 18” wide.   The distance between 

rows is equivalent to one chair size.  Any variations to this standard must be 
indicated on floorplans. 

   Meeting Rooms: 

• Within NOENMCC meeting rooms, minimum aisles allowed are 4’. 
• NOENMCC sets chair rows using 22” depth x 17” wide.   The distance between 

rows is equivalent to one chair size.   Any variations to this standard must be 
indicated on floorplans. 

• NOENMCC will set meeting rooms in a safe manner.  Additional chairs will not 
be added on-site to a room set in maximum capacity.  It is recommended 
that overflow rooms be considered should the expected attendance exceed 
capacity of the room.  

   Banquet Rounds: 

The NOENMCC standard best practice for food service banquet round sets are 
as follows:  

• Plated meal in exhibit hall, Great Hall or La Nouvelle Orleans Ballroom: 12’ 
centers are REQUIRED.  

• Plated meal in Meeting Rooms:  11’ centers are REQUIRED.  
• China or disposable buffet in exhibit hall, Great Hall, La Nouvelle Orleans 

Ballroom, or meeting rooms:  11’centers.  
• No food service: 11’ centers. 

BALLOON AND DECAL POLICY 
• Helium balloons may be used only with the prior approval of the NOENMCC.  All 

balloons must be securely weighted. Balloons may not be distributed within the 
NOENMCC.  Event Organizer is responsible for removal of all balloons that 
escape, including those that become entangled in the NOENMCC’s ceiling 
structure. 

• Compressed gas cylinders must be transported safely, using OSHA-approved 
cylinder carts. Cylinders must be properly secured to prevent toppling and must be 
removed from within the NOENMCC during all event hours. 

• Glitter and adhesive-backed decals are strictly prohibited and may not be 
distributed to guests or used for any purpose within the NOENMCC. 
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BIG EASY EXPRESS 
The Big Easy Express (BEE) is a NOENMCC owned six-seat electric shuttle that 
runs outside of our 3.1 million square foot building. The BEE can be scheduled for 
use on event days for group movement.   Please contact your Event Manager 
for additional information. 
 

BRANDING 
NO Branding is allowed at NOENMCC main entrances which includes Alluvial Plaza in 
front of Julia St. (vestibule and terrazzo floor area), and the Lobby G entrance from the 
Transportation Center. 
 
The Event Organizer is allowed to place (1) one-meter board used as directional 
signage, at the main Lobby G entrance from the Transportation Center. 
 
Branding in the Atrium Café requires NOENMCC approval.  Please contact your 
Event Manager for additional information. 
 
Branding opportunities are available on the NOENMCC Charging Stations 
throughout the facility.  Please contact your Event Manager for additional 
information. 
 
Window, carpet, floor, and wall clings may be used and require approval by 
the NOENMCC. All clings on lobby doors must be placed below the panic bar 
and within your contracted space only. A sample of each cling surface must be 
submitted for approval through the NOENMCC Operations Department in 
advance. All clings must be removed from all NOENMCC surfaces upon move-
out of the facility. Charges will apply to any damaged surfaces.  
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CABLE RUNS/CORDS/ETC. 
Contractors may install temporary cable in the NOENMCC.  PRIOR APPROVAL IS 
REQUIRED. Details of cable routing and dates and times of installation and 
removal must be submitted no less than 45 days prior to the event. 

• Cable, cords, etc., may not cross or run through any doorway. Cable may 
not run in or through any emergency stairwell. 

• ALL CABLES, CORDS, ETC. LARGER THAN ¼” IN DIAMETER MUST BE FLOWN. 
Only cables, cords, etc., with a diameter of ¼” or smaller may be taped 
to the floor. 

• Cable must not be taped to any NOENMCC structure, such as walls, door 
frames, operable wall panels, etc. 

• Cable in all non-public areas such as backstage must be securely taped 
down to the floor. Approved tapes are Pro120 and Polyken 105C.  Cable 
trays or ramps must be used as a safety measure. 

• All cable, tape, and tape residue must be removed at the conclusion of 
the event. Event Organizer will be charged a labor and materials charge 
for any clean-up inadequately performed by event supplier. 

• Please contact your Ancillary Sales Manager for additional information, 
including cable rental and installation. 

CABLE TV 
NOENMCC is the exclusive provider for HD Cable Television Services for show 
offices or exhibitor booths. All requests must be made at least 30 days in 
advance. Please contact your Ancillary Sales Manager for additional 
information. 
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CADAVER POLICY 
The following guidelines must be followed when cadavers are in use: 

• Movement should be back of house during non-active hours. 
• All bio-waste is to be removed from the facility by a reputable vendor. 
• Room temperature must be kept cooler than the standard (around 65 

degrees). 
• Rooms are to remain on secure lock for duration with limited access and 

restrictions. 
• Floors are to be covered with visqueen. 
• Doors are to remain closed during sessions. 
• For refrigerated trucking needs, a loading dock pass must be obtained for 

access. 
• NOEMNCC has specific guidelines for handling medical needles. 
• All guidelines within the NOENMCC Infectious Waste Policy must be 

adhered to. 

Please contact your Event Manager or log onto the mccno.com Event Organizer 
Portal to review a copy of the policy details.  

CARPET AND FLOOR PROTECTION 
• To protect NOENMCC carpet from oil and fluid leaks, tire burns, and tears, 

the event must place visqueen and Masonite boards on all carpeted 
areas where lift equipment or other mechanized vehicles will be used.  As 
an alternative, contractors may use visqueen to wrap the lift wheels and 
secure an apron onto the underside of the machine.  A Carpet Protection 
Package can be ordered through NOENMCC Production Services if the 
supplier cannot provide. 

• Crated freight/empty crates must be placed on visqueen or carpet 
remnants during move-in and move-out. Crates must be removed from 
carpeted areas as soon as they are emptied. 

• Painting of any kind is strictly prohibited in all areas of the NOENMCC. 
• Signs, lectern covers, or decorations may not be taped, tacked, nailed, or 

in any way affixed to any interior or exterior surface of the NOENMCC, or 
to any NOENMCC equipment. Failure to comply with these guidelines 
could result in additional fees for damage to facility equipment. 
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CLEANING 
NOENMCC provides cleaning of all general session/meeting rooms as the event 
schedule requires. NOENMCC maintains general cleaning of public areas which 
includes main lobby and restrooms. During food functions, Sodexo Live! provides 
general bussing services. 

• NOENMCC does not clean or vacuum any contractor carpet in aisles, 
entrances, on stages, or in any other areas. 

• NOENMCC does not clean dressing or green rooms supplied by general 
contractors. 

• NOENMCC does not clean registration, exhibit booths, or first floor show 
offices. This is the sole responsibility of the general contractor. All areas 
must be returned in broom swept condition at the conclusion of move-
out. 

• NOENMCC does not furnish vacuums, brooms, or any other cleaning 
items to general contractors. 

• NOENMCC will charge a cleaning fee to Event Organizers using confetti, 
balloon drops, etc. Please contact your Event Manager for a copy or log 
onto the mccno.com Meeting Planner Portal to review the NOENMCC 
Cleaning Guidelines. 

NOENMCC has an Infectious Waste Policy that applies to all Event Organizers 
and their contracted parties. The NOENMCC requires that the client be 
responsible for the comprehensive coordination of all on-site infectious waste 
activities. NOENMCC staff will not participate in the collection, removal or 
cleaning of any infectious waste from contracted locations. Please contact 
your Event Manager for a copy or log onto the mccno.com Event Organizer 
Portal to review policy details. 
 
For cooking events, Event Organizer must design and provide cleaning stations 
within the exhibit hall. 
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COOKING 
Sodexo Live! - EXCLUSIVITY 

Sodexo Live! is the exclusive catering provider at the NOENMCC. All food and 
beverage including samples, sodas, coffee, all forms of potable water, all 
refrigerated product storage; coat, bag, and luggage check are exclusive. 
 
All food and beverage items in the exhibit halls must be purchased through the 
NOENMCC’s Food and Beverage Department. This includes bottled water. 
Sodexo Live! is solely licensed to sell, dispense, and/or serve alcoholic 
beverages. An NOENMCC bartender must dispense all alcoholic beverages. 
Louisiana State Law prohibits alcoholic beverages from being brought into the 
NOENMCC. 
 
Please contact (504) 670-7200 for assistance with catering, food preparation, 
paper products, or ice. 

FOOD/BEVERAGE DISPENSING 

Exhibitors may not dispense food and/or beverages of any kind, including 
bottled water, without written permission from NOENMCC and Sodexo Live! 
Contact Sodexo Live! for specific details and approval forms. All requests for 
cooking are to be submitted 30 days in advance to Sodexo Live! Food and/or 
beverage purchased outside of the NOENMCC may not be brought into or 
consumed within the NOENMCC. The NOENMCC and Sodexo Live! are solely 
licensed to sell, dispense, and/or serve alcoholic beverages. Louisiana State 
Law prohibits alcoholic beverages from being brought into the NOENMCC. The 
NOENMCC rigorously enforces this law. 

COOKING/ COOKING APPLIANCES 

Cooking in the NOENMCC is permitted on a limited basis. Prior written approval 
is required. Small electric cook-tops and ovens will be allowed for warming. 
Small 2½- gallon electric deep-fat fryers and small grills of not more than 200 
square inches will be allowed. All frying equipment must be equipped with a 
grease shield. Any deep frying will require a Type K Fire Extinguisher within the 
booth. A Fire Watch may be required.  No propane tanks are allowed to be 
used within the NOENMCC.  Please contact your Event Manager for additional 
information.  
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COOKING SAFETY RULES 

Exhibitors demonstrating or using cooking appliances must have at least two 3-
A: 40-B: C extinguishers in the booth at all times. Cooking appliances must be 
isolated from spectators by at least four feet or by a barrier between the 
appliances and the spectators. Use of cooking appliances requires prior 
approval of the NOENMCC. No overnight cooking is allowed. 
 
All grease must be disposed of properly. NOENMCC restrooms or concession 
stands may not be used for cleaning of cooking utensils or equipment. Please 
use the clean-up area designated and installed by the event. 

OPEN FLAME 

No open-flame lighting devices may be used in the NOENMCC. Portable 
cooking equipment (not fuel connected) is permitted if equipment is fueled by 
small heat sources that can be readily extinguished by water, such as alcohol or 
solid alcohol gel. Proper precautions must be made to prevent ignition of 
combustible materials. Prior written approval and a Fire Watch is required.  The 
Event Organizer must retain an Open Flame Permit.  To obtain this permit, go to 
the City of New Orleans One Stop Shop website.  Please contact your Event 
Manager for additional information. 

COPYRIGHT 
All ASCAP, BMI, SESAC or other copyright fees applicable to music or 
entertainment used as part of an event is the full responsibility of the Event 
Organizer. The Event Organizer must arrange directly with the applicable 
copyright agency. 

DIGITAL SIGNAGE 
The NOENMCC offers an array of messaging options throughout our lobbies, 
shuttle hub, meeting rooms, and at the Alluvial Plaza entrance. Any type of 
adhesive or taping to signage equipment is strictly prohibited. Please contact 
your Event Manager or log onto the mccno.com Meeting Planner Portal to 
review digital options for posting, requirements, and pricing. 
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DRONES/UNMANNED AERIAL VEHICLES (UAV) 
Anyone wishing to operate a drone must comply with the NOENMCC policy, in 
addition to following applicable State laws and Federal Aviation Administration 
(FAA) regulations and guidelines. No drone may be used in the center without 
written NOENMCC approval. Proof of insurance is required. Please contact your 
Event Manager for additional details.  

ELECTRICAL AND UTILITY SERVICES 
NOENMCC provides all electrical connections to NOENMCC power sources. 
Only NOENMCC personnel may plug directly into floor boxes. Contractors may 
not access floor boxes or electrical panels. 

• Contractors may not connect or disconnect high volt/amp temporary cords or 
cables (Cam-Loc connectors). 

• All electrical connections are subject to regulations identified on the NOENMCC 
electrical order form. All electrical connections will be inspected by staff 
electricians to ensure compliance with the National Electrical Code and local 
and state codes. 

• The NOENMCC is not responsible for any malfunction of external production 
equipment and reserves the right of refusal in making connections where such 
connections are deemed to be hazardous. 

• The NOENMCC can supply running water to almost any location for laser 
production. Please contact your Exhibit Services Coordinator at least 45-days 
in advance for details. 

• Power in pre-function areas/lobbies is limited. Please contact your Exhibit Services 
Coordinator for additional information. 
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FACILITY LIGHTING SYSTEMS 
NOENMCC offers a variety of lighting options to meet your event needs and deliver a 
customizable lighting experience.  Dimmable lighting remotes are available and can be 
installed in these areas to control lighting looks.  Please contact your Ancillary Sales Manager 
for additional information.  

 
Exhibit Halls B, C, D, E, F, G, H, I, J (Includes Exhibit Hall Meeting Rooms)   
- LED Dimmable lighting fixtures  
- LED lighting fixtures flexible to change from warm/cool tones. 
- Ability to adjust individual lighting fixture. 
- LED - RGBW lighting available to up light the ceiling peaks. 

 
The Great Hall and New Orleans Theater 
- LED lighting fixtures – Work lights only.  
- Dimmable LED lighting fixtures. 

 
La Nouvelle Orleans Ballroom  
- LED lighting fixtures – Work lights only.  
- Dimmable LED lighting fixtures.  

FIBER OPTICS 
The NOENMCC has installed a complete fiber optic distribution backbone of 
both single- and multi-mode fiber. Fiber optic distribution of data or video can 
be patched to or from any point within the NOENMCC. Please contact your 
Ancillary Sales Manager for additional information. 
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FLOOR PLANS 
Floor Plans are required for every contracted event occupying an exhibit hall, 
The Great Hall, La Nouvelle Orleans Ballroom, and New Orleans Theater. 
The following must be submitted to your Event Manager at least 60 days prior to 
move-in: 

• Fully dimensioned floor plans, drawn to 1”/32’ or larger scale or 1”/16’ for 
contracted spaces, to include: 

a) Event name (do not use acronyms), date of event, and exhibit hall(s).  
b) All entrances and exits clearly marked. 
c) Exhibits must be displayed 20’ from entrance lobby doors and rear 

loading dock doors. 
d) Aisles must be no less than 10’ between displays and must be 

configured to provide clear access to exits. 
e) Exhibit booths are to be in alignment with floor boxes. 
f) All lobby areas, loading docks, boneyards, air wall locations, drape 

lines, service desk, and all F & B designated areas. 
g) All concession stands in exhibit halls are not to be blocked, 

obstructed, and remain Keep Clear areas. 
h) All vehicles on display are to be clearly identified. If an electric 

vehicle exists, please place an “E” on the vehicle.  
• Floor plans must adhere to NFPA Life Safety Code, in addition to City and 

State codes. See Assembly Seating requirements for theater and banquet 
rounds standard sets included in this document. 

• A complete first level floor plan depicting all contracted space is required 
to obtain Fire Marshal approval. Any revisions to the original floorplan must 
be resubmitted and re-approved prior to move-in.  Please contact your 
Event Manager or log onto the mccno.com Event Organizer Portal to 
review the floor plan permitting rates listed in the Guide to Success. 

• Floor Plans designed for General/Plenary Sessions must include all 
equipment scenery, props, staging, risers, chairs, scaffolding, production 
platforms, mixing boards, draping, etc. All floor plans are to show 
NOENMCC walls, columns, and surveyor’s marks as benchmarks. 

• Floor plan approvals are managed directly through the NOENMCC Event 
Manager and the Campus Operations Department.  At no time is a floor 
plan to be sent directly to the New Orleans Fire Department. You can 
submit an electronic PDF directly to the Event Manager, who will begin 
the internal review process before submitting application to the New 
Orleans Fire Department. 
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• Complete production schedules should be submitted 30 days prior to 
move-in, including delivery date of equipment or decorations, load-in, 
set-up, trucking schedules, technical and dress rehearsals, house light 
operator schedules, cable or satellite installation and removal, show 
hours, tear-down, and move-out. 

a) Production schedules must allow adequate time for NOENMCC staff. 
NOENMCC staff cannot work in low-light conditions, such as during 
light or video checks. 

b) Adequate space should be allowed for staging of NOENMCC chair 
racks if applicable.   

c) Changes to or delays in original production schedule that cause 
changes to NOENMCC staffing schedules will incur a labor charge. 

• Detailed plotted drawings are to be submitted for staging, electrical, 
technology, and utility requirements, detailing needs, and exact drop 
locations.  

• Detailed rigging schemes including drawings, weight of items, and 
specifications of hanging apparatus. Drawings must be submitted in 
AutoCAD DWG files. Rigging information is due 60 days prior to move-in. 

FOUNTAINS/PONDS/FLORAL/ETC. 
• All fountains, ponds, landscapes, etc., must be water-tight and free of 

leaks. 
• Any contractor using soil, humus, or other landscaping materials, or 

creating free- standing floral displays, must provide a covering between 
NOENMCC flooring and display, to ensure safety and prevent damage to 
NOENMCC flooring or carpeting. 

• Fountains, ponds, etc., may not be filled from NOENMCC restrooms or 
janitors’ closets. Water is available on all NOENMCC docks. A water drop 
can be ordered (fill and drain) through your Exhibit Services Coordinator. 

• General contractor is responsible for cleaning all water spilled in filling or 
emptying fountains, and for removing all soil, debris, etc., after the event 
has concluded. 
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FREIGHT MOVEMENT 
• The NOENMCC cannot accept any Event Organizer or exhibitor freight. 

All freight is to be handled with event general contractor. The NOENMCC 
does not provide wheeled carts, dock plates, pallet jacks, dollies, or labor 
for movement of freight in the facility. 

• Only freight elevators may be used for the move-in and move-out of 
freight and equipment. All freight gates and freight elevator’s locations 
are included in the NOENMCC Facility Brochure. 

• Absolutely NO freight is allowed on NOENMCC passenger elevators. 
• Loading and unloading through the lobby glass doors are prohibited. 
• Freight is prohibited from being stored, staged, or placed in front of any 

concession stands within exhibit halls. NOENMCC exclusive Food & 
Beverage provider, Sodexo Live! is to have full access to these areas 
during event contracted days, including move-in and move-out days. 

• After the conclusion of an event, the general contractor is responsible for 
the removal or disposal of all freight, pallets, skids, equipment, props, 
supplies, and all other equipment material not the property of the 
NOENMCC. 

FUELING PROCEDURES 
• The dispensing of flammable or combustible liquids must be administered 

by and under the supervision of a trained and qualified person. 
• Portable tank refueling must be located a minimum of fifty (50) feet from 

the NOENMCC. Any refueling that may be required at other times must 
be authorized by the NOENMCC Campus Operations and Vehicle 
Maintenance Department not less than one (1) hour before refueling 
begins. 

• All portable tanks, containers and/or equipment being used in a portable 
refueling operation must comply with all state and city regulations and 
must have all required licensing and/or permits by the agency having 
jurisdiction. 

• Dry chemical fire extinguishers must be available in the immediate vicinity 
of the refueling process and personnel must be trained and qualified in 
their use. 

• A fuel absorbing substance must be available to clean up any spills that 
may occur during the refueling process. 
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• Upon completion of the refueling process, portable tanks are to be 
removed from NOENMCC property. 

• Failure to comply with these provisions will be grounds for suspension of 
privileges to provide services within the NOENMCC. 

 

HEALTH AND SAFETY PROTOCOLS 
The Convention Center has achieved Global Biorisk Advisory Council® 
(GBAC) STAR™ accreditation, the gold standard for prepared facilities. Under 
the guidance of GBAC, a Division of ISSA, the worldwide cleaning industry 
association, the Convention Center has implemented the most stringent 
protocols for cleaning, disinfection, and infectious disease prevention in its 
facility. 

 
As the cleaning industry’s only outbreak prevention, response, and recovery 
accreditation, GBAC STAR™ helps organizations establish protocols and 
procedures, offers expert-led training, and assesses a facility’s readiness for 
biorisk situations. The program verifies that the New Orleans Ernest N. Morial 
Convention Center implements best practices to prepare for, respond to and 
recover from outbreaks and pandemics. By taking this important step to 
pursue GBAC STAR™, the New Orleans Ernest N. Morial Convention Center 
has received third-party validation that it follows strict protocols for biorisk 
situations, thereby demonstrating its preparedness and commitment to 
operating safely. 

 
To achieve GBAC STAR™ accreditation, the New Orleans Ernest N. Morial 
Convention Center was required to demonstrate compliance with the 
program’s 20 core elements, which range from standard operating 
procedures and risk assessment strategies to personal protective equipment 
and emergency preparedness and response measures. Learn more about 
GBAC STAR™ accreditation at www.gbac.org. 

 

Additional preventative and cleaning measures have been implemented to 
ensure the health and safety of all guests and staff. Please see the NOENMCC 
“We’re Investing In A Healthy Future” guidelines for further details on the new 
Health and Safety Protocols. Our Health and Safety plan can be accessed 
here: www.mccno.com/health-and-safety. 
These include but are not limited to: 

 
• Cleaning procedures updated. 
• Safe access points. 

 

http://www.gbac.org/
http://www.mccno.com/health-and-safety


 

17 
 

OPERATIONAL PROCEDURES & INFORMATION 

The Event Organizer will be responsible for adhering to the CDC 
guidance, City of New Orleans, and State of Louisiana safe reopening 
guidelines to determine what set up is best for their event. More 
information can be found here: https://ready.nola.gov/home/. 

HEAVY WEIGHT LOAD EQUIPMENT 
Exhibit Halls 

• The flooring of the NOENMCC exhibit halls is concrete slab with a 
maximum load capacity of 350 pounds per square foot. 

• There are some areas in Halls H through J with a maximum floor load of 
500 pounds per square foot. 

• If any equipment in an exhibit exceeds the stated weight limits, exhibitor 
must supply the NOENMCC with detailed plans of original equipment and 
weight load on all points, as well as plans showing proposed method of 
weight   redistribution. 

• A licensed structural engineer must certify plans. These plans must be 
submitted 90 days prior to move-in.  

• The NOENMCC reserves the right to utilize outside consultants, at 
exhibitor’s expense, for field inspections and weight verifications. Please 
contact your Event Manager for additional information. 

The Great Hall 

• Floor load is 350 pounds per square foot. 
La Nouvelle Orleans, New Orleans Theater, and Meeting Rooms 

• Floor load is 100 pounds per square foot. 
• Total weight of the equipment, including machine, personnel, and load, 

must not exceed 10,000 pounds. 
 

INCIDENT REPORTS  
Once an incident occurs, please contact your Event Manager to report and 
they will contact the NOENMCC Campus Operations Department. The Campus 
Security Department will complete an incident report for every medical 
(emergency), or damage (to booths, equipment, or internal facility structures) 
that occurs. Reports are not released directly to an event organizer or exhibitor. 
All requests for incident reports are to be directed to our web portal: 
https://exhallnola.com/public-records-request. This will prompt an internal 
follow-up through the NOENMCC Campus Operations and Executive 
Departments.  

https://ready.nola.gov/home/
https://exhallnola.com/public-records-request
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LIFE AND FIRE SAFETY 

EMERGENCY EQUIPMENT/EXITS 

• No emergency exits, phones, fire extinguishers, defibrillators, alarms, 
sprinkler valves, or hose connections may be obstructed by booths, 
drapes, stands, signs, displays, or any other items of decoration. 

• Every required exit, exit access, or exit discharge must be continuously 
kept free of all obstruction or impediments to full and instant use in case 
of fire or any other emergency. No furnishings, decorations or other 
objects may be so placed as to obstruct exits or visibility to the exits. No 
hanging draperies, flags, or banners may be placed in front of or over exit 
doors or exit signs to conceal or obscure. Mirrors may not be placed next 
to or over exit doors in such a manner as to confuse the direction of the 
exit. There must be no railings, barriers, or gates that divide the open 
space from exit access. The required path of travel to exits must not be 
obstructed by furniture or other movable objects. NOENMCC has the right 
to request the addition of battery-operated exit signs for any areas where 
views to the exits are obstructed. 

• NOENMCC service corridors are an integral part of the NOENMCC path 
of egress. No equipment, props, cases, etc., may be stored in NOENMCC 
service corridors. 

• Decorations and Stage Scenery: Combustible materials must be treated 
with an effective flame retardant. Stage settings made of combustible 
materials must also be treated with flame retardant material. Only non-
combustible materials or fire-retardant wood may be used for stage 
scenery or props. All curtains, drapes, carpet, carpet padding, and 
decorative materials must be made of flame-retardant materials or 
sprayed with a flame retardant. The NOENMCC rigorously enforces this 
regulation and may field flame test any questionable materials. 

• Air-conditioning outlets and return air grills must not be blocked by 
equipment, drapes, props, etc. 

• If permanent building graphics are blocked, the Event Organizer and/or 
general contractor must incorporate directional signage onto their 
graphic. 
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SPECIAL EFFECTS 

• Pyrotechnics, lasers, smoke machines, satellites, etc., require prior written 
approval of the NOENMCC. Written requests must be submitted no less 
than 45 days prior to move-in.  

• A complete demonstration may be required in advance of the event. 
Additionally, a Fire Watch is required for pyrotechnics, and may be 
required for other special effects at contractor’s expense. 

• Projectile-type pyrotechnic devices (comets, mines, etc.) are not allowed 
within the NOENMCC. If line rockets are used, the pyrotechnic company 
is responsible for coordinating demo and providing proper forms with Fire 
Marshall and hiring a Fire Watch. Please contact your Event Manager for 
additional information. 

LIFT EQUIPMENT 
Contractors must arrange and be present for the delivery and pick-up of lift 
equipment. Contact your Event Manager for a list of local rental companies 

EXHIBIT HALLS 

All personnel and equipment lifts must be diesel /propane or electric only. 

• Propane storage for lifts should be stored per OSHA regulations. Tanks 
should be secured and caged. All tank transfers are to occur outside of 
the building. 

• Refueling of powered equipment must comply with the NOENMCC’s 
Fueling Procedures.  (Review “Fueling Procedures” included within this 
document). 

• Floor load is 350 pounds per square foot. 
• Floor load is 500 pounds per square foot in rear portion of Exhibit Halls H, I, 

and J. 

THE GREAT HALL 

• Only electric lift equipment is permitted in The Great Hall. 
• Floor protection is required. To protect NOENMCC carpet from oil and 

fluid leaks, tire burns, and tears, contractors must place visqueen and 
Masonite boards on all carpeted areas where lift equipment or other 
mechanized vehicles will be used. Rental package for floor protection is 
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available to rent through the NOENMCC Production Services 
Department. 

• Floor load is 350 pounds per square foot. 

LA NOUVELLE ORLEANS BALLROOM, NEW ORLEANS THEATER, MEETING ROOMS 

• Only electric lift equipment is permitted on the second and third floors of the 
NOENMCC. 

• Floor protection is required. To protect NOENMCC carpet from oil and fluid leaks, 
tire burns, and tears, contractors must place visqueen and masonite boards on 
all carpeted areas where lift equipment or other mechanized vehicles will be 
used. Rental package for floor protection is available to rent through the 
NOENMCC Production Services Department. 

• Floor load is 100 pounds per square foot. 
• Total weight of the equipment, including machine, personnel, and load, must not 

exceed 10,000 pounds. 

OPERATING RULES FOR HIGH-REACH EQUIPMENT 
• All rigging must be done using high-reach equipment. 
• All outriggers must be installed and fully extended before any high-reach 

equipment may be elevated. All guard rails must be properly installed. 
• Personnel may not climb, stand, or sit on guard rails. 
• Safety harness and lanyard must always be worn when equipment is in use. The 

NOENMCC does not furnish safety harnesses or lanyards.  The contractor must 
provide safety harness or lanyards. 

• Ladders and similar devices may not be used to gain additional reach. 
• No smoking or vaping is permitted on any high-reach equipment at any time. 
• Floor protection guidelines should be followed in all carpeted areas. 
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LOADING DOCK ACCESS 
The loading dock, which includes dock bay areas, is accessible to contracting 
party only within times designated for occupancy in the Facility Use Contract. 
The loading dock is under the control of the NOENMCC Campus Operations 
Department. The Campus Operations staff will work with the general contractor 
to ensure the smooth and orderly operation of these areas. 
 
The NOENMCC Event Manager will designate dock bays for all material and 
equipment movement into and out of the Facility. Freight and load-in/out 
schedules must be submitted thirty (30) days in advance of occupancy to 
determine dock bay assignment. 
 
The Event Organizer is required to have designated personnel to accept all 
event freight at the NOENMCC. Please contact your general contractor for this 
service to manage designated dock space. A loading dock pass is required for 
entry to the dock area.  Vehicles without credentials will be turned away. 
 
General contractor vehicles that are permanently identified with company 
name and logo with prior approval do not require a Dock Access Pass. To 
access the rear service drive, these vehicles will be required to enter and stop 
at the Henderson Street Gatehouse and exit via Julia Street gate arm.   
 
The Event Organizer can arrange for VIP parking directly with your NOENMCC 
Event Manager. 
 
Please contact your Event Manager or Campus Operations Department for 
information regarding the Loading Dock Access Pass Order Form.  
 
The NOENMCC requires that all vehicles must have a Dock Access Pass 
completed and signed by an authorized representative of the general 
contractor to enter the dock area. 

• General contractors may order Dock Access Pass Books for each event in 
advance. 

• The general contractor must check in all Over the Road (OTR), personally 
owned vehicles (POV), and exhibitor vehicles at their designated 
marshalling area. 
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• Once the appropriate loading dock pass credential has been obtained, 
it can be presented at the NOENMCC Campus Operations Henderson 
Street check-in and reviewed for entry. 

• All vehicles will access the rear service drive at Henderson Street and exit 
at Julia Street. 

• General contractors are to use the dock bay(s) that have been assigned 
for their event only through the contracted period. 

• Do not park in or use bays that have not been designated for your usage.  
Any personal vehicles parked in loading docks will be towed at owner’s 
expense. 

LOADING DOCK SAFETY GUIDELINES 
• Be aware of your surroundings - Be alert to other vehicles, workers, 

equipment, and materials on the dock drive and loading dock. 
• Dock bays/Dock apron must be kept clean and clear for egress. 
• Do not block any pathways, stairwells, doors, emergency exits, or fire and 

life safety equipment (inclusive of risers, fire extinguishers, and 
defibrillators) with vehicles, carts, equipment, freight, materials, etc. 

• No smoking on the dock. There are 3 designated smoking areas: Julia 
Street (outside of Employee Entrance), behind Halls E & F, and Henderson 
Street (outside of Employee Entrance). 

• The Speed Limit on the Loading Dock is 5MPH. 
• The Speed Limit on the Dock Drive is 10MPH. 
• The Dock Drive is a ONE WAY. Do not reverse down the dock drive or 

drive in the wrong direction. You must exit through the Julia Street gate 
arm, go around, and enter through the Henderson Street Gatehouse 
access point again. 

• Drivers must turn off their motors to prevent carbon monoxide exposure 
when parked. 

• Trailer wheels must be choked before loading and unloading. 
• Dock Plates 

a) Dock plates must be used and are not supplied by NOENMCC. 
b) Check dock plate load capacity to be sure it can handle the load 

before utilizing. 
c) Keep dock plates in place – do not leave them on the dock landing 

when not in use. They become a trip hazard. 
d) Slide - do not drop - dock plates into position. 

• Cellphones, Bluetooth earpieces, and earphones are not allowed while 
operating heavy equipment. This is inclusive of cart, forklift, scissor lift, and 
boom lift operators. 

• Forklift operators must ALWAYS wear a seatbelt and never allow 
additional riders. Forklifts have one seat; therefore, there can only be one 
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rider/operator. 
• Place freight containers, packaging, tools, and other materials safely out 

of walking and driving areas. 
 
 
• Keep floors clean, dry, and in good condition - clean up any spills 

immediately and properly dispose of any trash to mitigate potential 
hazards. 

• Walk, do not run, on loading docks. 
• Do not jump onto or off a loading dock. 

LOCK CHANGES 
• Security locks can be installed, upon request, to show offices and 

meeting rooms. Charges will be at prevailing rate. All first (1st) and second 
(2nd) level permanent show offices has a hard-key system. All second 
(2nd) and third (3rd)) level meeting rooms have a card key system.  

• A total of ten (10) keys is the maximum number provided per room.   
• Security locks cannot be requested for The Great Hall, Exhibit Hall, La 

Nouvelle Ballroom, New Orleans Theater, or lobby doors.  These areas are 
secured through your contracted security provider.   

• Please contact your Event Manager for capability of the locking 
mechanisms.  

 

MEDICAL 
The City of New Orleans Emergency Medical Services (EMS) is the exclusive 
provider of medical services for the NOENMCC. 

• Medical Services are required during the duration of all event activity 
including move-in through move-out.  Medical service will begin one-half 
hour prior to the opening of the event and continuing until one-half hour 
after the close of the event.  

• NOENMCC reserves the right to require certain levels of coverage based 
upon several factors and experience, which include attendance 
numbers and contracted space.  

Please contact your Event Manager or log onto the mccno.com Event Organizer     
Portal to review rates and details listed in the Guide to Success. 
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MOTORIZED CARTS 
To ensure the safety of Event Organizer, attendees, workers, and to provide a 
quiet and comfortable environment for guests, NOENMCC has developed 
regulations governing all motorized carts operating within the facility. These 
regulations cover single or two-seat carts, both short-and long-bed, designed as 
personnel and equipment carriers. 
NO CARTS ARE ALLOWED IN FIRST (1st), SECOND (2nd) and THIRD (3rd) LEVEL 
LOBBIES. 

• All carts, including rental carts, must be clearly identified with contractor name 
and cart number. Identifying signs must be posted on front and both sides of all 
carts, with letters at least 3” high. 

• FACILITY SPEED LIMIT IS 5MPH. Under all travel conditions, the vehicle must be 
operated at a speed that will permit it to be brought to a safe stop. 

• Carts are to be operated only by authorized persons. Drivers must operate the 
vehicle in a safe and proper manner, observing all NOENMCC traffic and safety 
regulations. 

• Multiple riders on a vehicle are only allowed when a passenger seat is 
provided. Transporting passengers on the flatbed of a cart is strictly 
prohibited. 

• All equipment loads must be stable and safely arranged. Extreme caution must be 
used when handling wide loads, as stability and maneuverability may be affected. 
Loads must be within the stated capacity of the vehicle. Utilize straps and cargo 
netting for added stability and safety. No hand towing. 

• Driver must come to a complete stop when approaching intersections or in any 
location where visibility is reduced or obstructed. 

• Driver must always yield the right-of-way to pedestrians and to medical and fire 
emergency vehicles. Driver must always yield to large, motorized equipment, 
such as forklifts, high lifts, and cranes, as these require longer stopping distances. 

• Extra caution must be used when operating on grades. Never turn on any grade, 
ramp, or incline. 

• ELECTRIC CARTS ARE NOT ALLOWED IN NOENMCC FIRST (1st), SECOND (2nd), AND 
THIRD (3rd) LEVEL LOBBIES AT ANY TIME, except for the BEE (Big Easy Express). 

• Gasoline-powered carts are not allowed in The Great Hall, La Nouvelle Orleans 
Ballroom or on the second (2nd) or third (3rd) floors of the NOENMCC. Only electric 
carts are allowed in these areas and are subject to the restrictions shown below. 
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• Gasoline-powered carts may not remain within the NOENMCC after work hours 
and must be removed to the loading docks. 

• Diesel and propane lifts are not allowed to remain inside the NOENMCC overnight. 
Propane tanks must be changed outside the facility. 

 
 

• Refueling of powered equipment must comply with the NOENMCC’s Fueling 
Procedures (Review the “Fueling Procedures” outlined in this document). 

• Unattended carts must be turned off and keys removed from the switch. The 
brakes must be locked. Carts may not be parked within 10’ of any doorway, on 
ramps or inclines. 

• Unattended carts may not block fire aisles, stairwells, doors, emergency exits, or fire 
and life safety equipment (inclusive of risers, fire extinguishers, and defibrillators). 

• The NOENMCC prohibits the use of Segways, two-wheeled bicycles, scooters, 
skateboards, and hover boards within the facility. 

Restrictions on use of Motorized Carts in Public Areas 

• General contractor carts are not allowed in NOENMCC lobbies at any time. 
• Carts may not be driven on brick sidewalks on Convention Center Boulevard. 
• Carts may not be driven in exhibit halls during open event hours. 
• Carts are NOT allowed to drive through the Atrium Cafe, or on any 

Mezzanine Level, at any time. 
• During non-event hours, public service corridors may be used. During actual 

events hours, NO carts are allowed in service corridors when amber lights are on, 
and meetings are in progress. 

• No overnight parking of general contractor carts is allowed on NOENMCC 
second (2nd) or third (3rd) floors. All electric carts must be relocated to the exhibit 
halls. Gasoline powered carts must be removed from the facility. 

• Charging of electric carts on carpeted floors is always prohibited. 
• Drivers must always be aware of event and guest activity. Horns may be used only 

in emergency situations or when alerting others to oncoming traffic around 
obstructed areas. Care must be exercised to eliminate sound of back-up signals in 
all public areas and when exiting freight elevators. 
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MULTIPLE STORY BOOTHS/DOUBLE-DECKERS 
Detailed plans of multiple-story or enclosed booths must be submitted 60 days 
prior to move-in. Plans must indicate if the exhibit is multiple-story and/or 
enclosed with a ceiling. Ceiling clearances in the NOENMCC vary from 26’4” to 
59’, with most areas having a minimum of 30’ clearance. Multiple-story booths 
cannot be located under passenger or utility truss ways. 
 
Booth plans must specify the maximum number of occupants and must have a 
structural engineer’s stamp certifying the maximum occupant load capacity. 
 
Certain booths may require a Fire Watch, electrical ventilation, smoke detection 
devices, fire extinguishers, multiple exits, etc., as required by Fire Prevention 
Officials. Prior written approval and Fire Watch will be required.  A Special Event 
Application for Enclosed Multi-Level Exhibits must be submitted and approved.  
Fees will be based on net square footage of the exhibit displayed.  Please see 
your Event Manager for additional information. 

NEW ORLEANS THEATER 
NOENMCC is the exclusive provider for ALL rigging, chain hoists, truss, and 
rigging labor with limited exceptions. Please contact your Ancillary Sales 
Manager for additional information. 

• A NOENMCC Production Lead is required in the New Orleans Theater 
during all load-in, rehearsal, and event days. 

• Rigging diagrams must be submitted 60 days in advance to load-in date. 
Diagrams must include weight load of each hanging point, required 
power and submitted in AutoCAD DWG and PDF file formats. 

• Access to the production grid, cat-walk system and production/lighting 
booths is restricted to NOENMCC employees. 

• Freight elevator #29 is identified for usage of move-in/out equipment and 
gear for The New Orleans Theater. 

• Loading dock bays #36-37 are identified for usage of The New Orleans 
Theater. 

• There is no freight elevator to the mid-house level. 



 

27 
 

OPERATIONAL PROCEDURES & INFORMATION 

• There are (4) four Green Rooms included with the New Orleans Theater. 
Three (3) of the rooms have direct access to the backstage area and all 
include private restrooms. 

 
 
 
 

PARKING 
The NOENMCC manages and operates several adjacent parking lots.  Options 
are available to contract parking lots or rent multiple spaces.  No overnight 
parking is allowed in any NOENMCC parking lots.  Please contact your Event 
Manager or log on to the mccno.com Event Organizer Portal to review details 
and rates for parking in the Guide to Success.     

PHOTOGRAPHER ACCESS TO UTILITY TRUSSES 
Event Organizer and event contractors must sign Assumption of Risks and 
Waiver of Liability Form. The Official Event Photographer must make prior 
arrangements to access utility trusses. A written request must be submitted at 
least two weeks prior to move-in, detailing truss locations and approximate 
dates and times access is required. An NOENMCC Campus Operations Officer 
will accompany photographer(s) onto utility trusses to ensure that all NOENMCC 
safety standards are followed. Please contact your Event Manager for 
additional information.  

PORTABLE SEATING RISERS 
• The NOENMCC has stage right ML 1600 seating risers, with a total 

capacity of 3,000 seats. These may be used for general sessions, concerts, 
etc. 

• Labor charges to set seating risers will be billed to Event Organizer. A per 
chair cost on riser seating will apply. 

• Risers may be built based on configuration from 11 up to 22 rows. 
• Decking risers may be used in NOENMCC exhibit halls and The Great Hall. 
• General contractor or production company must include the footprint of 

risers used, and appropriate benchmarks and dimensions, in all floorplans 
submitted to the NOENMCC. 

• Floor Plans are to be submitted 60 days in advance. 
• NOENMCC must be allowed adequate time to stage and set equipment. 
• NOENMCC staff cannot work in low-light conditions, such as during light 
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or video checks. 
• General contractor or production company must chalk or tape the 

footprint of the risers before they can be set by the NOENMCC. 
• A labor charge will apply to any repositioning of the risers once they have 

been set. Please contact your Event Manager or log on to the 
mccno.com Event Organizer Portal to review rates in the Guide to 
Success.  

RIGGING 

• Rigging may be performed by Event Organizer’s official general 
contractor or subcontractor(s), as well as by the NOENMCC in exhibit 
halls. 

• Rigging installations that exceed the stated load capabilities within any 
NOENMCC area require prior written authorization. 

• Contractors must submit a completed Production Rigging Authorization 
Request Form and plans at least 60 days prior to move-in. 

• Plans must include detailed drawings (plans and elevations), rigging plots, 
and product literature if applicable. 

• Drawings must include facility location where rigging will be done, and 
the location and weight load of each hanging point within the rigging 
plot. 

• NOENMCC will contact general contractor or production company with 
estimated charges, if any, for NOENMCC labor and materials required. 

• All charges for NOENMCC labor and materials provided will be billed to 
Event Organizer’s Master Account unless other arrangements are made 
with the Exhibit Services Coordinator at least 30-days in advance. 

• Please contact the NOENMCC Production Services Department to 
schedule specific dates and times for required labor. 

• The NOENMCC retains the right to require changes to any rigging 
installation that does not conform to the standards stipulated in this 
Operations Procedures and Information document. 

• The NOENMCC reserves the right to use independent consultant at 
production company or general contractor’ expense, for weight 
verifications and field inspections.  

• Authorization by the NOENMCC to provide rigging installations neither 
suggests nor implies that the NOENMCC has certified or approved the 
design or safety of the proposed rigging installation. 

• All work must be conducted in a safe manner by authorized personnel 
only. 

WITHIN EXHIBIT HALLS PEAK CEILING AREAS 
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• Light rigging that does not exceed 250 pounds per hanging point does 
not require advance authorization from the NOENMCC. 

• General contractors or production company must submit plans for rigging 
installations that exceed the limit of 250 pounds per hanging point at least 
60 days prior to move-in. Written authorization from the NOENMCC is 
required before any heavy rigging can be done. 

 
 
• All loads of any size or weight may be hung only from the lowest bar of 

the structural steel rafters. Nothing may be hung from sprinkler pipes, 
operable wall tracks, dropped finished ceilings, electrical conduit, etc. 
except for Hall F, where rigging is done from high ceiling. 

• No loads of any kind may be hung from steel in contact with the metal 
roof decking. General contractors or production company are 
particularly cautioned against hanging anything from roof purlins or rafter 
cross-bracings. 

• All loads more than 250 pounds must be hung from a panel point of the 
structural steel. 

• Although it is preferred that all loads be hung from panel points, loads 
weighing less than 250 pounds are not required to be hung from a panel 
point when it is not feasible to do so. 

• The maximum load per hanging point must not exceed 1,000 pounds. The 
entire assembly of rigging may not exceed 10 pounds per square foot of 
roof area or 1,000 pounds in a 10’ x 10’ roof area. 

• All hanging points must be wrapped with burlap or carpet pieces to 
protect NOENMCC finished surfaces. 
 

WITHIN FINISHED-CEILING AREAS OF EXHIBIT HALLS 

• Rigging of light signage and drapery to existing hanging points (not to 
exceed 100 pounds per point, vertical loads only) do not require prior 
NOENMCC authorization. 

• All other rigging installations must receive prior authorization as outlined 
above. 

• Nothing may be hung from the decorative slat ceiling. 
• For loads exceeding the capabilities of existing hanging points, at the 

general contractors or production company written request, the 
NOENMCC may penetrate the finished ceiling and provide a suspension 
system from which to rig. There is a labor and materials charge for this 
service. Written requests must be made at least 60 days prior to move-in 
to determine feasibility and cost. 

• Halls E, F, G, and J have a limit of 500 lbs. per point. 
• Halls H and I-1 have existing steel beams for hanging. 
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• Under Hall H (New Orleans Theater) there are no angled irons. Signs can 
be hung 10’ foot apart, but no truss. 

 
 
 
 
 

WITHIN PUBLIC LOBBIES 

• Banner Display Units (BDU) can be used to display banners, saving clients 
on rigging costs. No lifts are required. Each BDU is remote controlled. They 
are conveniently located in lobbies of the NOENMCC and can be used 
within your contracted spaces. Prior arrangements are to be made with 
your Event Manager for details.  Please contact your Event Manager or 
log on to the mccno.com Event Organizer Portal to review rates in the 
Guide to Success and review the diagram for BDU.  

• The Great Hall Pre-Function has permanent rigging points. 
• Lobby areas are equipped with angle iron for hanging light drapery and 

signage, not to exceed 50 pounds per hanging point, or 100 pounds per 
10 linear feet. No prior authorization is required to use this angle iron within 
the specified capabilities. 

• Lobby areas are also equipped with a limited number of permanent 
hanging points, with a capacity of 250 pounds per point, for the 
installation of heavier signage, props, etc. Any installation exceeding 250 
pounds per point must be authorized as stated above. 

• Nothing may be hung from the decorative slat ceiling. 
• The installation of any additional hanging points will be provided solely by 

the NOENMCC. There is a labor and materials charge for this service. 
• All general contractors and production companies must adhere to the 

NOENMCC floor protection guidelines in all lobby/carpeted areas. 
 

ON OR UNDER FACILITY EXTERIOR 

• Signage, props, etc., may be hung from the steel framing system of the 
glass canopy. All hanging points must be wrapped with burlap to protect 
NOENMCC finished surfaces. Any installation exceeding 250 pounds per 
hanging point must be authorized. 

• Nothing may be hung from the decorative slat ceiling. 
• The exterior facade of the NOENMCC has a limited number of permanent 

hanging points installed. Any installation exceeding 10 pounds per 
hanging point must be authorized as stated above. All additional 
hanging points required are provided solely by the NOENMCC. There is a 
labor and materials charge for this service. 
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WITHIN THE GREAT HALL, PRE-FUNCTION, LA NOUVELLE ORLEANS BALLROOM, AND NEW 
ORLEANS THEATER 

NOENMCC is the exclusive provider of ALL rigging, chain hoists, truss, and rigging 
labor with limited exceptions. There are labor and materials charges for this 
service. Please contact your Ancillary Sales Manager for additional information. 

• The Great Hall Pre-Function area has limited fixed hanging points. 
• In La Nouvelle Orleans Ballroom: Air-conditioning outlets and return air 

grills exists around perimeter of the room and must not be blocked by 
equipment, drapes, props, etc. If applicable, air vents may be used as an 
option.  

• Please contact your Ancillary Sales Manager to review all rigging 
equipment and labor details and rates.  

WITHIN MEETING ROOMS 

There are limited points that exist within the meeting rooms. NOENMCC is the 
exclusive provider for installing any points. Plans for any installation must be 
submitted and authorized. Charges will apply for rigging equipment and labor. 

SALES TAX 
For public events, Event Organizer and exhibitors are required to purchase an 
Occasional Occupancy License.  The Occasional Occupancy License will 
require Event Organizers and exhibitors to collect and remit city and state sales 
taxes for tickets and all items sold and delivered on the show floor.  It is the 
responsibility of the Event Organizer to contact the City of New Orleans 
Department of Revenue to obtain the Occasional Occupancy License and 
submit required taxes.  This can be done through the City of New Orleans One 
Stop Shop website.   

SATELLITE TRUCKS/DISHES 
• Satellite trucks must be parked in certain required locations on the 

loading docks to obtain signals. 
• Contractors must make all arrangements for parking/placing satellite 

trucks at least 30 days in advance. 
• The NOENMCC is exclusive for running of cable and fiber into the facility. 

Additional charges will apply. Please contact your Ancillary Sales 
Manager for additional information. 

• Satellite dishes may be mounted on the roof of the facility. PRIOR 
APPROVAL IS REQUIRED. Dishes must be mounted on a non-penetrating 
mount capable of withstanding 90mph wind loading. 
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• Diameter must be no larger than 3-meters; total weight must not exceed 
20 pounds per square foot. 

• Contractors must make all arrangements for placement of satellite dishes 
at least 30 days in advance. 

 
 

SECURITY 
Security personnel must be provided in function areas on a 24-hour basis during 
all phases of occupancy, including move-in through move-out.  Please contact 
your Event Manager or log onto mccno.com Event Organizer Portal to review 
the list of Authorized Security Companies. Contact the NOENMCC Campus 
Operations Department for minimal location and numbers of security personnel 
required for each event. 
 
No freight or personnel doors will be opened and no equipment, show material, 
or freight may be moved into the NOENMCC until adequate security has been 
posted. NOENMCC assumes NO liability for any contractor or subcontractor 
equipment. 
 
The official security company must submit a detailed security plan to the 
NOENMCC Campus Operations Department 60 days in advance of event 
move-in. 
 
Please inform your Event Manager of any VIP and government dignitary 
appearances within the facility. The NOENMCC Campus Operations 
Department will assist you with walk throughs, escorts, and coordination of 
arrival/departure protocols. 
 
The use of magnetometers is required for all public events.  
 

SMOKING 
The NOENMCC promotes a smoke free environment for its customers and 
employees. Smoking and vaping are prohibited within the facility.  These 
include exhibit halls, lobbies, food service areas, public and service corridors, 
and restrooms. Designated smoking areas located on the back dock are for 
contractors, labor and NOEMNCC staff only.  Event attendees are NOT 
permitted on the dock or in this smoking area.  Smoking for exhibitors and 
attendees is allowed outside only in front of the facility.  
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SPECS ON TIME 
The NOENMCC strives to create an exceptional customer experience. To 
successfully meet the Event Organizer’s expectations, the NOENMCC has 
established a Specs on Time initiative. This allows for proper planning and 
staffing with a timeline included. Event specifications (meeting rooms, utility 
orders, and other information) are to be submitted to your Event Manager thirty 
(30) days prior to your first contracted date. We strongly encourage Event 
Organizers to take advantage of the financial savings and meet deadlines. The 
amount of savings is outlined in your customized Welcome Link, along with a 
Successful Execution Checklist and a list of key NOENMCC staff who will assist in 
managing your event. 

STAGING AND SCAFFOLDING 
• NOENMCC has an excellent inventory of portable staging risers. Individual 

pieces are 4’ x 8’ (High Performance from 4’ – 7’), or 6’ x 8’ (Stage Right at 
16”, 24”, 32”, and 40”). Availability of all equipment is in consideration of 
other tenants; contact your Event Manager for specific sizes and 
availability. 

• Additional staging needs that exceed the NOENMCC inventory will need 
to be ordered at the Event Organizer’s expense. 

• NOENMCC will provide side and back rails on all stages 42” and higher, as 
• required by OSHA. 
• NOENMCC does not provide any scaffolding or projection or spotlight 

towers. Contractors must supply necessary scaffolding. 
• All scaffolds and their components must be capable of supporting at 

least four times the maximum intended load. 
• Lumber used in planking must be scaffold grades or equivalent. Planks 

must be 2” x 10” or wider. Maximum permissible spans are: 
o 25 psf - 10’ span 
o 50 psf - 8’ span 
o 75 psf - 6’ span 

• Materials should not be tacked, nailed, or permanently affixed to any 
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NOEMMCC staging or equipment. Failure to comply with these guidelines 
could result in additional fees for damage to facility equipment. 

 
 
 
 
 

SUSTAINABILITY 
Sustainability is a priority at the NOENMCC.  Ongoing efforts of the Convention 
Center team include developing facility best practices and helping our 
customers meet their sustainability goals. We also put a priority on coordinating 
with events to meet the sustainability goals of clients. Our initiatives include: 

• Building-wide recycling. 
• Major energy and water efficiency improvements. 
• Reduced/limited escalator operation during move-in and move-out. 
• Food service composting and donations program. 
• Escalators will be operational only when in active use. 

TENTS, AWNINGS, & CANOPY 
• Temporary installation of tents, awnings, or canopies requires prior written 

approval of the NOENMCC.  A written request must be submitted no less 
than 45 days prior to move-in, and must include detailed plans showing 
size, height, location, anchoring details, and flame- retardant 
certifications.  

• Visit the City of New Orleans One Stop Shop to obtain a permit.  
• A Fire Watch or fire extinguisher may also be required.  
• NOENMCC does not allow general contractors to anchor tents, awnings, 

or canopies to the floor, walls, or columns of the NOENMCC. 

TRANSPORTATION CENTER 
The Transportation Center is the main drop-off/pick-up location for event 
shuttles and taxi/ride shares. The Transportation Center is located across from 
Lobby G main entrance.  

SHUTTLE HUB 

• All event shuttles will use the Shuttle Hub location. 
• Each Event Organizer will be assigned specific bays prior to start of event.  
• The Event Organizer’s shuttle provider is responsible for managing and 
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required to provide traffic control to ensure ingress and egress of buses 
and event attendees. 

• Fixed digital monitors are available to display routes and charged at the 
prevailing rate.  

 
 
 

TAXI/RIDESHARE ZONE 

The Taxi/Rideshare Zone is in the Transportation Center adjacent to the Shuttle 
Hub and located across from Lobby H.  

UPS STORE/BUSINESS CENTER 
The NOENMCC manages and operates the UPS Store which is conveniently 
located in Lobby F. On-site printing and shipping needs are available, as well as 
finishing services such as laminating, collating, stapling, and binding. Signs and 
banners can also be ordered.  Please contact your Event Manager or log onto 
the mccno.com Event Organizer Portal to review a full list of services and pricing 
which can be found in the Guide to Success and Business Center Event 
Brochure. 

UTILITY TRUSSES AND CATWALKS 
Prior NOENMCC written approval is required to access trusses and catwalks and 
to place any equipment thereon. Event Organizer and its contractors must sign 
an Assumption of Risks and Waiver of Liability form.  Please contact your Event 
Manager for additional details. 

• Access to the NOENMCC’s Utility Trusses/Catwalks is restricted and is at 
the sole discretion of the NOENMCC. Access to Truss 22, separating Exhibit 
Halls E and F, is prohibited. 

• Only the Event Organizer’s official contractors may access utility trusses 
and catwalks. Exhibitor-appointed contractor(s) are not allowed access 
to these areas. 

• Contractors wishing to access Utility Trusses/Catwalks must make prior 
arrangements detailing areas, dates and times of access, work to be 
performed, and number of employees requiring access. 

• Exhibit Hall utility trusses may be used only for cable runs and for 
installation of certain production equipment. Production equipment is 
only allowed on cement ends of trusses. 
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• Production access to The Great Hall catwalks requires special 

consideration and approval. The Great Hall catwalks may be used for 
cable runs only; no equipment may be placed on catwalks. A NOENMCC 
technician must accompany contractor personnel onto the catwalk(s), 
and remain during all installation and removal times, to ensure that all 
NOENMCC safety standards are followed. During move-out a NOENMCC 
technician will accompany contractor personnel onto catwalk(s) to verify  
that all contractor equipment has been removed, and that no damage 
has been done to NOENMCC physical structure and/or equipment. 
Please contact your Ancillary Sales Manager for additional information. 

• Production access to La Nouvelle Orleans Ballroom catwalks requires 
special consideration and approval. The La Nouvelle Orleans Ballroom 
catwalks may be used only for cable runs; no equipment may be placed 
on catwalks. A NOENMCC representative (production technician, 
electrician) must accompany contractor personnel onto the catwalk(s) 
and remain during all installation and removal times, to ensure that all 
NOENMCC safety standards are followed. During move-out a NOENMCC 
representative (production technician, electrician) will accompany 
contractor personnel onto catwalk(s) to verify that all contractor 
equipment has been removed, and that no damage has been done to 
NOENMCC physical structure and/or equipment. Contact your Ancillary 
Sales Manager for information. 

• All Utility Truss/Catwalk doors must be kept closed and always locked. 
• No smoking is permitted on any truss or catwalk at any time. 

Equipment Installations on Exhibit Hall Utility Trusses 

A NOENMCC representative (electrician, production technician) must 
accompany contractor personnel onto truss(es), and remain during all 
installation and removal times, to ensure that all NOENMCC safety standards 
are followed. 

• Production equipment is only allowed on cement ends of trusses. 
• Installations that do not meet NOENMCC safety standards must be 

corrected or immediately terminated. Equipment that does not meet 
NOENMCC safety standards must be removed immediately. 

• During move-out a NOENMCC representative (production technician, 
electrician) will accompany contractor personnel onto truss(es) to verify 
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that all contractor equipment has been removed, and that no damage 
has been done to NOENMCC physical structure and/or equipment. 

 
 
 
 

 

VEHICLES ON DISPLAY 
• Prior written approval is required before any fuel-powered vehicle can be 

displayed. A Fire Watch may be required depending on number, type, 
and location of vehicles displayed. 

• All cars, trucks, or other fuel-powered engines on display must have the 
smallest possible amount of fuel -- not more than 1/8th of a tank. The gas 
cap must be a locking type or sealed by tape; batteries must be 
disconnected while on display. Vehicles must not be started, run, or 
moved during event hours.  

• A NOENMCC Campus Operations Officer will inspect vehicles on-site 
upon arrival to the loading dock. The general contractor should have the 
key to the vehicle nearby and provide a schedule of arrival times.  

• Diesel-run vehicles may have a 1/4th of a tank or less. 
• Vehicles to be displayed in La Nouvelle Orleans Ballroom or New Orleans 

Theater may not be driven into or out of position but must be manually 
pushed into position. 

• Movement of vehicles on any carpeted space will require floor 
protection. 

WEAPONS/FIREARMS 
The NOENMCC strictly prohibits use of firearms in the facility. The NOENMCC 
must be notified in advance of any weapon or firearm that is brought on 
premises as part of an exhibit display or tradeshow at least thirty (30) days in 
advance of event contracted move-in date.  Please contact your Event 
Manager for additional information. 

WINDOW CLINGS 
• The general contractor may brand specific areas within the NOENMCC.  

This includes lobby doors (below panic bar), escalators, floor or carpet 
decals, columns, etc.  

• The Event Manager must be informed of locations and a material sample 
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of each location is to be provided for review and approval by NOENMCC 
Operations.  The general contractor will be charged for any residue or 
damage.  

• No branding is allowed on the Alluvial Plaza, North Main Julia Street 
entrance, or Lobby G main entrance of the convention center. 

 

FACILITY CONTACT INFORMATION 
NEW ORLEANS ERNEST N. MORIAL CONVENTION CENTER 

(504) 582-3000 
900 Convention Center Boulevard New Orleans, LA 70130 

EVENT SERVICES 

(504) 582-3011 
Your Event Manager is the primary liaison between you, your 
contractors/vendors and NOENMCC operating departments.   Your Event 
Manager will provide clarification on any operating policies, procedures, and 
regulations outlined in this document. 

MARKETING & SALES DEPARTMENT 

(504) 582-3023 
Your Ancillary Sales Manager will assist with any production, technology, 
sponsorship, and digital signage questions or requirements. 

EXHIBIT SERVICES DEPARTMENT 

(504) 582-3036 
Email: exhibit_services@mccno.com 
Online Ordering Portal: https://services.mccno.com 
Your Exhibit Services Coordinator will be your primary liaison for all utility orders in 
all contracted spaces (including exhibit hall, meeting rooms, and lobby areas).  
The coordinator will manage all exhibitor utility orders, Exhibitor Service Desk and 
assist general contractor with Event Organizer utility installations.   

FOOD & BEVERAGE DEPARTMENT 

(504) 670-7200 
SODEXO LIVE! is the exclusive provider of all food and beverage and has 
exclusive rights to all novelty sales and coat and luggage checks within the 
NOENMCC. 

 CAMPUS OPERATIONS DEPARTMENT 

(504) 582-3040 Campus Security/Campus Operations 24-Hour Base Station. 
(504) 582-3050 Campus Operations Office. 
The Campus Operations Department is responsible for maintaining security and 

mailto:exhibit_services@mccno.com
https://services.mccno.com/
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safety in all areas of the NOENMCC. The Campus Operations Department will 
identify the level of security required for your event and is the sole liaison 
between your event and City and State Fire Prevention Authorities. 
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ADDITIONAL RESOURCES 
NEW OREANS ERNEST N. MORIAL CONVENTION CENTER WEBSITE 

http://mccno.com 

EVENT ORGANIZER PORTAL 

https://portal.mccno.com/ 

CITY OF NEW ORLEANS ONE STOP SHOP 

http://nola.gov/onestop/ 

“WE’RE INVESTING IN A HEALTHY FUTURE” 

FAQ DOCUMENT 

ONLINE SERVICE ORDERING 

https://services.mccno.com 

http://mccno.com/
https://portal.mccno.com/
http://nola.gov/onestop/
https://portal.mccno.com/wp-admin/admin-ajax.php?action=useyourdrive-download&account_id=116994204341629486748&id=19o1CLkARaWfhJFey3xyjdJZqHCtWs81m&dl=1&listtoken=a46732683e06d3c6f89e3f6997b577cc
https://services.mccno.com/store/ungerboeck.cshtml?AppCode=COE&CC=1&OrgCode=10
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