	Item
	Deadline
	Completed

	Complete Event Information
	30 days prior
	

	     Full Event Name
	
	

	     Move-In Date(s) & Overall Time(s)
	
	

	     Meeting Date(s) & Overall Time(s)
	
	

	     Banquet Date(s) & Overall Time(s)
	
	

	     Registration Date(s), Time(s) & Price
	
	

	     List of VIPs attending
	
	

	     Brief Description of Event
	
	

	     Name of Decorator & Phone Number
	
	

	     Name of Audio Visual Co. & Phone Number
	
	

	     Name of Security Firm & Phone Number
	
	

	     Estimated Daily Attendance
	
	

	     Move-out Date(s) & Overall Time(s)
	
	

	     Cleaning Company Information
	
	

	     Badging Information for Public Safety
	
	

	Complete Floor Plans/Room Set-ups
	45 days prior
	

	     Floor Plans from Decorator (6 copies)
	
	

	     Floor Plans for Rooms Set-ups
	
	

	     Seating Accommodations
	
	

	     Required Number of Easels per Room
	
	

	     Registration Area Set-up
	
	

	     Signage/Banner Requirements
	
	

	     Utility Requirements 
	
	

	     Telecommunications Requirements 
	
	

	     AV Requirements
	
	

	     Security Firm & Schedule
	
	

	AE Checklist
	
	

	     Deliveries (when, where, how, times)

     Company Name/Phone Number
	
	

	     Event Staff Listing (early building access):  

     List Names for Public Safety 
	
	

	     Parking passes (3 allotted per client):

     List Names/Car Info for Public Safety
	
	

	Insurance Certificate/Purchase Insurance

Must List:  Event Name/Date of Event, the Mayor and City Council of Baltimore, Baltimore Convention Center, and its employees and agents are additional insured
	30 days prior 
	


Event Deadline Checklist








