The Hilton Americas-Houston
Facility Guidelines

LOAD IN/OUT

No load-in may occur anywhere on hotel property without the prior approval. Vendors must provide the appropriate Catering or Event Manager with a schedule of the load-in sixty (60) days prior to the event. If a "Hold Harmless" agreement is required it must be arranged with your event manager or catering manager prior to setup. This document is to be signed by a representative of the production or decorating company.

We will require a pre-move in inspection of all areas of the property that will be used by an exhibit or production company (hereafter refer to as the Company). The Pre/Post Event Walkthrough Form will be used to release your Company from all preexisting conditions. The inspection and documentation must be completed before any aspect of move in can begin.  Your Catering or Event Manager will inform you when, where, and who to meet from the hotel’s staff in order to do the inspections.
Regarding exhibit setup, all booth equipment, furniture and carpeting must be confined to the measured limits of the booth. No nails or bracing wires used in the exhibit display may be attached to hotel property. No painting, mixing of chemicals or explosive materials is allowed in the meeting space of the hotel.

We have four (4) loading bays and we'll do our best to clear use of one for you, although we cannot guarantee that one will be available without a wait, as hotel deliveries take priority.

During load-in/load-out of any meeting space in the hotel, the contractor must protect the carpets before any activity is to begin. At times, it may require that the contractor also utilize masonite, 4' x 8' sheets at least 3/4" thick.

All forklifts/scissor lifts, if used, must be battery not propane or gasoline, In addition, plastic must be installed on top of the carpeting, then covered with plywood in all locations on which the forklift will travel. All tires must be shrink-wrapped.

The Catering or Event Manager (or a designated hotel representative) in conjunction with the contractor will make an inspection of the function space prior to any activity. This will include access areas, elevators, corridors, loading docks, and any other area pertaining to the move-in and move-out. It is the responsibility of the contractor to contact the Catering or Event Manager at 713-739-8000 to setup a walk-through prior to conducting any activity, as to prevent any unnecessary charges. 

Any damage caused to the premises by the exhibitor or contractor must be repaired/replaced to its original condition at the exhibitors/contractors expense.

Caterers utilizing hotel meeting space for the preparation of any function must cover the entire area with thick plastic. Any installation that affects fire codes must have prior approval of the Fire Marshal.

Move Out:

The area used is to be inspected after teardown and move-out, preferably by those persons who performed the move-in inspection. The signed Pre/Post Walkthrough Form should be brought to the inspection. It is understood that the contractors could be held liable for any damage to the area that occurred during the 

contracted dates of the production/trade show. Compensation for those damages is to be handled by the Company. It is understood that the Company will present back to the Hotel a clean, empty area upon completion of tear down and move out. All materials related to the show and all trash are to be removed by the Company. Your organization will be financially responsible for any repair or clean up resulting from your failure to abide by these guidelines.
MEETING SPECIFICATIONS
Detailed specifications as to meeting room set-ups, audiovisual equipment, telephone services, menus and additional requirements are due 60 days in advance of you event in order to distribute the hotel event orders and resume in a manner that allows time for proper scheduling of employees. Any delay in meeting this requirement may impact availability and additional charges. Upon receipt of the Meeting Resume and Event Orders, carefully ensure that your meeting is properly outlined.  Substantial changes requested after the meeting room has been set, are subject to the availability of labor and shall be assessed a labor fee of $25.00* per hour per house person. 

It is important to note that all attendees be instructed to secure all personal belongings prior to vacating meetings. The hotel is not responsible for lost or stolen items left in public meeting rooms. The Hotel provides safe keeping of all valuables complimentary.

Should your group request an unusually tight room turnover, an extensive stage set, etc., a labor charge may be assessed. We will provide at no charge, a reasonable amount of equipment, i.e., chairs, tables, easels, etc.

This complimentary arrangement does not include production staging or extraordinary set-ups that would exhaust our present in-house inventory to the point of requiring the hotel to rent additional equipment. Should this occur, you will be notified with as much advance notice as possible. The Catering or Event Manager will provide you with the cost to rent the equipment, which would be billed to the group master account unless an alternative arrangement is made.

Public Areas:

The Hilton Americas-Houston public areas offer a tranquil setting for your guests. With this in mind, please adhere to the following policies:

· We do not allow exhibits, banners or displays in our public space. They must be placed inside of the function room unless otherwise approved.
· Registration Desk locations must be approved in advance to your Catering or Events Manager.

· Public area and lobby furniture has been placed for our guests' comfort and enjoyment. We are limited, due to storage space and possible damage, from moving this furniture.

Non Smoking

The Hilton Americas-Houston is a non-smoking hotel. 
Meeting Room Equipment:

The Hotel has an extensive inventory of meeting related equipment. However, if an existing inventory is depleted, we will identify the shortage upon receipt of your detailed specifications and procure these items as an expense added to your master account.

Meeting Room Changes:

Please read all event orders carefully to ensure that your meeting is properly represented. Substantial changes requested after the room has been set are subject to availability of labor and shall be assessed a labor fee of $25.00 per hour per houseman.

Ballrooms:
Please be aware that the air walls of the hotel’s ballrooms are not securable and require additional security to ensure safe keeping of your valuables.
KEYS TO MEETING ROOMS

Keys:

Standard keys to meeting rooms are available through the meetings Catering or Event Manager. The charge for re-keying any meeting room is $50.00 per cylinder.  In addition, a charge of $150.00 per key will be charged if not returned to the hotel upon departure.  

*Prices subject to change without notice

SIGNAGE

The hotel reserves the right to approve the copy and placement location of any signs or banners you use within the hotel. No signs are allowed in the lobby level without prior approval.

Banners or large signs may be located inside your assigned function space. If such items are required to be fastened to walls or ceilings, the task must be properly accomplished by the Property Operations department of the hotel. Charges for labor and required materials will be at prevailing rates.

No handwritten signs or posters are permitted anywhere on hotel property. Signage must be professional and placement is restricted to the Foyer and meeting space of each meeting room.

All banners must be approved by the Catering or Event Manager. Banners are not to be hung any wall surfaces.

SELLING ITEMS

In effort to maintain a quiet and professional atmosphere as well as maintain contractual agreements with internal lessors the Hilton Americas-Houston restricts the sales of any goods and services to within the confines of the meeting rooms.  Please contact your Catering/Event Manager for more information
PROGRAMS/HANDOUTS

If you wish the hotel to place programs or handouts in the seats or at the place settings of your function, prior arrangements must be made with the Catering or Event Manager.  A service charge will apply.
AUDIO/VISUAL PRODUCTION COMPANIES

We endorse and highly recommend Freeman AV Solutions, the hotel’s in-house Audio/Visual provider, as the contractor for all of your audio/visual needs at our hotel. We also encourage you to use our in house audio/video department in servicing your exhibit needs, as they hold the exclusive rights to utilize the in-house audio/video systems.

Should an outside contractor or production company require a patch to the in-house sound system, the Audio/Visual manager on duty will negotiate a rental fee for the use of the system. Should the contractor or production company wish not to utilize the in-house audio system, they must provide the total audio package which would include external sound, amplification and microphones. The hotel maintains no storage facilities for audio/visual equipment, this is the sole responsibility of the contracted agency.

An outside contractor or production company can be utilized under the following circumstances: 

· The contractor or production company must have a certificate of insurance with a minimum of $1,000,000.00 general liability insurance on file with the hotel.

· All federal and local codes as well as those of the Hilton Americas-Houston must be adhered to.

· All hookups to the building's power source are handled by hotel personnel or by approved vendors.  
· The contractor or production company is responsible for all charges relating to electrical hookups to the building's power supplies. This is not a complimentary service of the hotel.

Production companies are required to provide the hotel with detailed move in/out schedules.
Some very important issues for you and your production company to consider are technical sound checks and rehearsals. We understand how important these are, however, they must be accomplished without disturbing meetings or events that are in session. Should your sound checks or rehearsals interrupt in-house activities, we will expect immediate termination and re-scheduling for a more suitable time. We know you can appreciate the need for activities in session to have a priority over all else.

Rigging/Overhead Safety

Freeman AV Solutions is the exclusive rigging contractor for the Hilton Americas-Houston. Freeman AV Solutions is responsible to ensure overhead safety for all public meeting rooms within the Hilton Americas-Houston.
Rigging encompasses attaching motors, trussing, lighting and audio to the ceiling.   Freeman AV Solutions will provide all necessary rigging labor for productions at the Hilton Americas-Houston.

Please contact Freeman AV Solutions as listed below:

Freeman AV Solutions
Hilton Americas-Houston
1600 Lamar Street
Houston, TX 77010
Attn: Brian O’Riordan 
brian.oriordan@freemanco.com 
713-577-6123

Sound Levels/Rehearsal

Sound levels are to be appropriate for the contracted space and are not to interfere with activities of any other group. Actual meetings in progress take precedence over any sound check or rehearsal. Please respect any request regarding sound levels you may receive from Hotel Management. The Hotel reserves the right to terminate any event in the case of inappropriate sound level.

PRODUCTION VEHICLE STORAGE

The Hilton Americas-Houston does not provide vehicle storage facilities.  There are surface lots for parking surrounding the hotel. The Event Manager can provide additional recommendations for parking.

POWER

All power requirements must be in writing and forwarded to the Catering or Event Manager sixty (60) days prior to arrival. All power requirements are handled directly by the hotel's Property Operations department.  Power requirements will be charged accordingly per amp.  Additionally, any equipment rented or installation work performed by hotel employee(s) will be charged accordingly to the master account. Any equipment used on hotel grounds must carry a UL listing. Information outlining power capabilities as well as appropriate engineering charges, is available from your Event or Catering Manager.

EXTENSION CORDS
All cords or wires laying in the proximity of foot traffic must be secured down, covered and protected safely.

NAILS AND STAPLES
The use of nails or staples in the hotel's meeting space is not permitted on any hotel surface or wall. The hotel's Director of Property Operations will assess damage charges, any questions regarding whether or not the use of nails or staples is necessary may be directed to the hotel's Property Operations Department; they can be reached at 713-577-6085.

ELECTRIC LIFTS

Equipment of this type (genie-lifts, etc.) used in hotel meeting space, must be approved by the catering or Event Manager prior to arrival. There will be a charge of $75.00 per hour per engineer plus service charge and tax.
Please note, for insurance and liability reasons, the Engineering Department cannot loan or rent ladders, genie lifts, etc.

PHONES

All phone requests are to be received no later than forty five (45) days prior to arrival; the hotel will directly handle all phone requirements. Enclosed in the exhibitor prospectus materials, is a copy of the telephone order form, which may be duplicated for use.
EMPLOYEE GUIDELINES

All companies and their crews must abide by the Hilton Americas-Houston guide for dress attire and must check with security prior to entering the hotel.  

All Company employees must park in designated parking locations only. Any vehicle left unattended and without permission is subject to towing.  

No Company employee or their representative may smoke in the ballroom area or avail themselves of the food and beverages being served to hotel guests. Violator will be asked to leave the Hotel property.  

At no time may any Company employee or representative erect any set either at the direction of the client or a Hilton Americas-Houston employee that would endanger the lives of the guest or employee. 

The Director of Security at the Hilton Americas-Houston, or his designated representative, will be the final arbitrator of any real or potential hazard. 

SECURITY/FEES

The Hotel requires security for all exhibit/production and trade shows.   
A Hilton Americas-Houston Security Department has final approval on all activities and set-ups. Failure to follow these procedures will result in your event being terminated. 

All outside vendors must supply a "Certificate of Insurance". Indemnity and Insurance Agreements are enclosed. The Hotel must have these documents on file prior to move in. Failure to provide signed agreements will prohibit Hotel property access. 

The Hotel is not responsible for theft or damage to any property of the company.   Security arrangements are the responsibility of the client and must be pre arranged. 

CUSTODIAL SERVICES

The Hilton Americas-Houston does not provide custodial services for production or decorating companies. Trash removal from the production/decorated area is the sole responsibility of the contractor. The contractor may utilize the hotel's dumpster with approval.  All trash must be placed into its appropriate container, any excess of trash which results in an additional dumpster pick-up or delivery will be billed directly to contractor. At the conclusion of the exhibit or production, the function room and loading dock must be left presentable for the next day's business prior to leaving the property.  

It is the responsibility of the decorator/florist to return immediately after the contracted event has finished, to remove any materials used to decorate the function space. The decorator/florist must ensure that the space is left in a presentable manner, which means removal of all trash, wood, leaves, flower petals etc. Any damages caused to hotel property will be directly billed to the contractor. Any leaves, flowers, etc., left on the floors prior to the event must be cleaned up by the florist. 

FIRE ALARM SYSTEM

The Hotel fire alarm system is activated by foreign substances, heat, and smoke. Programs which have equipment such as fog machines, laser shows, special effects, etc., must have written and stamped approval by the Fire Marshal, eight (8) weeks prior to the event. The event approval certificate must be forwarded to the Catering or Event Manager to provide backup in the event of any future unforeseen fines.  The use of pyrotechnics of any kind is strictly prohibited.
Should the activity in the meeting space require the use of a "Fire Watch" to accommodate the disengagement of the fire system, as approved by the Fire Marshal, the charge to have a Fire Marshall present will be the sole responsibility of the vendor and/or group.
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