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1

2
2.1 LOCATION

INTRODUCTION

GENERAL INFORMATION

We, the Convention Center of Costa Rica, are pleased to have you as an exhibitor at our 
facilities. We hope that this event gives you major business opportunities and that our services 
help you with your business activities.

We	 have	 prepared	 this	 Handbook	 where	 you	 will	 find	 important	 information	 for	 design,	
installation	and	dismantling	of	your	trade	exhibit.	You	will	find	diagrams	of	our	rooms,	capacity	
tables, templates to request services, and general rules of procedure.

We suggest that you carefully analyze your operational needs and submit your requests to 
the	Exhibitor	Services	Office	as	early	as	provided	in	this	Handbook.	Additional	services	are	
charged and subject to availability.

It is extremely important for the staff directly or indirectly involved in the design, installation 
and dismantling of your stand to be familiar with this Handbook and the rules contained herein.

We want to support you for a successful exhibition. With proper planning, we will provide you 
with	any	service	you	require	in	a	timely	manner,	as	well	as	with	confidence	to	do	your	business.	
We look forward to your visit in Costa Rica. 

The Convention Center of Costa Rica is located on General Cañas Highway, district of Heredia.

The Convention Center of Costa Rica (CCCR), located in the province of Heredia, is surrounded 
by hotels for your convenience and proximity. On our website www.costaricacc.com you will 
find	the	exact	location	of	the	CCCR,	and	the	closest	hotels.
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2.2 CONTACT INFORMATION 

Exhibitor	Services	Office:	expositores@costaricacc.com

Installation and dismantling schedule are subject to rooms for events. Event organizers may 
change the schedule. Please check in advance with the event organizer or directly with the 
Exhibitor	Services	Office	at	the	CCCR	for	installation	and	dismantling	dates	and	times	for	your	
event. It is important to remember that this schedule requires strict adherence.

During the installation schedule, you may stay in the rooms for the event. Installation of trade 
exhibits outside the time agreed by the event organizer is not allowed. Bear this in mind when 
scheduling the design and support staff for installation and dismantling of your trade exhibit.

Entrance of support staff, and entry of material and goods is through a doorway to the 
warehouse. Upon arrival, our Department of Protection Management will check your 
credentials as exhibitor.

 
The CCCR has various access routes for entrance/entry and exit of staff or material to different 
rooms. These routes will only be set up by event organizers/operators, provided that security 
requirements by the CCCR are fully met. In case your trade exhibit requires access routes 
other than those to the warehouse, contact your trade exhibit organizer to make the request 
to the CCCR.

Please	make	 sure	 your	 staff	 is	 certified	 as	 installation,	 dismantling	 or	 support	 staff.	
Similarly, make sure staff recruited for this work have insurance policies by the Insurance 
Institute of Costa Rica (INS) in place. This is the responsibility of the exhibitor who 
purchases installation services from third parties and should be governed by existing 
regulations.

The CCCR will only allow for entry of goods directly related to the trade exhibit during 
installation days. For security requirements, without exception, the CCCR will not receive 
goods or any other product before the dates scheduled for the entry of material. These 
dates are agreed upon by the event organizer.

3
3.1

3.2.1

3.2.2

3.2

INSTALLATION AND DISMANTLING SCHEDULE

SUPPORT STAFF

LOADING AND UNLOADING OF GOODS

ENTRANCE/EXIT OF SUPPORT STAFF, 
ENTRY OF MATERIAL AND GOODS

EXHIBITOR’S REGULATIONS
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If you decide to send goods to the CCCR using a shipping company, the loading should be 
addressed to the installation person or company, or to the person taking the goods from the 
warehouse to the trade exhibit. Do not forget to reference the name of the event using the 
material. Please do not address the material to the CCCR staff.

Any load scheduled for delivery at the CCCR should be charged to the exhibitor. The CCCR 
will not accept collect on delivery, nor will it cover any costs associated with the pickup or 
delivery of goods.

If your exhibition includes elements requiring a licensing fee (for more information, see section 
IV of this Handbook), please make the payment in advance. The CCCR reserves the right to 
allow for entry of these elements into their facilities, should there be no payment in a timely 
manner.

For more information, see Exhibit 3 Loading and Unloading of Goods.

We want to provide you with quality services for your events. For that, we need you to help us 
take care of the premises and the elements for rent at the CCCR.

We	ask	you	to	consider	the	following	aspects	when	planning	your	exhibition:

Exhibitors or companies installing one or more stands should be assigned rooms by the 
event organizer.

Elements used in the room should be stand-alone. Moorings, slips, anchors or nails, 
screws,	holes,	and	affixes	to	floors,	walls,	drop	ceilings,	columns	or	other	CCCR	facilities	
are	not	allowed.	Stand	designs	should	include	finished	and	painted	elements	ready	for	
installation.	The	CCCR	has	no	finishing	and	design	studio.	These	activities	should	not	be	
developed inside the facilities.

Spray painting inside the CCCR is not allowed.

Removing carpets from the CCCR is not allowed. For any damage to carpets (paint 
stains, holes, cutting or burning), the CCCR will charge in proportion to the damage. 
Carpet cleaning or repairing will be performed by CCCR authorized personnel.

Platforms	should	be	used	when	requiring	floor	or	carpet	finishing	to	avoid	any	damage	
to	the	floors	or	carpets	at	the	CCCR.

All installation companies should have tools and devices for work. The CCCR has no tools 
or devices for rent.

All stands with structural development should be approved by an engineer to ensure 
compliance with the Seismic Code of Costa Rica 2010.

3.3 INSTALLATION OF THE TRADE EXHIBIT

a.

b.

c.

d.

e.

f.

g.
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The exhibitor and/or installation companies are responsible for cleaning stands during 
installation and dismantling. Any material in common areas or outside the room assigned 
to the exhibitor is considered garbage or waste. If you need waste collection services, 
please	ask	in	advance	to	the	Exhibitor	Services	Office.

The	CCCR	will	pick	up	materials,	objects	or	goods	left	in	common	or	traffic	areas,	taking	
no responsibility for their condition or whereabouts, and charge the resulting costs to 
the exhibitor.

If you need to hang elements from ceilings or structures in exhibition rooms or hallways, 
ask	 the	Exhibitor	Services	Office	 for	permission	prior	 to	 installation	 for	 that	activity.	
The CCCR reserves the right to dismantle any element that has not been previously 
approved.

Under no circumstances will non-CCCR staff work on the roof the building.

The exhibitor and/or installation companies are required to know, understand and 
share these regulations with the staff involved in designing, installing, developing and 
dismantling the exhibition.

Your installation should not block common areas such as halls, emergency exits, service 
hallways, etc. Nor should it block rooms for other exhibitors. If you consider demarcation 
of your trade exhibit is not right, contact the event organizer.

All advertising elements such as banners, skylines, furniture and the like should be 
inside your trade exhibit. Always avoid blocking visibility to your neighboring exhibitors. 
Obscene or immoral material is not allowed.

Avoid noise or any sound that may cause discomfort to exhibitors or visitors. Proper 
soundproofing	systems	or	noise	levels	below	60	decibels,	three	(3)	meters	away	from	
the source of emission should be considered.

To	 ensure	 security	 at	 the	 CCCR,	 installations	 should	 never	 block	 switch	 boxes,	 fire	
extinguishers and cabinets or emergency exits.

h.

i.

j.

k.

l.

a.

b.

c.

d.

The CCCR reserves the right to stop the installation process, remove or dismantle elements 
or stands in violation of the rules in this Handbook, as well as the entrance of installation 
companies in recurring violation of the CCCR regulations, staff insisting on ignoring 
minimum security and health requirements, and the physical protection of facilities.

For the successful development of events, it is important for every exhibitor to ensure 
compliance	with	the	following	rules:

3.4 REQUIREMENTS FOR COEXISTENCE
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Stand goods and materials should be carried through hallways and service gateways at the 
CCCR. Under no circumstances should common areas be used.

Coordinate installation logistics for your trade exhibit with your organizer/operator in 
advance, to avoid goods from being stuck in areas where installation for other exhibitors 
or	the	entrance	of	events	blocks	any	traffic.

e.

f.

The exhibitor should return the room to the event organizer and elements for rent to the CCCR 
under the same preservation and cleaning conditions as delivered. In the event of reported 
damages to rooms or elements for rent, costs will be borne by the exhibitor or, failing that, by the 
event organizer. 

After the dismantling time, any element left at the exhibition room of the CCCR will be considered 
voluntary abandonment. The CCCR will pick them up (without any liability to the CCCR) and 
charge for transport and pickup of material, be it waste, decoration or goods, to the exhibitor or 
event organizer.

Floor strength at the CCCR varies from one area to another. To ensure security inside the CCCR 
it is key to process the entry form for heavy machinery and vehicles –to be requested from 
and	submitted	to	the	Exhibitor	Services	Office,	at	least	30	days	prior	to	the	start	of	the	event.	
Remember that access authorization is key for your machinery or vehicle during the installation 
for the event.

Any heavy machinery and equipment should be supported on rubber bearings or similar damping 
material	to	protect	the	floor,	distributing	load	across	platforms,	in	order	to	avoid	concentrations	
exceeding	the	loading	capacity	of	the	floor.

Any vehicle for exhibition should have battery cables disconnected. The gas tank should be 
sealed or locked with a key, with up to ¼ tank and a plastic cover underneath the vehicle to avoid 
any spilling.

Vehicles on the CCCR carpet should have their tires covered in plastic, or a rug or plastic underneath 
covering the tires to avoid any damage. Vehicles should not be moved during show time.

Maximum height allowed inside the premises is provided in Exhibit 1 Table of Dimensions and 
Room Capacity at the CCCR. It is important to bear in mind that height should not block air 
conditioning ducts

3.5

3.6

3.7

DISMANTLING OF THE TRADE EXHIBIT

ENTRY OF HEAVY MACHINERY AND VEHICLES

HEIGHT
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Only CCCR staff is authorized for entry and handling of power supply areas. We recommend 
using voltage stabilizers for reinforced protection of computers and electronic devices.

Under no circumstances should trade exhibit wiring hang from the structure or columns. Instead, 
it should be protected and hidden with proper piping.

If your trade exhibit requires additional connections, the exhibitor should submit the request to 
the	Exhibitor	Services	Office,	with	technical	 information	on	the	devices	 for	exhibition,	stating	
nominal consumption values, for quoting, payment and later installation of the service, features of 
devices	to	be	used	subject	to	the	following:

The CCCR may provide water connection and drainage services. Please check in advance with 
the	Exhibitor	Services	Office	if	this	service	may	be	provided	to	your	stand.	

In case of emergency, please contact the Event Coordinator/Organizer for location of available 
medical services for the event.

These regulations are designed to protect facilities of the event from unnecessary heating due to 
unplanned charges and ensure proper power supply for every exhibitor.

If the trade exhibit fails to meet the above security requirements, the CCCR reserves the right 
to	 unplug	 and	 remove	 devices,	 flashlights,	 lamps,	 spots	 or	 any	 other	 pieces	 of	 equipment	
compromising the security of the building and their occupants.

Exhibitors	should	make	sure	wiring	staff	is	certified	by	the	Costa	Rican	Learning	Institute	(INA)	or	
the Vocational School and in compliance with the National Electrical Code (NEC). Otherwise, no 
installation of elements and/or electric devices is authorized by the CCCR.

3.8

3.9

3.10

ELECTRICAL SERVICES

WATER AND DRAINAGE SERVICES

FIRST AID

Devices should have thermal magnetic switches and/or connectors, when required.

Contact feed wires should have gauge required by the electric charge supported.

Lamp feed wires should have ballasts and gauge required by the electric charge and 
should	not	be	on	the	floor.

Wire joints should always be isolated with a proper tape.
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CCCR cleaning staff will engage in garbage collection on internal schedule. In the meantime, 
exhibitors should keep garbage in their stands, in baskets, to avoid any discomfort to neighboring 
exhibitors or visitors.

In case your trade exhibit produces garbage or waste in excess of the basket capacity provided 
for each stand, or in case your exhibition requires ongoing cleaning service, do not hesitate to 
contact	our	Exhibitor	Services	Office	to	provide	you	with	waste	management	services.

The CCCR only protects common and surrounding areas. If you want security for your trade 
exhibit,	please	ask	the	Exhibitor	Services	Office	for	such	service.

In the event of loss of any element inside our facilities, please report the incident to the CCCR staff. 
Our video surveillance system will eventually check for assistance in solving the problem, and if 
needed, some guidance will be provided to report to the authorities.

Customers and participants to the event are required to take insurance policies for damage to or 
theft of the elements to be entered into the CCCR. The CCCR bears no responsibility for loss or 
theft.

The CCCR and exhibitors are required to observe the rules and regulations of the Fire Department 
of Costa Rica.

The CCCR is equipped with an automatic sprinkler and extinguisher system. Hiding, blocking or 
damaging exit doors, exit lights, alarm stations, extinguishers and strobe lights are prohibited. 

Taking	and	using	flammable	compressed	gas,	helium	tanks,	flammables	or	combustible	liquids,	
chemicals or hazardous materials, Class 2 or higher laser beams, and explosives inside the CCCR 
are restricted.

Using	electric	appliances	to	cook,	open	flame	devices,	welding	equipment	and	material,	cutting	
equipment	 or	 open	 flame	 devices,	 ammunition,	 radioactive	 equipment,	 pressure	 equipment,	
exhibitions	 involving	hazardous	processes	and	materials,	 any	kind	of	fireworks,	 explosions	and	
explosives,	flammable	cryogenic	gas,	spray	cans	with	flammable	propellants,	gas	kitchen	appliances	
and portable heating equipment is restricted.

If	your	trade	exhibit	requires	any	of	these	elements,	contact	the	Exhibitor	Services	Office	in	advance	
to examine the request and take all necessary security measures in agreement with the Fire 
Department and/or authorization for the use of these elements.

The CCCR reserves the right to remove from the facilities any of the above elements that have not 
been previously authorized by the security department.

3.11

3.12

3.13

WASTE MANAGEMENT

SECURITY; RESPONSIBILITY FOR LOSS OR THEFT

FIRE PREVENTION AND RESPONSE
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The CCCR has the privilege of housing valuable works of art. It is our responsibility to take actions 
for protection, preservation and care of these works. Access to works of art is restricted, while 
affixing	objects	to	block	their	visibility	is	prohibited.

The	CCCR	is	smoke	free:	Law 9028 - General Law on Tobacco Control and the Harmful Effects on 
Health

The CCCR has the infrastructure and best staff to ensure high quality catering services. In our 
Portfolio of Products and Services EXHIBIT 9	you	will	find	a	varied	selection.

Catering services or logistics support to catering by third party providers in our facilities is not 
allowed.

In case the trade exhibit requires (by virtue of the purpose of the exhibiting company) 
entry of machinery and/or raw material to serve food and beverage samples produced 
or sold on the occasion of regular business, you should report to the Exhibitor Services 
Office	at	least	thirty	(30)	days	in	advance	to	obtain	access	authorization	at	the	warehouse	
and	to	define	technical	needs	required	by	the	stand.

3.14

3.15

4.1

4.1.1

CARE OF WORKS OF ART

ROOM FOR NON-SMOKING

CATERING SERVICES

SAMPLINGS

The CCCR has a large Portfolio of Products and Services EXHIBIT 9, especially designed to 
meet your needs and help you with the success of your business activity. We ask you to take a 
look and make requests in a timely manner to ensure availability of services during the event.

Requests	should	be	addressed	to	the	Exhibitor	Services	Office.	This	office	may	also	provide	
you with technical information on our facilities.

If you require special services outside our portfolio, do not hesitate to contact our consultant. 
It is extremely important for requests to be made at least thirty (30) days before the start of 

the event.

4 REQUEST FOR ADDITIONAL
PRODUCTS AND SERVICES
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For authorized access of food and beverages, it is essential for products to be packaged 
with	 easily	 identifiable	 and	 legible	 expiration	date.	A	 copy	of	 food	 safety	 registration	
should also be attached.

The exhibitor is responsible for carrying, storing and handling these products and has to 
provide the conditions to ensure food preservation and safety under existing laws.

Food servings should not exceed 3 cm, and beverages should be limited to a maximum of 
3oz on disposable containers of up to 4oz. 

Any promotional food or beverage for visitors or customers (coffee, snacks, etc.) should 
be directly provided by the CCCR.

In case the exhibitor decides not to purchase liquor from the CCCR, a written authorization 
should	 be	 obtained	 from	 the	 Exhibitor	 Services	Office,	 following	 the	 payment	 of	 the	
licensing fees. Such liquor must be in line with the regulations provided in the Liquor 
Licensing Policy EXHIBIT 6.

4.1.2 LIQUOR LICENSING FEES

The CCCR has the infrastructure to provide Internet wireless or wired connection, as 
required by your trade exhibit and subject to technical feasibility. It may also provide 
access to the public switched telephone network from the city, with additional services 
such as telephone pricing.

In case your stand requires higher connectivity for online applications or high speed 
data streaming, or access to the public switched telephone network, please contact our 
Exhibitor	Services	Office.	Our	technical	department	will	provide	necessary	assistance.

These services require a request from our Internet service provider. Therefore, they 
should	be	confirmed	and	paid	fifteen	(15)	days	in	advance	at	the	start	of	the	event.	Any	
requests solicitudes outside this timeframe are subject to availability and conditions of 
the CCCR.

The network and wiring diagram are subject to the conditions of the CCCR. The CCCR 
does not provide point-of-sale service. If required by the exhibition, points of sales 
should be brought by the exhibitor and be exempt from licensing fees.

Any telecommunications services purchased from the CCCR will receive technical 
support from our IT department. This staff will be available during the event.

In case you purchase telecommunications services from providers other than the CCCR, 
licensing fees should be paid for both connection services and devices. 

4.2 INTERNET AND TELECOMMUNICATIONS
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The CCCR is not responsible for damages arising from services purchased from third 
parties. Damages arising from these services will be paid by the exhibitor.

CCCR offers a wide variety of audiovisual services. A detail of products and services is 
included in the OAE Portfolio.

External suppliers are authorized to operate in meeting rooms with previous authorization 
nevertheless, all equipment property of the CCCR will be operated solely by the convention 
centeŕ s staff.

The entrance of audiovisual equipment on behalf of customers, organizers, representatives 
or exhibitors will require to previously pay for entry rights or infrastructure use rights.
All CCCR equipment will be assembled and operated by authorized personnel under CCCR 
staff supervision. The equipment ś availability will depend on stock. Any equipment that is 
required and that the CCCR does not have available in inventory, the client will be able to 
hire it elsewhere.

The management, installation and operation of client ś own equipment, that has previously 
paid the infrastructure or entry rights, will be responsibility exclusively of the client. CCCR 
will not provide technical support for those equipment’s that are not the convention center̀ s 
property.

Stands are returned to the event organizer in the same conditions as delivered. The stand of 
the CCCR is delivered with one (1) table, two (2) chairs, one 110V power source, 2 light spots, 
one trash basket, and one border with the name of the stand.

4.3

4.4

AUDIOVISUAL EQUIPMENT

FEATURES OF THE STAND PROVIDED BY THE CCCR
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Exhibit 1. Table of Dimensions and Room Capacities at the CCCR 

Exhibit 2. Outdoor Advertising

Exhibit 3. Loading and Unloading of Goods

Exhibit 4. Boarding and Alighting of People

Exhibit 5. Liquor Licensing Policy

5 LIST OF EXHIBITS
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