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Catering Guidelines 

• To ensure the safety of our guests, all food & beverage must be purchased from our facility. Any non-consumed 

food & beverage items may not be removed from the facility. 

• All food, beverage, meeting room rental and audio visual charges are subject to the prevailing service charge 

and Indiana State sales tax.  The service charge is taxable. 

• The final guarantee number of guests is due by 12:00pm, three (3) business days before the start of your event. 

Should the final guarantee not be received by this time, the original expected number of guests noted on the 

Banquet Event Order will be considered your minimum guarantee and may not be lowered. 

• No food or beverage may be brought into a Marriott IndyPlace property by a guest or attendee, including 

exhibitors. Please contact your Event Manager with questions or further clarification on this policy. 

• Unless a specified menu with pricing is contracted, all standard menu prices are subject to change and can be 

confirmed no more than six months before the function date. Confirmation of the menu prices will be made by 

our Event and Sales Managers. 

• If alcoholic beverages are to be served on the Hotel premises, the Hotel will require that only Hotel bartenders 

and / or servers dispense beverages. The Hotel’s alcoholic beverages license require the Hotel to (1) request 

proper identification (photo ID) of any person of questionable age and (2) refuse alcoholic beverage service to 

any person who, in the Hotel’s judgment appears intoxicated. 

• Fund-raising events can be exempt from Indiana sales tax with respect to food and beverage. A copy of the tax-

exempt certificate (NP-1) and proof that the event is a fundraiser (invitation/ticket original or copy) must be 

provided to the hotel before the event. Additional information can be found at 

https://www.in.gov/dor/files/sib10.pdf. 

• The availability of parking is not guaranteed and is based on the availability of spaces in the parking garage. In 

the event that spaces are not available, guests will be directed to the nearest public parking lots. 

Audio Visual Services 

• Markey’s Rental and Staging is the in-house audio visual services provider at the Marriott IndyPlace.  All audio 

visual charges are subject to the prevailing service charge and Indiana State sales tax.  The service charge is 

taxable. 

• Outside production companies are allowed at the hotel. Markey’s Rental & Staging manages and oversees all 

Audio-Visual Vendors and Production companies providing services within the Marriott IndyPlace. In an effort to 

ensure that our liability needs are protected and that quality standards are maintained, Markey’s Rental & 

Staging oversees the proper operation and care of equipment by local and national vendors. The following 

information must be substantiated and received prior to the event at the hotel: 

• All Production companies must provide a detailed schedule of events to Markey’s Rental & Staging and 

the Marriott IndyPlace Event Manager 30 days prior to the event. This document shall include accurate 

dates and times of the show load in and load out, rehearsal schedule, show schedule and electrical 

install and removal times. Contact your group’s Event Manager for details.  

https://www.in.gov/dor/files/sib10.pdf
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• Markey’s Rental & Staging contract(s) must be signed and returned to Markey’s Rental & Staging 14 

days prior to show load-in. Contracts signed and returned less than 14 days will be revised with late 

electrical pricing and overtime/double time labor rates.  

• A Technical Supervisor will be assigned to your Production Company during the load in, set-up, 

teardown and load out of your show. Your assigned TS will also do a walkthrough of the facility and note 

any existing damage in the room prior to load in. At the conclusion of load out, the TS will do a follow-up 

walk through and note any additional damage to the facility. The contracted group will be billed for all 

damages to the facility. Full payment is required thirty (30) Days of billing date. All vendors and groups 

are responsible to leave the hotel in the same condition it was found. Rates are available upon request. 

• The Hotels’ convention area has an overhead sound system. To protect our property, Markey’s Rental & 

Staging must supervise any patches into the sound systems. 

• Rigging is an Exclusive Service of the Marriott IndyPlace. Two riggers, one high and one ground, are required for 

both load in and load out of all equipment that is to be hung in or attached to the ceiling. Rates are available 

upon Request. 

• All rigging equipment (i.e. chain motors, span sets, shackles, steel, deck chain, etc.) must be supplied by 

Markey’s Rental & Staging for liability reasons. Rates are available from your Markey’s Rental & Staging Sales 

manager upon request. 

• In addition to rigging, all truss that is used in the ballrooms must be provided by Markey’s Rental & Staging for 

liability reasons. 

• A Vendor, production or A/V Company choosing to ground support any object such as, but not limited to light 

trees, truss, speaker cabinets and lighting must be approved and inspected by the Event Technology 

Department. The Marriott IndyPlace will not be responsible for production delays or cost overruns resulting 

from rigging modifications required on site. 

• Only a low adhesive tape is permitted on the hotels’ carpet. Two-way carpet tape is not permitted.  

• Electrical Services are an Exclusive Service of the Marriott IndyPlace and services must be distributed and 

installed by Markey’s Rental & Staging. Rates are available upon request.  

• All floor run extension cords must be fully taped the entire length of the cord with approved tape or run in cable 

channels. 

• The use of generators is not allowed inside the Marriott IndyPlace properties. 

General Facility Guidelines 

• The JW Marriott Indianapolis loading dock is located at 701 West Washington Street, Indianapolis, IN 46204.   All 

equipment and supplies being brought into or taken out of the building must pass through this area.  

• The Indianapolis Marriott Downtown loading dock is located on the East side of the hotel, in the alley shared 

with the Westin Hotel. Entrance for the alley can be from Washington Street or Maryland Street. 

• Deliveries for Marriott IndyPlace properties take priority and vendors are asked to avoid high demand times 

including 6:00am – 10:00am weekdays. 

• Trucks will not be permitted to remain on the loading docks when not being actively loaded or offloaded. Please 

contact your event manager for truck and oversized vehicle parking locations. Local parking information and 
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rates can be found at www.parkwhiz.com.  Truck/trailer/bus parking is available at Gate Ten Events and Parking, 
343 W McCarty St, Indianapolis, IN 46225, (317) 737-2036.  Contact Gate Ten prior to arrival in the city. 

• Trailers are not allowed to be dropped at the dock without having a cab attached unless prior approval has been 

received by the Marriott IndyPlace Event Manager. 

• Load-In and Load-Out dates and times must be pre-approved by the Marriott IndyPlace Event Manager. Once 

approved, these times must be adhered to and your Event Manager must approve any changes. 

• Access to the JW Marriott Indianapolis meeting space is via two freight elevators. The first elevator measures 

22’11” long x 9’2’’ x 10’ high with a load capacity of 18,000 lbs. The second elevator measures 22’11” long x 8’2” 

wide x 10’ high with a load capacity of 16,000 lbs. 

• Access to the Indianapolis Marriott Downtown meeting space is via one freight elevator. The elevator is 19’ long 

x 10’5’’ wide x 8’ high with a load capacity of 8,000 lbs. 

• The Marriott IndyPlace has first priority to the elevators.  

• Items are not allowed to be stored on the freight elevator during load in and load out. 

• No equipment or supplies are permitted in the guest elevators.  

• All equipment should be transported through service corridors when possible. 

• No equipment or cases are to remain in the “back of the house” areas at any time. This includes public areas, 

service areas, hotel dock(s) and/or hotel parking lots. Storage space for outside audio-visual companies will be 

the sole responsibility of the audio-visual company. All freight, equipment and trailers must be taken off 

property for the duration of the show. 

• For security reasons, it is required that all employees and hired labor of vendors wear branded clothing or ID 

badges for identification. 

• Smoking or vaping is permitted in designated areas only. The Marriott IndyPlace properties are non-smoking 

hotels. 

• The vendor, production or AV Company is responsible for the actions of any personnel attached or associated to 

their company. Only competent, experienced personnel should be utilized.  

• Pads, blankets or some type of carpet barrier must be placed on the carpets at any location where crates/pallets 

are disassembled. 

• Back of house paths for hotel and vendor associates must be maintained with 6’ clear paths, drape openings and 

cable ramps (if necessary). 

• Carpeted stage decks are available in the following dimensions for group use.  Please consult with you Event 

Manager on number of decks available.  Decks are not able to be double stacked. 

• JW Marriott: 6’ x 8’ x 18”, 24” or 30”  

• Indianapolis Marriott: 6’ x 8’ x 18”, 24” or 32” 

Security 

• The Marriott IndyPlace is not responsible for loss of or damage to equipment or other items left in meeting 

rooms. If valuables of any kind will be stored in a meeting room, it is suggested that additional third-party 

http://www.parkwhiz.com/
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security be confirmed. This may apply, but is not limited to, exhibit halls, audio-visual/production sets, 

registration areas, offices, etc.  

• If keys are required for meeting spaces, the Marriott IndyPlace staff can install custom core locks on specific 

meeting rooms for $175 per room and provide up to 4 keys to group contacts. Additional fees may apply for 

rooms with more than 4 doors and/or additional keys. It is the responsibility of the group to verify that doors are 

secured after receiving keys. The Marriott IndyPlace team cannot lock or unlock rooms with core locks unless an 

emergency has been reported in that space. 

• Armed Security Services must be arranged and paid for directly by the group. 

• The following parameters apply to any outside Security firms when you hire to provide services on Marriott 

IndyPlace properties: 

• The company must provide the necessary property with proof of insurance, as outlined in the Outside 

Contractors portion of this guide and naming JW Marriott Indianapolis or Indianapolis Marriott 

Downtown as additional insured. 

• A security schedule must be supplied 48 hours in advance listing the name each guards 

scheduled time along with supervisory contact information (including after-hours dispatch/cell 

number). 

• A representative of the chosen company must check in with the Loss Prevention Office upon entry to 

the property and upon departure. 

• Marriott IndyPlace Loss Prevention Department must be informed of any incidents reported by third-

party security officers. 

Branding, Signage and Media 

• Please consult with your Event Manager for more information on branding opportunities and pricing at the 

hotel. 

• All Signage brought in must be professionally made and meet the requirements of Hotel Management. Signs or 

banners may not be taped, stapled, nailed, tacked or otherwise affixed to any hotel doors, walls, columns or 

other parts of the buildings or furnishings. The hotel is not responsible for signage or promotional materials left 

unattended or left behind at the conclusion of your event. Banners in excess of 6’ should include a rigid support 

for best results.  

• All signs and banners connected to the hotels’ walls or ceilings must be hung and removed by Markey’s Rental & 

Staging only and is subject to size and weight limit. Arrangements should be made directly with Markey’s at least 

14 days in advance of your event and labor charges will be assessed. All hanging signs & locations must be 

approved by Event Management.  

• Branding in the Main Lobby of each hotel is exclusive to FedEx Office or Sport Graphics. 

• Signage and easels for functions will be limited to one sign outside of each meeting room and are not permitted 

in the hotel lobby, sleeping room hallways or elevator banks. 

• Placement of any printed material intended to solicit products or services is not permitted without prior 

authorization from a Marriott IndyPlace Event Manager.  
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• Signage placed on lecterns must be installed by the Marriott IndyPlace. Removal of the hotel logo is prohibited. 

The company will be responsible for any damage to hotel lectern or hotel logo. 

• If you are expecting print or news coverage at any of your events in the Marriott IndyPlace properties, please 

contact your Event Manager to gain approval. Loss Prevention will prohibit access to any media unless prior 

arrangements have been made. Please provide an outline of media coverage to include:  Type of media 

attending, Names of local stations, Date, time and location of event to be covered, Name and phone number of 

your organization’s Public Relations Manager, Names of celebrities or speakers that may draw media attention 

• Outline of any event or circumstances surrounding your group that may draw media attention or public 

attention, such as picketing. 

Vendor Insurance 

• An outside vendor may work within or on the Marriott IndyPlace properties provided all the following 

documents have been submitted and approved at least 5 (five) days prior to arrival. 

• Current certificate of insurance on file including a minimum of $2,000,000 covered liability; a 

Marriott IndyPlace property named as an additional insured and additional loss payee and 

coverage to include workers compensation throughout the duration of the event. 

• Any and all permits that may be required. 

Tradeshows & Exhibits 

• Audio-visual equipment, electrical services and internet are an exclusive service of Markey’s Rental & Staging. 

Exhibitor Forms are available online at https://markeys.formstack.com/forms/indyplace. 

• A pre and post event walk through must be arranged with the Marriott IndyPlace Staff Member.  Please inform 

your Event Manager at least 5 business days prior to arrival of date/time requested for load in and out walk 

through.   At that time, any damages or alterations to the convention meeting space will be noted and 

appropriate actions taken. During the course of your event, if any damage is sustained to the property, your 

company will be liable and responsible for all repair costs incurred, which will be charged to your group master 

account. All vendors / groups are responsible to leave the hotel in the same condition it was found.  

• Decorating/Production companies are responsible for ordering and maintaining their own dumpsters during the 

exhibit / production for all exhibit shows with more than 25 booths. The dumpsters must be ordered through 

your Event Manager. Additionally, the Decorating /Production companies must provide portable trash bins to 

transport debris from the exhibit hall to the dumpsters. The hotel dumpsters may not be used under any 

circumstances. In addition, the loading dock areas used for move in and move out must be kept clean at all 

times, including move in, move out and during the show. In case no provisions have been made for the 

collection of debris, the Marriott IndyPlace reserves the right to assess charges to the group master account, 

including but not limited to, late fees and overtime fees. All dumpsters must be removed within 24 hours of final 

load out. 

• If any unusual cleanup is required, your organization will be billed on a cost basis of man-hours required to 

restore the Hotel’s property to the same condition in which it existed prior to your event.  

• Audio-Visual, Electrical and Banner/Sign Hanging are exclusive tradeshow services of the Marriott IndyPlace and 

Markey’s Rental & Staging.  Outside Production Companies and/or Audio-Visual Service Providers are not 

permitted to provide any of the above listed services on the Tradeshow floor. 

https://markeys.formstack.com/forms/indyplace
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• The hotels will provide the exhibit/production space in a clean condition including exhibit floor and freight dock 

areas. It is the responsibility of the Decorating/Production companies to return these facilities in the same clean 

condition as received.  

• Daily janitorial service is not provided by the Hotels in any area that contains exhibits / trade shows, except 

those areas designated for coffee breaks, etc. Daily booth and aisle clean up must be arranged with your exhibit 

service company and at a minimum, tradeshow/exhibit floors need to be cleaned before opening and once a day 

for the duration of the show. 

• Due to the Indianapolis Fire Department regulations, crates, boxes and pallets cannot be stored on the Hotels’ 

premises during a show. This includes public areas, service areas, hotel dock(s) and/or hotel parking areas. It will 

be necessary for you to make arrangements with your exhibitor service to receive and store exhibits for delivery 

to the Hotel on the move in date. These arrangements must also include the removal of empty crates, their 

storage during the show, and their subsequent return to the Hotels on the move out date. Any and all 

equipment found stored inside the Hotels will be moved and cost of labor will be charged to the outside 

contractor. 

• Should any property not be removed by the designated move out date, the Hotel’s management may store, or 

cause to be stored, any such property that your organization or the exhibitor leaves and will be charged a 

reasonable fee for all incurred. 

• All exhibitor packing containers, wrapping materials and display materials must be removed from behind booths 

and placed in storage. All empty cartons must be removed for storage or they will be removed as trash. 

Literature which is on display shall be limited to reasonable quantities and reserved supplies shall be kept in 

closed containers and stored in a neat and compact manner. 

• The use of chalk lines is not permitted in the Marriott IndyPlace. 

• Only a low adhesive tape is permitted on the hotels’ carpet. Two-way carpet tape is not permitted.  Decorator 

carpet may be installed only as follows: 

• Visqueen or comparable plastic sheeting is to be laid directly over hotel carpet and secured with a low 

adhesive tape. 

• Decorator carpet may then be laid over Visqueen with tape securing carpet to Visqueen. 

• Marriott IndyPlace convention inventory (tables and chairs) is supplied at no charge for meeting/food and 

beverage events only. Requests for inventory or labor for an exhibit related event are available upon request 

and fees will apply. 

• Exhibit and Production Floorplans should be submitted to the Event Manager at least 45 days before the event 

date along with the following parameters:  A listing of exhibitors by booth number and company name, Name of 

show, show dates, sponsoring organization and service contractor, Name and area in use indicated (i.e. JW 

Grand Ballroom 5, etc.), Floor plan developer and date of initial drawing and revisions, Exits indicated and clearly 

labeled,  Aisle widths, A brief description of the event, including products exhibited, equipment utilized and 

kinds of demonstrations and activities that will occur should accompany the floor plan. 

• Floor plans submitted should be drawn to maximize usage of the hall. Minimal guidelines for acceptable floor 

plans are:  All points of entrance and egress should have a minimum of 6’ clear space on all sides, All aisles must 

be a minimum of 6’ wide, No visual or physical obstructions to fire exit doors are permissible 
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• The final floor plan, if different from the initially approved plan, must be resubmitted to verify that minimal 

physical changes have occurred.  

• Life Safety systems cannot be covered or blocked at any time. 

Shipping & Receiving 

• Shipments are not to be received more than 3 business days in advance of conference dates or storage fees may 

apply. All incoming and outgoing packages will incur handling charges as indicated on the last page of this 

document.   

• The JW Marriott FedEx Business Center is located on the second floor meeting space. Hours of operation are 

Monday – Friday from 7:00am – 5:00pm, Saturday from 9:00am – 5:00pm and Sunday from 10:00am – 4:00pm.  

Hours of operation are subject to change.  After hours assistance is available and can be reached by dialing “0” 

on any house phone.  

• Packages shipped to the Indianapolis Marriott Downtown can be claimed through the hotel front desk in the 

main lobby. 

• Collect shipments and shipments that require a forklift to unload will not be accepted.  

• Shipments that require special handling (refrigeration, etc) should be coordinated with the exhibit company and 

event manager directly prior to shipping.  

Décor/Special Effects 

• Only water based hazers are allowed in the Marriott IndyPlace Meeting Space. 

• Hazer usage must be communicated to Marriott IndyPlace Event Manager 30 days in advance of the 

event and include the following information:  Date of Event, Start & End Time of Hazer, Number of 

Guests in Attendance, Hazer Rehearsal Times 

• Hazer usage requires the Indianapolis Fire Department Fire Marshall on site for the duration of the 

event and will be billed at the below rates.  (Fire Marshal must be arranged through Marriott IndyPlace 

Event Manager) 

• 1 – 500 guests – $150.00 per hour per Fire Marshal. An additional Fire Marshal is 

required for each additional 500 Guests @ $75.00 per hour   

• Holidays will be charged at $225.00 per hour per Fire Marshal and $112.50 per 

additional Fire Marshal. 

• 6 Hour concurrent minimum applies for all Fire Marshals 

• Fire Marshal must remain in the room until at least 1 hour after hazing concludes 

• It is the hazer operator’s job to make verbal contact with the fire marshal in the room to ensure the 

system is offline.  Hazer operator will be responsible for any false alarms caused by hazer usage when a 

fire marshal is not in the room (charges and or prosecution may apply) 

• Pyrotechnics are not allowed in any Marriott IndyPlace property. 

• Please contact your Event Manager for requirements on use of Cold Spark Fountains. 
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• Confetti Cannons/Sticks are permitted for events with the following agreements: 

• Confetti cannon usage must be approved by Marriott IndyPlace Event Manager 14 days in advance of 

usage. 

• All confetti cannon usage will be subject to a cleaning charge based on usage time and meeting room 

size. Fees begin at $1.00 per square foot of the room size used up to a maximum of $5000.00. 

• Confetti cannons may not be used while active food service is taking place. 

• Metallic confetti is not permitted in the Marriott IndyPlace. 

• Any open flame must be approved by Marriott IndyPlace Event Manager. Open flames must be enclosed in glass 

and may require a Fire Marshal to be on property during the event. 

Vehicle Displays 

• Automobile or other fuel-powered/electric vehicles of any nature must adhere to the following guidelines: 

• Load in and load out times must be approved by Marriott IndyPlace Event Manager. 

• At no time may a vehicle be running when it is within the confines of the hotel.  

• The vehicle must be pushed into the ballroom areas and tires must be cleaned prior to entering 

• Marriott IndyPlace Staff cannot assist with movements of vehicles in or out of the building. 

• Cars are not to exceed 2 gallons of fuel in the tank, tanks cannot be refueled or emptied inside a 

Marriott IndyPlace property 

• Battery cables must be disconnected and the ends taped 

• No repairs or alterations shall be made on vehicles 

• During non-show hours, vehicles must be locked 

• A fire extinguisher is required and must be accessible while the vehicle is in the Marriott IndyPlace 

• Armor All is not to be used on the tires 

• Visqueen/Poly Tac or similar material must be applied to all carpeted surfaces the car moves over and 

sits on. This can be provided by third party or Markey’s (contact Markey’s for pricing). 

• Please contact your Event Manager for approved vehicle display areas. 

Forklifts and Scissor Lifts Regulations 

• If a forklift is required, one forklift is required for outside usage, and a separate one is required for inside 

usage. 

• All forklifts and scissor lifts must come equipped with white tires or tire covers, a fire extinguisher and 

must be electric. The hotel does not loan or provide motorized forklifts, genie booms, lifting devices, 

tools, ladders, pallet jacks, etc. to outside contractors. All equipment must be secured in advance.  

• Contact Markey’s Rental & Staging for scissor lift rates.  
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• Forklifts are not allowed to be utilizes on any carpeted surfaces in the hotel. 

• Forklifts, ramps, scissors lifts and any other equipment may not be stored at a Marriott IndyPlace 

Property. Any items placed in areas without approval will be removed at the cost of the client. 

• Powered lifts may not be driven at any time through public lobby areas, including but not limited to 

areas with finished floors.  

• Outside company assumes liability for any and all damages caused by the use of lift equipment. 

Fire Marshal Regulations 

• No objects shall be placed within a 6’ radius of a marked exit door. 

• All aisles must be a minimum of 6’ in width with no obstructions. 

• All floor run extension cords must be fully taped the entire length of the cord with approved tape or run 

in cable channels. 

• Combustible materials must not be displayed in the Marriott IndyPlace at any time. 

• All decorations, drapes, signs, banners, acoustical materials, hay, straw, moss, split bamboo plastic cloth, 

and similar decorative materials shall be flame retardant to the satisfaction of the Fire Department and 

State Fire Marshal. Canvas, cloth, cardboard, leaves, or similar combustible materials shall be completely 

flame retardant. All drapes, hangings, curtains, drops, exhibit booth construction materials and all other 

decorative material including Christmas trees shall be made from non-flammable material or treated 

and maintained in a flame-retardant condition. Oilcloth, tarpaper, sisal paper, nylon, orlon, and certain 

other plastic materials cannot be made flame retardant and their use is prohibited. ALL MATERIALS 

MUST BE ACCOMPANIED BY AN OFFICIAL FIRE RESISTANCE CERTIFICATE. 

• If substitutions of original materials must be made, such labor and materials as required to bring the 

work up to code standard shall be provided by group at no additional expense to hotel. If group is 

unable to comply, said event shall be cancelled by hotel without liability to hotel. 

• Compressed gas cylinders are prohibited unless prior approval is obtained from the Fire Marshal.  

Approved cylinders must be stored in an upright position and in an approved rack. 

• Areas enclosed by solid wall and ceilings must be provided with approved smoke detectors and a “fire 

watch” during off hours. Any covered area exceeding 800 sq. ft. will require a temporary sprinkler 

system. 

Floral Production Regulations 

• Use of meeting space for a floral production/storage room must be pre-approved by a Marriott 

IndyPlace Event Manager. 

• All floors must be covered with approved floor covering. 

• All Floral must be picked up at the conclusion of each event.  Marriott IndyPlace is not able to store 

floral on site after the conclusion of an event. 

• Marriott IndyPlace does not have refrigerator floral storage available.  In addition meet room 

temperatures cannot be maintained under 67 degrees for extended periods of time. 
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• Florists are required to clean up all floral debris on floors post event.  Any debris left behind will be 

subject to applicable cleaning fees. 

• Water storage for flowers is limited to no more than 2 gallons per container.  Water in the container 

cannot come to more than within 6 inches of the top of the container. 

 

Meeting Room Capacities 

JW Marriott Indianapolis 

MEETING ROOM Sq. Ft. 
Theater 
(w/AV) 

Schoolroom 
(2/6', w/ 

AV) 
Conference 

(2/6') 

U-
shape 
(2/6') 

Hollow 
Square 
(2/6') Reception 

10 x 10 
Exhibits 

# of 72" 
Rounds 
(No AV) 

72" Banquet 
(Rnd of 10, 

No AV) 

72" 
Crescent 
Rounds 
of 6 (w/ 

AV) 
FIRST FLOOR                       

White River Ballroom 20,600 1,800 1,328 ~ 126 176 2,200 105 150 1500 810 

WR A-D (each) 1,150 96 40 20 26 14 75 ~ 6 60 36 

WR A-D (Combined) 4,600 480 180 72 82 44 300 21 30 300 162 

WR A-E (Combined) 10,300 1035 468 ~ 96 60 375 52 70 700 378 

WR E-F (each) 5,700 598 252 72 84 92 575 30 40 400 192 

WR E-F (Combined) 11,400 1,127 540 ~ 100 124 1,150 66 80 800 432 

WR F-J (Combined) 10,300 1,035 468 ~ 96 60 375 52 70 700 378 

WR G-J (each) 1,150 96 40 20 26 14 75 ~ 6 60 36 

WR G-J (Combined) 4,600 480 180 72 82 44 300 21 30 300 162 

101 950 75 32 16 18 20 50 ~ 5 50 30 

102 1,000 75 32 16 18 20 50 ~ 5 50 30 

101-102 (Combined) 1,950 156 72 36 38 40 100 ~ 11 110 66 

103 950 75 32 16 18 20 50 ~ 5 50 30 

104 950 75 32 16 18 20 50 ~ 5 50 30 

103-104 (Combined) 1,900 156 72 36 38 40 100 ~ 11 110 66 

105 600 45 16 12 16 20 30 ~ 3 30 18 

106 625 50 16 12 16 20 30 ~ 3 30 18 

107 625 50 16 12 16 20 30 ~ 3 30 18 

108 400 36 12 12 12 16 20 ~ 2 20 12 

109 475 36 12 12 12 16 20 ~ 2 20 12 

SECOND FLOOR                       
Griffin Hall 18,500 925 378 ~ ~ ~ 1,750 82 102 1020 144 

201 900 70 32 16 18 24 30 ~ 5 50 30 

202 925 70 32 16 18 24 30 ~ 5 50 30 

203 925 70 32 16 18 24 30 ~ 5 50 30 

204 925 70 32 16 18 24 30 ~ 5 50 30 

205 925 70 32 16 18 24 30 ~ 5 50 30 

201-205 (Combined) 4,600 403 200 92 96 100 150 14 25 250 144 

206 725 60 24 16 16 20 25 ~ 4 40 24 

207 475 40 16 12 14 16 15 ~ 2 20 12 

208 725 65 24 16 20 20 30 ~ 4 40 24 

209 850 65 30 20 20 24 30 ~ 4 40 24 

THIRD FLOOR                       
Grand Ballroom 40,500 3,799 1,728 ~ ~ ~ 4,200 230 299 2,990 1518 

GB 1-4 (each ) 2,150* 198 80 32 42 52 240 ~ 15 150 72 

GB 1-4 (Combined ) 8,850 900 384 ~ 108 124 950 40 65 650 330 

GB 5-6 (each) 11,400 1,110 528 ~ 112 132 1,150 50 78 780 396 

GB 1-5 (Combined) 20,000 1,950 864 ~ 132 172 2,000 100 143 1430 726 

GB 5-6 (Combined ) 22,800 2,250 1,008 ~ 138 184 2,250 120 169 1690 858 

GB 6-10 (Combined) 20,000 1,950 864 ~ 132 172 2,000 100 143 1430 726 

GB 7-10 (each) 2,150* 198 80 32 42 52 240 ~ 15 150 72 

GB 7-10 (Combined) 8,850 900 384 ~ 108 124 950 40 65 650 330 
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300 330 ~ ~ 12 10 12 ~ ~ ~ ~ ~ 

301 675 60 22 12 18 24 30 ~ 4 40 24 

302 575 40 16 16 16 16 30 ~ 3 30 18 

303 550 40 16 16 16 16 30 ~ 3 30 18 

302-303 ( Combined ) 1,125 99 36 32 34 32 60 ~ 6 60 36 

304 575 40 16 12 16 12 30 ~ 2 20 12 

305 575 40 16 12 16 12 30 ~ 2 20 12 

306 600 40 16 16 16 12 30 ~ 2 20 12 

304-306 ( Combined ) 1,750 136 56 48 50 52 90 ~ 7 70 42 

307 500 32 16 12 15 16 15 ~ 3 30 18 

308 750 56 24 16 18 20 30 ~ 4 40 24 

309 600 40 24 12 16 16 30 ~ 3 30 18 

310 600 40 24 12 16 16 30 ~ 3 30 18 

309-310 ( Combined ) 1,200 88 36 32 34 32 60 ~ 6 60 36 

311 575 50 16 12 14 16 30 ~ 3 30 18 

312 725 60 18 12 16 20 30 ~ 4 40 24 

313 725 55 24 16 16 20 30 ~ 4 40 24 

314 850 66 30 20 20 24 30 ~ 6 60 30 

 

Indianapolis Marriott Downtown 

Meeting Room Sq. Ft. 
Theatre 
(w/ AV) 

Schoolroom 
(2/6' w/ AV) 

Conference 
(2/6') 

U-Shape 
(2/6') 

Hollow 
Square 
(2/6') Reception 

10 x 10 
Exhibits 

# of 66" 
Rounds 
(No AV) 

66" 
Banquet (Rnd 
of 10, No AV) 

66" 
Crescent 

Rounds of 
6 (w/ AV) 

FIRST FLOOR                       
Indiana Ballroom 8320 780 360 ~ 78 104 800 40 63 630 324 

A-D (each) 620 45 16 16 20 16 50 ~ 4 40 24 

A - D (combined) 2480 225 96 48 54 56 200 ~ 17 170 108 

E 3280 330 144 48 58 64 350 ~ 28 280 144 

A - E (combined) 5760 540 264 ~ 68 84 500 25 42 420 216 

F - G (each) 1209 90 40 24 26 28 100 ~ 9 90 54 

F- G (combined) 2418 225 96 48 54 56 200 ~ 20 200 102 

E - G (combined) 5698 540 240 ~ 68 84 500 25 42 420 216 

Colorado 625 50 24 12 18 20 50 ~ 4 40 24 

Florida 644 60 24 16 16 20 60 ~ 4 40 24 

Illinois 621 60 24 16 16 20 60 ~ 4 40 24 

Florida/Illinois 
(combined) 

1265 121 48 32 36 36 120 ~ 9 90 48 

Michigan 621 60 24 16 16 20 60 ~ 4 40 24 

Texas 621 60 24 16 16 20 60 ~ 4 40 24 

Michigan/Texas 
(combined) 

1242 121 48 32 36 36 120 ~ 9 90 48 

Utah 621 44 18 16 16 20 40 ~ 4 40 24 

Arizona 504 44 18 12 16 16 50 ~ 2 20 12 

California 900 77 30 20 24 24 100 ~ 6 60 36 

Kentucky 1176 104 48 20 26 28 130 ~ 6 60 36 

Tennessee 1200 112 48 20 26 28 130 ~ 7 70 42 

SECOND FLOOR                       
Marriott Ballroom 21008 1824 870 ~ ~ ~ 2500 102 162 1620 864 

1-4 (each) 1196 96 36 24 30 32 100 ~ 8 80 48 

1 - 4 (combined) 4784 456 180 64 72 80 400 ~ 36 360 192 

1 - 5 (combined) 10504 912 420 ~ ~ ~ 1000 48 72 720 432 

5 & 6 (each) 5720 532 240 64 74 88 600 24 45 450 240 

5 & 6 (combined) 11440 1064 480 ~ 92 124 1200 56 90 900 480 

5 -10 (combined) 10504 912 420 ~ ~ ~ 1000 48 72 720 432 

7 - 10 (each) 1196 96 36 24 30 32 100 ~ 8 80 48 

7 - 10 (combined) 4784 456 180 64 72 88 400 ~ 36 360 192 

Albany 224 14 12 10 6 8 20 ~ 1 10 6 
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Atlanta 464 35 16 16 16 16 30 ~ 3 30 18 

Austin 336 28 12 12 10 12 20 ~ 2 20 12 

Boston 336 28 12 12 10 12 20 ~ 2 20 12 

Austin/Boston 
(combined) 

672 56 24 24 22 24 40 ~ 4 40 24 

Columbus 464 40 16 16 16 16 30 ~ 3 30 18 

Denver 675 44 18 12 14 20 60 ~ 4 40 24 

Indianapolis 
Boardroom 

435 ~ ~ 12 ~ ~ ~ ~ ~ ~ ~ 

Lincoln 1232 100 42 24 28 28 120 ~ 8 80 36 

Phoenix 306 12 8 8 6 8 20 ~ 1 10 6 

Santa Fe 1232 100 42 24 28 28 120 ~ 8 80 36 
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Hotel Layouts 

JW Marriott White River Ballroom Level 
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JW Marriott 2nd Floor 

 

 

  



 
 

16 | P a g e - r e v  0 5 / 2 4  

JW Marriott 3rd Floor 
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Marriott Lobby Level 
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Marriott 2nd Floor 
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Acknowledgement 

I have read the Marriott IndyPlace Hotel Catering and Convention Service Guidelines for General Contractors, 

Show Management, Production and Audio Visual Companies and will enforce them when working at the Marriott 

IndyPlace. I understand that failure to enforce the regulations may result in financial penalties, as well as failure to 

comply with the Guidelines will delay the event opening until compliance is obtained. 

PRINTED NAME:           

SIGNATURE:           

COMPANY NAME/TITLE:          

STREET ADDRESS/CITY/STATE/ZIP:     ________  

EMAIL/PHONE:            

EVENT TITLE/DATES:           

 

 

 

 

 

 

 

 

 

 


