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      EXHIBITOR CHECKLIST 
 

q Immediate Room reservations at area hotels 
 
q August 16 Balance due for exhibit space 

 
q September 26 Exhibit Booth form due (page 3) 

 
q September 26 Additional Wristbands form due 

 
q September 26 Exhibitor Special Orders must be placed with Coast to Coast Trade Show Services 

(i.e. skirting on tables) to get discount price. 
 

q September 26 Acquire Sales Tax License 
 

q September 26 Return all forms (electrical, Internet, etc.) to appropriate vendor  
 

 
 

 NOTE: Electric/Internet/Phone order forms are included in this kit. All forms for ordering 
Coast to Coast Trade decorator services are located on the Show website at:  

 
                                    www.cosnowmobileexpo.com 
 
 

q October 6-7 All freight being shipped directly to the show must arrive on these dates only 
 
q October 6-7 Show setup hours – Thursday: 12 Noon-6 p.m. and Friday: 9 a.m.-2 p.m. 

  
q October 7 Show opens at 4 p.m. 

  
 
 
If you have questions, please call Susan Clement at 763-383-4454 or sclement@epgacceleration.com. 
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FREQUENTLY ASKED QUESTIONS  
 
1) What does my standard exhibit space include: 

a. 8’ blue & white back drapes and 36’ side drapes 
b. One sign with company name (for ID purposes only), for booths with pipe and drape 
c. One unskirted table – must be requested below by 9/26/22 
d. Two folding side chairs – must be requested below by 9/26/22 
 

NOTE: Expo Halls are NOT carpeted 
 

Important: To ensure the table and chairs are placed in your booth, exhibitors 
MUST complete this form and email to Susan Clement, Show Director, at 
sclement@epgacceleration.com 

2) What if I want my table skirted/draped? 
All special orders MUST be ordered through Coast to Coast Trade Show Services, the official 
show contractor. Please see show website for Coast to Coast order information or contact Coast 
to Coast directly at 303-991-2791or via email at exhibitservices@coasttocoasttss.com 

 
3) What about Internet access and electric? 

a. See pages 10-11 for information regarding ordering both WiFi on your wireless device onsite 
and ordering hard lines through the National Western Complex – the order form is in this kit. 

b. Electric MUST be ordered using the form on page 9 and sent to Susan Clement at 
sclement@epgacceleration.com by 9/26/22. 

         ---------------------------------------------------------------------------------------------------------------------------- 

Exhibitor Name:_______________________________________________________ 

Booth Number:_____________.      

Please check your request:    One Table: ____    Two Folding Chairs: _____  

Primary On-Site Contact: _______________________    Mobile Number:_________________ 



4 4 

  
 

GENERAL INFORMATION 
 
 Show Dates: Friday, October 7 – Saturday, October 8, 2022 
 
 Show Location: National Western Complex 
  4655 Humboldt St. 
  Denver, CO 80216 
  www.nationalwesterncomplex.com 
                                                     Hall of Education ceiling height – 10’ 6” 
                                                     Expo Hall ceiling height – 13’ 6” 
 
 Show Times: Friday, 10/7:  4 p.m-9 p.m. 
  Saturday, 10/8:  9 a.m.-6 p.m. 
 
      Denver Sales Tax Rate:       8.81% 
 
 Move-In: Booth set-up time is Thursday: Noon-6 p.m. and Friday: 9 a.m.-2 p.m.  
                                                    VEHICLES CANNOT BE PARKED INSIDE THE NATIONAL WESTERN COMPLEX 

WHEN THE SHOW IS OPEN TO THE PUBLIC. Therefore, all vehicles must be removed on 
Friday by 2 p.m. and will not be permitted to enter on Saturday. 

   
 Move-Out: Booth teardown is not to start until close of the show at 6 p.m. on Saturday, October 8.  

Move-out must be completed by 11:30 p.m. on Saturday, October 8. 
 
 Hotel Reservations: See headquarters hotel on page 6 of this kit.  
 
 Forms: Electric/Internet/Phone order forms are included in this kit. All forms for Coast to 

Coast decorator services are located on the Show website at: 
www.cosnowmobileexpo.com  

 
 Security: Security will be in force during move-in and show hours. 
  
 Producer: Snow Goer magazine 
  10405 6th Avenue N., Suite 210, Plymouth, MN 55441 
  Telephone: 763-383-4454 
   
 
                      EXHIBITOR HOTLINE: Susan Clement, Show Director – 763-383-4454 
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SHOW CREDENTIALS 

 
1) Each 10 x 10 exhibitor will be provided 6 wristbands 
2) For each additional 10 x 10 space (i.e. 10x20, 10x30, etc.), exhibitors will receive the following allotment: 

200-400 sq. ft.: 8 wristbands  801-1000 sq. ft.: 14 wristbands 
401-600 sq. ft.: 10 wristbands  1001+ sq. ft.: 16 wristbands 
601-800 sq. ft.: 12 wristbands 

Note:  The maximum wristbands an exhibitor will receive is 16. If you need more wristbands than your 
allotment, you may buy additional wristbands for $10 each. Wristbands are good for all days of the show. 
 

3) Wristbands will be available for pick-up/purchase at the Show Office during move-in and show hours.  
Signature is required on your company form at the time of pick-up. Wristbands must be worn each day of the 
show. 

4) If an exhibitor plans to leave the show during the day, they must have their hand stamped at the door. 
5) If an exhibitor comes to the show without their wristband, they can purchase another wristband. 
_________________________________________________________________________________ 

 
To purchase additional wristbands please fill out the form below: 
Company Name:___________________________________________ 
Contact Name:____________________________________________ 
Number of additional wristbands:______ @ $10 each  Total:______ 

**Credit Card Payment Options** 
__Visa  __MasterCard  __American Express 

Credit Card #:_______________________________     Exp Date:_________  Security Code: _______ 

Name on Card:____________________________(Print) Signature: ____________________________ 
Card Billing Address:_________________________________________________________________ 

 
PLEASE NOTE: Wristbands are to be used only by personnel working the exhibit booth. Misuse will jeopardize 
participation in future shows.  Please email completed form to Susan Clement, Show Director, at 
sclement@epgacceleration.com no later than September 26, 2022. 
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HOTEL and EXHIBITOR PARKING INFORMATION 
 

Headquarters Hotel 
 
Embassy Suites Hotel Denver Central Park 
4444 North Havana Street 
Denver, CO 80239 
Phone: 303-375-0400 
Reservation Deadline: Saturday, September 24, 2022 
Booking Link: 
 

https://www.hilton.com/en/attend-my-event/denares-rms-79985eb0-c2e0-4563-8807-
c3ce7f1f2625/ 
 

Please specify that you are with the Rocky Mountain Snowmobile Expo/CSA to 
receive the special show rate: 
Rate is $135 for Run of House Suite. Includes complimentary made-to-order breakfast 
and nightly reception. 

 
For more hotel information visit www.denver.org 

 
 
  Exhibitor Parking 
                     Park as directed at the National Western Complex for free parking. 
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   SHOW REGULATIONS 
 
 
 Booth Size: Standard booths are 10’ x 10’ unless otherwise noted. All booths are 

draped with an 8’ high back drape and 3’ high side drapes. Booths must 
not have sides that exceed 4’ in height at the front half and must not 
exceed 8’ in height in the back. No booths will be allowed to block 
neighboring booths. If you have special needs or sizes, please address 
with show management in advance. 

 
 Booth Materials: All booth decorations must be fireproofed to comply with fire 

regulations. Banners cannot be hung from Expo Hall conduit pipes. 
Propane tanks are NOT permitted in the Expo Hall. Gasoline tanks 
must be empty and a locking fuel cap must be installed or the tanks 
must have their filler caps secured with duct tape. Storage is not 
allowed in booth space or show floor. If you need additional storage, 
please see show manager. No decals (“stickers”) are allowed on walls 
or tables. The City of Denver takes fire safety VERY SERIOUSLY.  

 
 Booth Staffing: Booths must be open and staffed at all times during show hours. Only 

staff members with the proper show credentials are to work booths. 
This is for your security! Exhibitors may enter the show floor one hour 
prior to show opening. Do not try to enter the show floor at any other 
time during the weekend when the show is not in progress. This rule is 
for the security of your display and equipment. 

   
 Use of Space: Distribution of advertising or promotional material will be restricted to 

the exhibitor’s booth. No part of the booth or product may extend into 
the aisle. No exhibitor shall assign or sublet any portion of his/her space 
to another exhibitor. No business or individual not assigned space will 
be permitted to distribute materials or solicit business during show 
hours. Show management reserves the right to decline, limit or prohibit 
an exhibit or part of an exhibit, which, in its judgment, is out of keeping 
with the character of the show. 
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  SHOW REGULATIONS 
 
 
 Liability: Exhibitor must carry general liability coverage as outlined on the show 

contract. Exhibitor assumes all responsibility for damages to exhibit 
area caused by their oversight or negligence. The exhibitor agrees to 
keep and hold harmless Snow Goer magazine (EPG Media LLC), the 
National Western Complex, Coast to Coast Trade Show Services, their 
management, agents and employees from any and all claims, liabilities 
and losses for injury to persons or damage to property arising in 
connection with the exhibitor’s use of the exhibit space. Neither Snow 
Goer magazine nor the service contractor (Coast to Coast Trade Show 
Services) nor the National Western Complex nor any staff member of 
the above will be responsible for the safety of the exhibits from theft, 
damages by fire, water, vandalism or other causes. However, all 
reasonable precautions will be taken by show management to protect 
the exhibits from such losses. 

 
 Security: Security will be onsite during the duration of the show. Exhibitors will 

be allowed in the hall one hour before the opening of the show with an 
exhibitor wristband. If an exhibitor needs to be on the show floor prior 
to or after published times, please see show management. 

 
 Labor: Exhibitors will be allowed to assemble and dismantle their booths on 

their own (no union regulations or charges are in effect at the National 
Western Complex). If an exhibitor needs assistance, the hire of labor is 
available through Coast to Coast Trade Show Services.  

 
 Sound Level: Any devices that produce sound must be operated at a level that does 

not disturb other exhibitors. Show management reserves the right to 
determine acceptable sound levels. If you have any special sound 
needs, check with show management in advance. 

 
 Cancellation: In the event of a cancellation of exhibit space by the exhibitor, 

exhibition management shall retain as a cancellation fee, all amounts 
paid by the exhibitor (and those fees due from the exhibitor) to the time 
of cancellation. All cancellations must be in writing. In the event the 
exhibitor has no representation on the show floor by the stated opening 
time of the show, exhibition management reserves the right to re-sell 
the exhibit space or to move another exhibitor into that space. 
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Electrical Service Order: 
 
Company Name: __________________________________________ 
Authorized By: ____________________________________________ 
Booth Number: ___________     Booth Size: __________ 
On-Site Contact: _____________________   Cell Number: __________________ 
Credit Card Options:  Visa, Master Card, American Express  (please circle) 
Name on Credit Card: _________________________________________ 
Card Holder’s Address, City, State, Zip: ___________________________ 
Credit Card #: __________________________     Expiration Date: __________ 
Security Code: _____________ 

 
 
120 Volt: 
                        Advance Price – by 9/26/22       Price After 9/26/22        Total: 
                        All orders received and paid 
 
Up to 10amps    _____$ 95.00                              _____$138.00             ______ 
11-20amps         _____$115.00                             _____$158.00             ______ 

 
 

THIS FORM, YOUR TOTAL AMOUNT DUE AND PAYMENT MUST BE  
RECEIVED BY MONDAY, 9/26/22, TO RECEIVE THE ADVANCE  
PRICE. 

 
Any exhibitor who plugs into the building receptacles shall be charged accordingly. All  
displays and equipment must conform to National Electric Code and the local building  
department codes. Proper grounding of equipment is necessary, therefore only 3-wire  
grounding extension cords are allowed. A NWC electrician will deliver power to the booth.  
You are responsible for furnishing all necessary electrical cords to distribute power to  
desired location within the booth. Any work done other than above will be charged at  
NWC going rate payable at time of service by exhibitor. 
 
Send completed order with payment info to Susan Clement by 9/26/22 at  
sclement@epgacceleration.com. All orders must be pre-paid. 
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Wireless Access 
 

Some Anti-Virus programs may need to be turned off prior to attempting to 
connect to our service. Once connected, you will need to turn it back on for your 
protection. 
 

1. Open your wireless connection locator on your device and select “NW 
Complex WIFI” and click on it. A password request will show up, type in 
nwcomplex and hit enter. Complete all steps within a few minutes to 
avoid timing out on the connection. If timed out, you will need to forget 
the antenna and begin the process again. 

2. Open your web browser and go to any un-cached web site (One not used 
every time). Our page will appear, click on “Get Connected” button which 
will take you to the subscription page. You may then choose the type of 
service you want to subscribe to. If you desire more than one day please 
select the number of days on the drop down menu. Multi device options 
are also available. 

3. Follow the directions on each page to complete the order and then 
submit your payment. 

4. Your browser page will show No Internet Connection when it is complete. 
5. Close and then reopen your browser to any web site and the system turns 

your service on for the specified time frame that you have ordered. 
 
For those loading the service onto tablets or cell phones, you will be able to 
travel throughout the above listed coverage areas without losing your service or 
having to re-login. 
 
If you have any questions, please call Steve Polson at 303-299-5510. 
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 4655 Humboldt Street, Denver, CO  80216-2818 

LOCAL PHONE LINE AND DSL REQUEST 

 
Show Name:  _________________________________________________________________ 

Show Dates:  _________________________________________________________________ 

Business Name:  ______________________________________________________________ 

Contact Name:  _______________________________________________________________ 

Mailing Address:  ______________________________________________________________ 

City:  ________________________________________State:  ____________Zip:  __________ 

Business Phone:  ________________ Cell Phone:  ________________ Fax:  ______________ 

Building:  ____________________________________________ Booth #:  ________________ 

Date Service Connected:  _____________________Disconnected:  ______________________ 

Please check the phone services requested: 

__________ $150 Phone line for incoming/outgoing service with assigned phone number 
__________ $100 Phone line for outgoing service only (i.e., credit card machine) 

__________ $150 Internet DSL line (per line, per show) 

__________ $100 Modem Deposit 
    (there is a $300 replacement cost for damaged or unreturned modems) 

__________  Total Due 

Paid By: Cash  Check  Credit Card #:_____________________________ 

      Exp Date:_____________ CVV #:___________ 

Please fax ((303)292-1708) this form to Steve Polson at least 2 weeks prior to your event.  
Please contact Steve with any questions or concerns, his telephone number is (303)299-5510 
and his email address is spolson@nationalwestern.com. 
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RETAIL SELLING/CERTIFICATE OF COMPLIANCE 
 
 
Retail selling is allowed and is a major benefit to exhibitors at the Rocky Mountain Snowmobile Expo. If you are 
selling retail products from your exhibit, you must acquire a Colorado Special Event Sales Tax License and file a 
Special Event Retail Sales Tax Return after the event.  See the Colorado Sales Tax Information flyer on the next 
page.  
 
The appropriate forms will also be available at the Rocky Mountain Snowmobile Expo. 
 
Please call 303-238-7378 or visit www.taxcolorado.com to download the application 

 
 

     
CERTIFICATE OF INSURANCE 

 
Each exhibitor must carry insurance for the duration of the event (see attached form) 

 
 
 
 

                    ***All forms must be on display at exhibitor’s booth throughout the show*** 
 
 
 
 
 
 
 
 
 
 



          Colorado Sales Tax Information   
SNOWMOBILE EXPO 
OCTOBER 7-8, 2022 

You are required to obtain a Special Event (Multiple or Single Event) Sales Tax license prior to the 
event using Sales Tax Special Event Application form DR 0589.  The Single Event License ($8.00 fee) is valid 
for this event only.  The Multiple Event License ($12.00 fee) is valid for any Special Event in the State of 
Colorado from July 1, 2022 until the end of 2023.  All applications must be mailed or brought in to our office 
and must include a photo identification of the owner or the application will be sent back.  If an application is 
brought in by someone other than the owner that person must have a Power of Attorney.  After the event you 
are required to file and remit sales tax by either filing online or submitting a Special Event Retail Sales Tax 
return (DR 0098).  https://www.colorado.gov/pacific/tax/special-event-sales-tax 
 
If you need a Special Event Sales Tax license, you may locate the forms using the instructions below.  
These will be mailed or brought into the office – online completion is not available: 
      Go to www.colorado.gov/tax 
      Click box for Forms then Forms in Number Order 
      Locate Special Event Application DR 0589  
      Click on the form number (DR 0589) to obtain the PDF version of the form (Allow 4-6 weeks) 
      Repeat the process to obtain the Special Event Sales Tax Return DR 0098 
 

How To Use the Online Filing System 
https://www.colorado.gov/revenueonline 
Do Not Log In 
Scroll Down to Sales and Use Tax box 
Click on File A Special Event Sales Tax Return 
To Pay: Go to https://www.colorado.gov/revenueonline 
Scroll Down to Payment Options 
Click on Make A Payment 
Follow Instructions 
GCAN=General Colorado Account Number 
Period Ending is the end of the month of the month of the event. 
OR 
Fill out the paper form DR0098 and Mail payment to address on form. 
 

Tax Rates For This Event 
You need to collect and remit 4.000% to the Colorado Department of Revenue.  City tax should be reported 
to the Home Rule City of DENVER.  Contact them at 720-913-9400.   
If you use the Department of Revenue paper forms, this is the breakdown of the taxes you need to report to 
the Department of Revenue:     The due date to file your tax return is 20TH OF NOVEMBER   
 

LOCATION / JURISDICTION CODE – 01-0006    https://colorado.ttr.services/ 

STATE RTD/CD SPECIAL DISTRICT COUNTY/MTS CITY/LID 

COLORADO  RTD N/A N/A N/A 

2.90% 1.10% N/A N/A N/A 

 
Vendors who do not file their taxes for this event will be subject to enforcement action.  The organizers 
of this event are required by law to supply the State with a list of all vendors who attend this event. Be sure to 
file and pay your sales tax.  Tax Compliance Agents from the Department of Revenue may be at this event to 
ensure compliance and answer questions. After the show you must file the return for this event using the 
online method or Special Event Sales Tax Return paper form DR 0098.  Do not report the gross sales from 
this event on your standard sales tax filings even if your business has an active permanent sales tax account 
with the State of Colorado.   
If you have any questions, call 303-866-5643 or 303-238-7378           (REV07/22) 

https://www.colorado.gov/revenueonline
https://www.colorado.gov/revenueonline


DR 0589 (07/07/22)
COLORADO DEPARTMENT OF REVENUE
Taxpayer Service Center
PO Box 17087
Denver CO 80217-0087

General Instructions
Businesses that have no permanent place of business but 
sell goods at fairs, festivals, bazaars, etc. or businesses that 
meet the requirements for a standard sales tax license, but 
also sell at other locations, such as fairs and festivals are 
required to obtain a Special Event Sales Tax License using 
the Special Event Sales Tax Application (DR 0589).
A standard sales tax license is required if you participate in an 
event that occurs more than three times at the same location 
during any calendar year. For example, if you participate in 
a Farmer’s Market or flea market and sell prepared (ready-
to-eat) food or other tangible property, you need a standard 
sales tax license. To apply for a standard sales tax license, 
complete the Colorado Sales Tax and Withholding Account 
Application (CR 0100). 
Anyone who sells retail in Colorado without obtaining a sales 
tax license commits a class 3 misdemeanor and may also be 
subject to civil penalty of $50 per day to a maximum penalty 
of $1,000.
For additional Special Event Sales Tax Licensing information, 
refer to Tax.Colorado.gov/sales-tax-guide.

Specific Instructions
Line 1. If you have a Colorado sales tax account, check Yes 
and enter your Colorado account number. If not, check No.
Line 2. Enter the name of the event you are attending.
Line 3. Enter the city, county and zip code for the event. For 
a multiple event license, enter the city of your first event. 
Line 4. Check the box that indicates the legal structure of 
your business or organization. 
Note: All entities must have a Federal Employer Identification 
Number (FEIN). This includes married couples who register 
as a general partnership. Individuals or sole proprietorships 
may use their SSN or ITIN.

Business Information
Line 1a & 1b. SSN or ITIN (Required)
•	 Individuals/Sole Proprietor - Enter last name, first name, 

check the appropriate box and write in your SSN or ITIN.  
If the Sole Proprietor has a FEIN, complete Line 2c.

Line 2a – 2c. Business Name, Trade Name, and Federal 
Employer Identification Number (FEIN). If operating as 
any other type of organization other than Individual/Sole 
Proprietor, enter the business name as registered with the 
IRS. FEIN is issued by the Internal Revenue Service at 
IRS.gov. All entities listed as follows must have an FEIN. 
•	 General Partnership, Association, or Joint Venture 

- Enter the business name, tradename (if applicable), 
and FEIN. Note: Married couples must register as 
general partnership if both are owners of the business. 
General partnerships require a FEIN.

•	 Limited Partnership (LP), Limited Liability 
Company (LLC), Limited Liability Partnership 
(LLP), Limited Liability Limited Partnership (LLLP), 
or Corporation/S Corp - Enter the legal name of the 
business and FEIN as filed with the IRS. This must 
match the FEIN documentation from the IRS.

•	 Government - Enter the legal name of the 
government agency and FEIN.

•	 Estate/Trust - Enter the legal name of the Estate/
Trust and FEIN.

•	 Nonprofit - Enter the name of the Nonprofit 
Organization and FEIN.

Trade Name/Doing Business As (DBA). If the individual or the 
business will be doing business under any name other than the 
legal name listed on Line 1 or Line 2, enter the trade name. Trade 
names are registered with the Colorado Secretary of State. 
Line 3a. Enter the mailing address where the business will 
receive mail from the Colorado Department of Revenue (DOR). 
Line 3b. Enter the county to your mailing address. 
Line 4 - 5. Enter the business phone number and email address. 
Line 6. List the specific products you sell and/or services you 
provide. Write a brief description of products, services and/
or function of the business. The information you provide will 
help determine the appropriate North American Industry Clas-
sification System (NAICS) code for your business. It will also 
assist in getting tax information and updates to you based on 
your business type. 

Owners/Partners/Members/Officers
Lines 1a - 2d. All organizations, including sole proprietors, 
must complete these lines. Enter the name, job title, SSN, 
and address of each:
•	 Individual Owner (if the business is a sole 

proprietorship),
•	 Managing Partner (if the business is a partnership),
•	 Managing Member (if the business is a limited liability 

company), or
•	 Principal Officer (if the business is a corporation). 
Note: If there are more than two owners, attach a separate 
sheet listing all additional owners. 

License Type and Fee
Single Event or Multiple Event?
A single event sales tax license is required if you participate 
in a retail sales event at one location where there are three 
or more vendors.
If you sell retail at more than one special event where there 
are three or more vendors in any two-year period, the multiple 
events sales tax license allows you to participate in any number 
of events at various locations during the two-year period.

Special Event Sales Tax Application

*DO=NOT=SEND*

http://Tax.Colorado.gov/sales-tax-guide
http://Irs.gov


DR 0589 (07/07/22)
COLORADO DEPARTMENT OF REVENUE
Taxpayer Service Center
PO Box 17087
Denver CO 80217-0087

*DO=NOT=SEND*
Event Period
Indicate the duration of the special event. 
For a single event, enter the dates from the beginning of the 
event to the end of the event. 
For a multiple event, refer to the fee schedule and use the 
same filing fee period as your event period. 

License Fee
The fee for a Single Event License is $8 per event. 
The fee for a Multiple Event License is $16 for a two-year period. 
The license is renewed at the beginning of each even-numbered 
year and expires at the end of each odd-numbered year (e.g. 
Jan. 1, 2020 - Dec. 31, 2021). It is prorated in increments of six 
months if the license is purchased after June 30 of any year.

Multiple Event Fee Schedule
If first day of sales is from:

January to June on even-numbered years 
(2022, 2024, 2026) $ 16.00
July to December on even-numbered years 
(2022, 2024, 2026) $ 12.00
January to June on odd-numbered years 
(2023, 2025, 2027) $ 8.00
July to December on odd-numbered years 
(2023, 2025, 2027) $ 4.00

Note: There is no fee for vendors who already have a 
standard sales tax license. 

How to Apply
1.		Mail the DR 0589

Download the form from the DOR taxation website at 
Tax.Colorado.gov under Forms. Complete the form and 
mail the original application along with a valid picture 
ID (see ID Requirements) and a check or money order 
for the applicable license fees to the following address
Colorado Department of Revenue 
Taxpayer Service Center 
PO Box 17087 
Denver, CO 80217-0087
Allow 4 to 6 weeks for processing. Retain a copy of 
this application for your records. This copy will serve 
as your temporary license until you receive your 
official license in the mail

ID Requirements:
All mail-in and Taxpayer Service Center visit for Special Event 
Sales Tax Applications must provide a valid proof of identifica-
tion. Valid proof includes: Colorado Driver’s License or ID, out 
of state driver’s license or ID, United States Passport, Resident 
Alien Card, United States Naturalization papers, or Military ID 
Card. If the application is provided by any individual other 
than the Owner, Partner, Member, or Officer of the business, 
a photo copy of a valid ID for the Owner, Partner, Member, or 
Officer who signed the application must be submitted.

2.		Visit a Taxpayer Service Center
Bring the completed DR 0589 Special Event Sales 
Tax Application along with a valid picture ID (see ID 
Requirements) and a check or money order for the 
applicable license fees to a service center location listed. 
You will receive your license during your visit.
Denver Metro 
1881 Pierce St - Entrance B 
Lakewood CO 80214
Colorado Springs 
2447 N Union Blvd 
Colorado Springs CO 80909
Pueblo 
827 W 4th St Suite A 
Pueblo CO 81003
Fort Collins 
3030 S College Ave 
Fort Collins CO 80525
Grand Junction 
222 S 6th St – 2nd Floor 
Grand Junction CO 81501

Locations and hours of operation subject to change, 
please visit the DOR taxation website at Tax.Colorado.gov, 
click on Contact Us or call 303-238-SERV (7378). 

Signature
•	 A signature must be on this document or it will not be processed. 

•	 Please include the title of the person signing and the date signed. Allow 4 to 6 weeks to receive a license by mail 
when completing and sending in a DR 0589 form.

http://Tax.Colorado.gov
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COLORADO DEPARTMENT OF REVENUE
Taxpayer Service Center
PO Box 17087
Denver CO 80217-0087
Page 1 of 2

Special Event Sales Tax Application

1. �Do you have a sales tax account in Colorado?
If Yes, enter the Colorado Account Number

Yes No

2. Name of Event

3. City in which the event is being held (for multiple events, use the city of the 1st event) County in which the event is being held ZIP

4. Indicate Type of Organization. If you are not registering as an Individual, you must have a FEIN number.

Individual/Sole Proprietor Limited Liability Company (LLC) Corporation/S Corp Government

General Partnership Limited Liability Partnership (LLP) Association Joint Venture

Limited Partnership Limited Liability Limited Partnership (LLLP) Estate/Trust Nonprofit (Charitable)

Business Information
1a. Last Name (If registering as SSN or ITIN) First Name

Check the applicable box and write 
your SSN or ITIN in box 1b

1b.  SSN or ITIN (Required)
SSN ITIN

2a. Business Name (If registering as FEIN) 2b. Trade Name / DBA (If applicable) 2c. FEIN (Required)

3a. Mailing Address City State ZIP

3b. County 4. Phone Number 5. Email

6. List the specific products you sell (Required) or indicate the NAICS code. To look up the code, go to www.naics.com/search NAICS Code

Owners/Partners/Members/Officers
1a. Last Name First Name

Job Title 1b. SSN 1c. Phone Number

1d.  Address City State ZIP
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COLORADO DEPARTMENT OF REVENUE
Taxpayer Service Center
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Colorado Account Number (Dept Use Only)

Owners/Partners/Members/Officers (continued)
2a. Last Name First Name

Job Title 2b. SSN 2c. Phone Number

2d.  Address City State ZIP

Additional Owners/Partners/Members/Officers on a separate paper

License Type and Fees
Indicate the type 

of license
Event Period License Fee

From (MM/YY) To (MM/YY)

Single Event
(0120-750) Single Event (999)

$
Multiple Event

(0140-750) Multiple Event (999)
$

Mail and Make the Check Payable to: 
Colorado Department of Revenue  
PO Box 17087, Denver CO 80217-0087 Amount Owed $
The State may convert your check to a one time electronic banking transaction. Your bank account may be debited as early as the same day received 
by the State. If converted, your check will not be returned. If your check is rejected due to insufficient or uncollected funds, the Department of Revenue 
may collect the payment amount directly from your bank account electronically.

I declare under penalty of perjury in the second degree that the statements made in this application are true and 
complete to the best of my knowledge.

Signature of Owner, Partner, Member, or Officer (Required) Job Title Date (MM/DD/YYYY)



DR 0098 (07/02/21)  
COLORADO DEPARTMENT OF REVENUE
Denver CO 80261-0013
Tax.Colorado.gov

*DO=NOT=SEND*

Special Event Sales
Tax Return

General Information
Sales tax licensing and collection requirements apply to all 
taxable sales made at special sales events in Colorado. A 
special sales event is an event where retail sales are made 
by more than three sellers at a location other than their 
normal business location(s) and that occurs no more than 
three times in any calendar year.

Anyone making retail sales at one or more special sales 
events must obtain a special event license,  unless the event 
organizer has obtained a license to file returns and remit 
tax on behalf of sellers participating in the event. A special 
event organizer may elect to obtain a special event license 
in order to file and remit taxes on behalf of some or all of the 
sellers participating in the event. Special event sellers and 
organizers can apply for licenses by filing a Sales Tax Special 
Event Application (DR 0589).

Anyone making retail sales at a special sales event must 
collect the applicable state and state-administered sales 
taxes. The seller must either file a special event sales tax 
return to remit the tax or, if the event organizer has obtained 
a license, the seller may remit the tax to the organizer for the 
organizer to report and remit with a special event sales tax 
return the organizer files on behalf of special event sellers.

Electronic Filing Information
Special event sellers and organizers can save time and 
reduce filing errors by filing their special event sales tax 
returns electronically through Colorado.gov/RevenueOnline. 
A hyperlink to “File a Return” appears under the heading 
“Quick Links” in the upper left-hand corner of the webpage.

The online filing system includes a list of special sales events 
and has been pre-programmed with the location and dates 
for these events. If the special sales event is not included in 
the list, the seller or organizer filing the return must manually 
enter the location and dates for the special sales event. The 
electronic filing system determines the applicable tax rates 
based upon the date and location of the special sales event. 

Additional Resources
Additional sales tax guidance and filing information can be 
found online at Tax.Colorado.gov. These resources include:

•	 Colorado Sales Tax Guide

•	 Sales tax classes and videos available online at 
Tax.Colorado.gov/Education.

•	 The Customer Contact Center, which can be 
contacted at (303) 238-7378.

Payment Information
The Department offers several different payment options.

Electronic Payments
Regardless of whether the return is filed electronically or 
with a paper return, payment of the tax due can be remitted 
electronically using one of two payment methods. 

•	 EFT Payment – Payment can be remitted by 
electronic funds transfer (EFT) via either ACH debit 
or ACH credit. There is no processing fee for EFT 
payments. Registration is required prior to making 
payments via EFT and payments cannot be made 
via EFT until 24-48 hours after registration. See 
Electronic Funds Transferred (EFT) Program For 
Tax Payments (DR 5782) and Electronic Funds 
Transfer (EFT) Account Setup For Tax Payments 
(DR 5785) for additional information.

•	 Credit Card and E-Check – Payment can be 
remitted electronically by credit card or electronic 
check online at Colorado.gov/RevenueOnline. A 
processing fee is charged for any payments remitted 
by credit card or electronic check.

Paper Check
Regardless of whether the return is filed electronically or 
with a paper return, payment can be remitted with a paper 
check. Sellers or organizers should write “Special Event 
Sales Tax,” the account number, and the filing period on 
any paper check remitted to pay sales tax for a special 
sales event.

•	 Paper Return – A paper check can be mailed along 
with the paper return to pay the tax reported on the 
return.

•	 Electronic Filing Through Revenue Online – If the 
electronic return is filed electronically, the filer can 
select “Payment Coupon” for the payment option after 
submitting the return to print a payment processing 
document to send along with their paper check.

Filing a Paper Return
Special event sellers and organizers electing to file a paper 
return must sign, date, and mail the return, along with their 
payment, if applicable, to:

Colorado Department of Revenue 
Denver CO 80261-0013

Special event sellers and organizers are required to keep and 
preserve for a period of three years all books, accounts, and 
records necessary to determine the correct amount of tax.
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COLORADO DEPARTMENT OF REVENUE
Denver CO 80261-0013
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*DO=NOT=SEND*
Form Instructions
In preparing a special event sales tax return, a seller or 
organizer must include its identifying information (such as 
name and account number), the time period during which the 
event was conducted, the due date for the return, the location 
of the event and information about sales and exemptions 
in order to calculate the tax due. Specific instructions for 
preparing special event sales tax returns appear below and 
on the following page.

Amended Returns
If a special event seller or organizer is filing a return to amend 
a previously filed return, they must mark the applicable box 
to indicate that the return is an amended return. If a special 
event seller or organizer needs to amend the previously filed 
returns for multiple special events, a separate amended 
return must be filed for each special event. The amended 
return replaces the original return in its entirety and must 
report the full corrected amounts, rather than merely the 
changes in the amount of sales or tax due. If the amended 
return reduces the amount of tax reported on the original 
return, the retailer must file a Claim for Refund (DR 0137) 
along with the amended return to request a refund of the 
overpayment. If the amended return is filed after the due date 
and reports an increase in the amount of tax due, penalties 
and interest will apply.

SSN and FEIN
Special event sellers and organizers must provide a valid 
identification number, issued by the federal government, 
when filing a special event sales tax return. If the seller 
or organizer is a corporation, partnership, or other 
legal entity, this will generally be a Federal Employer 
Identification Number (FEIN). If the seller or organizer is 
a sole proprietorship, a Social Security number (SSN) will 
generally be used instead. 

Colorado Account Number
Special event sellers and organizers must enter their 
Colorado account number on each return, including both 
their eight-digit account number and the four-digit site/
location number (for example: 12345678-0001). If the seller 
or organizer participates in multiple special events, the eight-
digit account number will be the same for each event, but the 
four-digit site/location number, which is determined by the 
location of each event, may differ. 

If you have applied for your license, but do not have your 
account number, please contact the Customer Contact 
Center at 303-238-7378 for assistance.

Event Period
Special event sellers and organizers must indicate the 
period during which the special event took place. The event 
period is defined by the months in which the event began 
and ended and must be entered in a MM/YY-MM/YY format. 
For example:

•	 For an event that began January 10, 2020 and ended 
January 15, 2020, the event period would be  
01/20-01/20.

•	 For an event that began January 30, 2020 and ended 
February 2, 2020, the event period would be  
01/20-02/20.

Location Juris Code
Special event sellers and organizers must enter the six-
digit location jurisdiction (juris) code to identify the site/
location of the special event. For physical site/locations, the 
code appears on the Special Event License under ‘Liability 
Information.’ A complete listing of location juris codes can be 
found in Department publication Location/Jurisdiction Codes 
for Sales Tax Filing (DR 0800).

Due Date
Special event sellers and organizers must enter the due date 
for the return. Returns are due the 20th day of the month 
following the month in which the special event began. If the 
20th falls on a Saturday, Sunday, or legal holiday, the return 
and tax remittance are due the next business day. 

Event Location Address and County
Special event sellers and organizers must enter the county 
in which the special event takes place and the address of the 
special event.

Avoiding Common Filing Errors
You can avoid several common errors by reviewing your 
return before filing it to verify that: 

•	 You completed all applicable lines of the return. 

•	 You used the correct version of the form, depending 
on the filing period. There are different versions of the 
sales tax return for different years.  

•	 You entered your account number and site number 
correctly on your return. 

• 	 You used the correct  tax ra te for  each 
jur isd ic t ion repor ted on your  re turn.  See 
Tax.Colorado.gov/how-to-look-up-sales-use-tax-rates  
for information about state and local tax rates. 

Additional information about common filing errors can be 
found online at Tax.Colorado.gov/sales-tax-filing-information.
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Specific Line Instructions
Special event sellers and organizers must complete all 
applicable lines, including lines 1, 6, 11, and 15, entering 0 
(zero), if applicable.

Line 1. Gross sales
Enter the gross sales of goods and services made at the special 
sales event. Do not include sales made at any other location.

Line 2. Sales to other licensed dealers
Enter any wholesale sales made to other licensed retailers 
or wholesalers for which sales tax was not collected. See 
Part 6: Sales Tax Collection and Part 9: Recordkeeping 
Requirements in the Colorado Sales Tax Guide for 
additional information.

State-Collected Local Sales Taxes
The Special Event Sales Tax Return (DR 0098) is used to 
report not only Colorado sales taxes, but also sales taxes 
administered by the Colorado Department of Revenue for 
various cities, counties, and special districts in the state. The 
sales taxes for different local jurisdictions are calculated and 
reported in separate columns of the DR 0098. Local sales 
taxes reported on the DR 0098 include:

•	 RTD/CD – Sales taxes for the Regional Transportation 
District (RTD) and the Scientific and Cultural Facilities 
District (CD) are reported in the RTD/CD column of the 
DR 0098. Check the applicable box to indicate if RTD 
or CD sales taxes are reported on the return.

•	 Special District – Special district sales taxes reported 
in the Special District column include sales taxes 
for any Regional Transportation Authority (RTA), 
Multi-Jurisdictional Housing Authority (MHA), Public 
Safety Improvements (PSI), Metropolitan District 
Tax (MDT), or Health Services District (HSD). Check 
the applicable box to indicate which special district 
sales taxes, if any, are reported on the return. 
Sales taxes for Mass Transportation Systems 
(MTS) and Local Improvement Districts (LID) are 
not reported in the Special District column, but are 
instead reported in the County/MTS and City/LID 
columns, respectively.

•	 County/MTS – County and Mass Transportation 
Systems (MTS) sales taxes administered by the 
Department are reported in the County/MTS column.

•	 City/LID – City and Local Improvement Districts (LID) 
sales taxes administered by the Department are 
reported in the City/LID column. 

Many home-rule cities in Colorado administer their own 
sales taxes. Sales taxes for these self-administered 
home-rule cities cannot be reported and remitted with the 
DR 0098. Retailers must report such taxes directly to the 
applicable city.

See Department publication Colorado Sales/Use Tax Rates 
(DR 1002) for tax rates, service fee rates, and exemption 
information for state and state-administered local sales 
taxes. This publication also contains a list of self-collected 
home-rule cities.

Line 5. Exemptions
Enter in each column the amount of any tax-exempt 
sales that are included in the net sales reported on 
l ine 4. Exemptions vary by local jurisdiction. See 
Department publication Colorado Sales/Use Tax Rates 
(DR 1002) for information about exemptions for each 
state-administered local jurisdiction.

Line 7. Tax rate
Enter the applicable state, city, county, or special district tax 
rate in each column of the return. The Colorado state sales 
tax rate is 2.9%. The sales tax rates for each city, county, 
and special district can be found in Department publication 
Colorado Sales/Use Tax Rates (DR 1002) or online at 
Colorado.gov/RevenueOnline.

Line 9. Service fee rate
Enter the applicable service fee rate in each column of the return. 
The Colorado state service fee rate is 4%. Service fee rates for 
each city, county, and special district can be found in Department 
publication Colorado Sales/Use Tax Rates (DR 1002).

Line 10. Service fee (discount)
The service fee is calculated by multiplying the amount of 
sales tax from line 8 times the service fee rate on line 9. The 
Colorado state service fee allowed in the state column of the 
return is limited to $1,000.

Line 12. Penalty
If any special event seller or organizer does not, by the 
applicable due date, file a return, pay the tax due, or correctly 
account for tax due, the retailer will owe a penalty. The 
penalty is 10% of the tax plus 0.5% of the tax for each month 
the tax remains unpaid, not to exceed a total of 18%.  The 
minimum penalty amount is $15.

Line 13. Interest
If the tax is not paid by the applicable due date, the special 
event seller or organizer will owe interest calculated from the 
due date until the date the tax is paid. See FYI General 11 
for interest rates and information about interest calculation.
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Special Event Sales Tax Return

Mark if Amended Return	 0022-101
SSN FEIN

Last Name or Business Name First Name Phone Number

Colorado Account Number (XXXXXXXX-XXXX) Event Period (MM//YY-MM//YY) Location Juris Code (Refer to form DR 0800) Due Date (MM/DD/YY)

Name of Event County of Event

Event Location Address City State ZIP

1.	Gross Sales	
(1-4)

00
2.	Sales to other 		

	 licensed dealers	
(2-4)

00
3.	Subtract  

	 line 2 from line 1 00
	  RTD	  CD	  RTA 	  MHA	  PSI	  HSD	 MDT

4.	Net Sales: Enter 	
	 Amount from line 3 in 	
	 ALL applicable columns

State RTD/CD Special District County/MTS City/LID

00 00 00 00 00

5.	Exemptions	 00 00 00 00 00
6.	Net taxable sales 

	 (subtract line 5 from line 4) 
				  

(4-1) (4-2) (4-3) (4-4) (4-5)

00 00 00 00 00

7.	Tax rate

8.	Amount of sales tax 	
	 (line 7 multiplied by line 6) 00 00 00 00 00

9.	Service fee rate 00 00 00 00 00
10.	Service fee (discount)	
	 (line 9 multiplied by line 8) 
					   

(8-1) (8-2) (8-3) (8-4) (8-5)

00 00 00 00 00
11.	Sales tax due 
	 (subtract line 10 from line 8) 
				  

(11-1) (11-2) (11-3) (11-4) (11-5)

00 00 00 00 00

12.	Penalty	

(12-1) (12-2) (12-3) (12-4) (12-5)

00 00 00 00 00

13.	Interest	

(13-1) (13-2) (13-3) (13-4) (13-5)

00 00 00 00 00
14.	Total each tax 
	 (add lines 11, 12 & 13) 00 00 00 00 00
The state may convert your check to a one time electronic banking transaction. Your bank account may be debited as early as 
the same day received by the State. If converted, your check will not be returned. If your check is rejected due to insufficient or 
uncollected funds, the Department of Revenue may collect the payment amount directly from your bank account electronically.

15.	Total Amount 	
	 Owed (355) $

Signature (Signed under penalty or perjury in the second degree.) Date (MM/DD/YY)



ACORD™ CERTIFICATE OF LIABILITY INSURANCE I 
DATE (MM/DD/YYYY) 

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER. 
IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. If SUBROGATION IS WAIVED, subject to 
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the 
certificate holder in lieu of such endorsement(s). 

PRODUCER CONTACT 
NAME: 

W8,
N

r5'o, Ext): I
FAX 
(A/C, No): 

Insurance Agent E-MAIL 
ADDRESS: 

INSURER(S) AFFORDING COVERAGE NAIC# 

INSURER A: 
INSURED INSURER B: 

INSURER C: 

INSURER D: 

INSURER E: 

INSURER F: 

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER: 
THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS 
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. 

INSR 
LTR TYPE OF INSURANCE 

GENERAL LIABILITY 
f--

COMMERCIAL GENERAL LIABILITY 
f--D CLAIMS-MADE □ OCCUR 

� 
f--

GEN'L AGGREGATE LIMIT APPLIES PER: 
n 

n
PRO-POLICY JECT 

AUTOMOBILE LIABILITY 
f--

ANY AUTO � ALL OWNED 
� AUTOS � 

nLOC 

SCHEDULED 
AUTOS 
NON-OWNED 

HIRED AUTOS AUTOS 

UMBRELLA LIAB 

H
OCCUR 

EXCESS LIAB CLAIMS-MADE 

DED I I RETENTION $ 

WORKERS COMPENSATION 
AND EMPLOYERS' LIABILITY Y / N  
ANY PROPRIETOR/PARTNER/EXECUTIVE□ 
OFFICER/MEMBER EXCLUDED? 
(Mandatory in NH) 
If yes. describe under 
DESCRIPTION OF OPERATIONS below 

ADDL SUBR 
INSR WVD 

N / A  

LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 
POLICY EFF POLICY EXP LIMITS POLICY NUMBER (MM/DD/YYYY) (MM/DD/YYYY) 

EACH OCCURRENCE $1,000,000 
DAMAGE TO RENTED 

$ PREMISES (Ea occurrence\ 

MED EXP (Any one person) $ 

PERSONAL & ADV INJURY $1,000,000 
GENERAL AGGREGATE $2,000,000 
PRODUCTS - COMP/OP AGG $2,000,000 

$ 

COMBINED SINGLE LIMIT $1,000,000 (Ea accident\ 
BODILY INJURY (Per person) $ 

BODILY INJURY (Per accident) $ 

PROPERTY DAMAGE 
(Per accident\ $ 

$ 

EACH OCCURRENCE $ 

AGGREGATE $ 

$ 

X lwc STATU- I I TORY I IMITS 1nH-

EL EACH ACCIDENT $500,000 
EL DISEASE - EA EMPLOYEE $500,000 
EL DISEASE - POLICY LIMIT $500,000 

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (Attach ACORD 101, Additional Remarks Schedule, ii more space is required) 

2 of 4 
Rocky Mountain Snowmobile Expo 
10405 6th Ave. N., Suite 210 
Minneapolis, MN 55441 

(See Attached Descriptions) 

CERTIFICATE HOLDER CANCELLATION 

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE 
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN 
ACCORDANCE WITH THE POLICY PROVISIONS. 

1 of 4 

EPG Media LLC
 10405 6th Ave. N., Suite 210 
Minneapolis, MN 55441 

AUTHORIZED REPRESENTATIVE 

I 

© 1988-2010 ACORD CORPORATION. All rights reserved. 
ACORD 25 (2010/05) 1 of 2 The ACORD name and logo are registered marks of ACORD 

#S1167735/M1145230 MZF 



DESCRIPTIONS (Continued from Page 1) 

3 of 4 

The Western Stock Show Association 

4655 Humboldt St. 

Denver, CO 80216 

4 of 4 

Coast to Coast Trade Show Services, Inc.

3999 Holly St. Unit 14

Denver, CO 80207

All certificate holders and their parent, subsidiaries, affiliates, officers, directors, employees, and 

agents are additional insured under the General Liability and Auto Liability policies. 

Waiver of subrogation applies in favor of all certificate holders in regards to the Workers Compensation 

and General Liability. 

SAGI TT A 25.3 (2010/05) 2 of 2 

#S1167735/M1145230 
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