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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 4061.5G

Subj:
PORTSIDE USE 

Ref:
(a)
Coast Guard Morale, Well-Being and Recreation Manual, COMDTINST M1710.13B

(b) Consumption and Possession of Alcoholic Beverages Aboard ISC Portsmouth, 

      CG ISC PORTSVA INST 5353.1

1.  PURPOSE:  To establish policies for use of the Portside facility at Integrated Support Command (ISC) Portsmouth.

2.  ACTION:  Commanding Officers of tenant commands and Integrated Support Command Portsmouth Division Officers shall ensure their personnel are aware of and comply with the contents of this instruction.

3.  DIRECTIVES AFFECTED:  CG ISC PORTSVA INST 4061.5F is canceled.

4.  DISCUSSION:  Portside’s primary purpose is to provide a location for training and other official command functions.  It is also operated by the Morale, Well-Being and Recreation (MWR) Branch in accordance with reference (a) to promote the morale of military personnel and their dependants and guests by providing a suitable place for social and recreational activities.  Portside has a capacity of 225 persons for theater-type seating and 160 persons for a seated dinner.  The policies below regulate the use of Portside by authorized patrons, provide for the operation of Portside as a Class “C” non-appropriated fund activity, and require that alcoholic beverages be consumed at Portside in accordance with reference (b). 
5.  POLICIES:  Portside is operated by the MWR Branch in accordance with the guidelines published in reference (a).  Specific policies are:  

a. Authorized Group Functions.  Portside, as an MWR facility and instrument of the Federal Government, is partially supported by appropriated funds and may be used for official command functions.  It is also available for use by military personnel and their dependents, other authorized MWR patrons, organizations affiliated with the Coast Guard, and community and non-profit organizations.  Portside may be used for private functions such as wedding receptions, birthday parties, and other social events if an authorized sponsor personally attends the function and pays all costs for the function.  
b. Authorized Sponsors for Private Functions.  An authorized sponsor must be an authorized MWR patron under reference (a) and at least 18 years of age.  The sponsor must be at least 21 if alcohol will be served.  Sponsors are responsible for guest conduct.

c. Civic Groups.  Under reference (a), Commanding Officer, ISC Portsmouth may authorize civic and non-profit organizations that make a positive contribution to the community to use Coast Guard MWR facilities.  Requests from community and non-profit organizations will be considered on a case-by-case basis.  An organization’s participation in the United Way or Combined Federal Campaign will generally be the primary determinant when making this decision.  Groups that restrict membership based on age, sex, race, color, religion, national origin, or physical disability are prohibited from using Portside.  Requests from partisan political groups or any group whose presence may bring discredit upon the Coast Guard will also be disapproved.  An authorized sponsor is required and applicable fees will be based on the sponsor’s status.  To request approval to use Portside, the sponsor must submit a completed a reservation request, enclosure (1), to the Portside manager for the Commanding Officer’s consideration.  Groups may be required to provide a copy of the group charter or bylaws when submitting a reservation request.  A group that makes a significant contribution to the Coast Guard or to Coast Guard families may request that fees be reduced or waived.
d. Fundraising, Commercial, and Political Activities.  Portside may not be used for commercial, business, or partisan political activities.  Any fundraising activities in Portside must be specifically approved by the Commanding Officer.  
e. Reservations.  Events are scheduled at Portside by reservation only.  Reservations may be made up to one year in advance.  A Portside Reservation Form, enclosure (1), must be submitted to the Portside manager for each event.  Availability may be determined and tentative reservations made by contacting the Portside manager by telephone at 757-483-8707.  After receiving a phone request, the Portside manager will mail, e-mail, or fax a copy of the Portside Reservation Form to the sponsor.  The sponsor must complete the Portside Reservation Form and return it to the Portside manager within seven days of the phone request or the tentative reservation will be cancelled.  The Portside manager will contact the sponsor within five days of receiving the completed reservation request to schedule an appointment for completion of a contract (enclosure (2) or (3)) and payment of any required deposits.  Although event rescheduling will be kept to a minimum, reservations are subject to cancellation or rescheduling if Portside is needed for official Coast Guard functions. 

f. Categories and Fees for Portside Use.  There are three categories of users.  The fees for Portside use are determined by the user category.

(1)
Category I:  Category I users include Coast Guard commands and organizations affiliated with the Coast Guard (e.g., Coast Guard Auxiliary; officer, warrant officer, chief petty officer, and enlisted associations; spouses’ associations; Academy Parents Association).  Although command-sponsored morale and recreation events will be accommodated whenever possible, they are subject to room availability and do not take precedence over other previously scheduled events.  A standard workstation, VCR, CD player, projector, and microphone/sound system are available for Category I events.  Equipment use must be coordinated in advance with the Portside manager.  A representative of the sponsoring command or organization must execute an MWR Portside Facility Category I Contract, enclosure (2).  Room and equipment rental fees are not charged for Category I functions.  A retirement ceremony is considered a Category I event if conducted between 0800 and 1630, Monday through Friday (excluding holidays).  Any retirement ceremony after 1630 on weekdays or on Saturday, Sunday, or holidays will be considered a Category III private event.

(2)
Category II:  Category II users include community non-profit organizations.  After receiving approval discussed in paragraph 5.c. above, category II sponsors must execute an MWR Portside Facility Category II/III Contract, enclosure (3).  See enclosure (3) for required deposits and fees.

(3)
Category III:  Any authorized sponsor may hold a private function (e.g., wedding reception, birthday party, family reunion, promotion party, or retirement ceremony outside normal working hours).  The sponsor must execute an MWR Portside Facility Category II/III Contract, enclosure (3).  See enclosure (3) for required deposits and fees.   

g. Contracts.  A written, numbered contract will be issued for each function held at Portside.  The contract specifies all fees and services, including any optional items, and will be used to prepare for the function.  Per paragraph 5.e. above, the Portside manager will contact the sponsor within five days of receiving the completed reservation request to schedule an appointment for completion of the contract (enclosure (2) or (3)) and payment of any required deposits.  A reservation is not confirmed until the contract is signed and any deposits paid.  The security deposit will be forfeited if the sponsor cancels or reschedules the event after the contract is signed, and the deposit will not be applied towards an event on a different date.  Full payment must be received not later than 10 days prior to an event.
h. Guest List.  Access to ISC Portsmouth is generally limited to vehicles with valid DHS or DOD decals and to persons with valid government or military identification.  An alphabetized guest list must be provided to the Portside manager no later than 14 days prior to the event to ensure base access.  Additions or changes to the guest list may be made up to two days prior to the event.  
i. Parking.  Parking at Portside is limited, especially during the regular workday.  A sponsor may request that parking near Portside be reserved.  Special parking requests must be included in the original reservation request and will be considered on a case-by-case basis.  The Portside manager will issue parking passes to the sponsor and guests.
j. Food Service.  Sponsors are responsible for arranging for food service.  The Portside manager will provide a list of caterers that have agreed to provide service at Portside.  The sponsor may select a caterer from that list or use a different caterer.  Category I events may be self catered.  A kitchen fee will be charged for use of the kitchen.  The kitchen fee will be waived if the sponsor selects a caterer from the list provided by the Portside manager and for Category I “do it yourself” kitchen use if the kitchen is cleaned at the end of the event.  To be included on the list given to sponsors, interested caterers must enter into an Agreement with Caterer, enclosure (4).
k. Alcoholic Beverages.  All alcohol served at Portside must be purchased through MWR.  Sponsors for Category I functions may request an MWR bartender or submit an alcohol request form, enclosure (5), to the ISC Commanding Officer asking for permission to serve beer and wine without an MWR bartender.  For command-sponsored events, use of an MWR bartender does not relieve the commanding officer of his or her responsibility to monitor consumption of alcohol in accordance with references (a) and (b).  For Category II and III events, all alcoholic beverages served at Portside must be purchased from the bar and dispensed by an MWR bartender.  The Portside manager will assign an MWR bartender for each event.  Enclosures (2) and (3) list the applicable bartender charge.  All alcohol consumption shall be managed and monitored in accordance with reference (b).  Patrons may not bring in or remove alcoholic beverages from Portside. 
l. Age Limit for Alcoholic Beverages.  Under Commonwealth of Virginia law, only persons who are 21 years of age or older may purchase and consume alcoholic beverages.  Proof of age will be required, and any person who cannot provide proof of age may not purchase or consume alcoholic beverages at Portside.  Anyone who provides alcoholic beverages to a minor will be directed to leave Portside immediately and may be subject to administrative or disciplinary action. 

m. Intoxicated Behavior.  Sponsors are responsible for the conduct of their guests.  References (a) and (b) prohibit serving alcoholic beverages to anyone who is or appears to be intoxicated.  A server of alcohol may be liable for injuries or damage caused by an intoxicated patron.  The MWR bartender will refuse service to any patron who is or appears to be reaching a state of intoxication, and the bartender’s decision is absolute and final.  For Category I events where an MWR bartender is not present, the sponsor is responsible for monitoring the consumption of alcoholic beverages and refusing service to anyone who is or appears to be reaching a state of intoxication.  Any person who consumes alcohol after being refused service and any person who provides alcohol to someone who has been refused service will be directed to leave Portside and may face administrative or disciplinary action.  The Portside manager may also suspend alcohol service or terminate the event. 
n. Gambling.  Coast Guard facilities may be used, under extremely limited circumstances, for bingo and games of chance if the proceeds are used for charitable purposes and the activities are permitted under Virginia Law.  Coast Guard affiliated organizations (CPOA, CGOSA, HROA, etc.) that desire to hold such events must obtain specific written permission from the ISC Commanding Officer.  Generally, each organization will be permitted to hold one event per year.  Organizations not affiliated with the Coast Guard may not hold raffles or other such events at Portside.  No other forms of gambling are permitted.  Activities as small as the sale of tickets for a raffle of donated prizes are prohibited unless specifically authorized by the Commanding Officer.

o. Cleaning/Security Deposit.  Sponsors are responsible for any set-up and for break down and clean up at the conclusion of a function.  Sponsors must clean and restore Portside to its original condition and complete the Portside cleaning checklist, enclosure (6), or forfeit their cleaning deposit and be responsible for any additional cleaning costs.  The Portside manager will inspect Portside with the sponsor.  If the inspection is satisfactory, both the sponsor and the Portside manager will sign the checklist, and a check refunding the cleaning deposit will be mailed within 10 business days after the event. 
p. Recycling.  Recycling bins are available and must be used at every event to collect glass bottles and aluminum and plastic containers.

       //S//
T. R. Cahill

Encl:
(1)
Portside Reservation Request Form

(2) Category I Contract 

(3) Category II/III Contract 

(4) Agreement with Caterer 

(5) Alcohol Service Request 

(6) Portside Clean Up Check List

Dist:
List I, II, III, IV
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USCG INTEGRATED SUPPORT COMMAND

4000 COAST GUARD BLVD.

PORTSMOUTH, VA 23703

Phone:  (757) 483-8707  Fax: (757) 483-8409

PORTSIDE RESERVATION REQUEST

                                                                                                                   Date submitted : _________

Command/Organization:
______________________________________

Name of Point of Contact:
______________________________________

Phone:



__________________ Fax #_______________

E-mail Address:

______________________________________

Date(s) Requested:

______________________________________

Time Requested:

______________________________________

Type of Function:

__________________________

___
Sponsor Category/Status:





_________

(Category I – CG command/organization; Category II – non-profit organization; Category III – private event)

Est. number of attendees:
________

Reserved Parking Requested:    YES    NO    

Special Requests:

______________________________________

Will alcohol be served?  (circle):
YES       NO     →      Read terms and conditions.   
Will you need coffee service?  YES       NO    Coffee service is available for a nominal fee.  

I understand that this is a request for reservations.  I must return this form within 7 days of making a tentative reservation by phone.  The Portside manager will then contact me within five days to schedule an appointment to sign a contract and pay any deposits.  The reservation is not confirmed until a contract is signed and deposits paid.  I will forfeit the security deposit if I cancel or reschedule the event after signing the contract, and the deposit will not be applied toward an event on another date.  All fees must be paid 10 days before the scheduled event.  
Signed:
_____________________________________
Date: __________________

                                              Customer Signature

Date received by Portside Staff:
___________________________


Availability confirmed on calendar:




____


Appointment scheduled for contract/deposits: 
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USCG INTEGRATED SUPPORT COMMAND

4000 COAST GUARD BLVD.

PORTSMOUTH, VA 23703

Phone:  (757) 483-8707  Fax: (757) 483-8409

Portside MWR Facility Category I Contract
CONTRACT #: 

  DATE RESERVED: 

  TIME OF EVENT: From:
   To:



NAME OF COMMAND/ORGANIZATION: 








POINT OF CONTACT:




 DAY TIME PHONE: 





TYPE OF FUNCTION: 












NUMBER OF ATTENDEES 

         RESERVED PARKING REQUESTED: Yes____  No _____
WILL FOOD BE SERVED?  Yes____  No _____
If yes, will event use a caterer _____ be self-catered _____.
The Portside manager will provide a list of caterers that have agreed to provide service at Portside.  The sponsor may select a caterer from that list or use a different caterer.  Kitchen fees will be waived if the sponsor selects a caterer from the list and for “do it yourself” kitchen use.

WILL ALCOHOL BE SERVED?   Yes____ No_____  If yes:

Will event use an MWR bartender _____ Start time: _______  End time:  _______  
Will sponsor request approval to serve beer and wine without an MWR bartender ______ 
See enclosure (5) to CG ISC PORTSVA INST 4061.5G.
Portside is a Class C MWR activity.  For Category I users, as defined in CG ISC PORTSVA INST 4061.5 (series), rental fees are not charged for the use of the room and equipment.

EQUIPMENT/FEES:  Please check
CHARGES

____ Tablecloths:  ______ @ $3.00 each  




$


____ Bartender ($60.00 for first 3 hours, $25.00/hour for each add’l hour)
$ 



____ Beer/Wine (must be purchased through MWR)
          Beer: _____ cases @ ______/case            




$ 


          Wine: _____ cases/bottles @ ______/case_____/bottle


$ 


____ Kitchen Fee (waived if caterer used has an agreement with Portside)

Total 
$ 


I agree to the following terms & conditions:

a.  I agree to comply with the terms of CG ISC PORTSVA INST 4061.5 (series), a copy of which has been provided to me. 
b.  I am responsible for all set-up prior to the event and will restore Portside to its original condition upon completion of the event.  I will complete the attached cleaning checklist.  
c.  I am responsible for any losses or damage that result, unless otherwise provided by law, and agree to pay any costs of replacement or repair. 

Intials: ______/______
d.  I understand that Portside is a non-smoking facility, and that smoking is permitted only in the brick patio area to the south side of the building.

e.  I will not hang anything from the ceiling, or use tacks, pins, etc. on the walls or woodwork.

f.  If alcohol will be served, I will purchase all alcohol through MWR and either (1) hire an MWR bartender or (2) obtain permission from the ISC Portsmouth Commanding Officer to serve beer and wine without using an MWR bartender.  I understand that using an MWR bartender does not relieve me of my responsibility to properly supervise my guests.  Unless otherwise provided by law, ISC Portsmouth MWR is not responsible for any damages or injuries resulting from the serving or consumption of alcoholic beverages.
g.  I understand Portside is a high demand facility and event scheduling is subject to availability.  I agree to give notice as soon as possible if my event is cancelled or rescheduled.

h.  All fees must be paid in full at least 10 days prior to the scheduled event.  All checks must be made payable to: MWR – ISC Portsmouth.
CUSTOMER SIGNATURE: 





 DATE 



PORTSIDE MANAGER: 





 DATE 




USCG INTEGRATED SUPPORT COMMAND

4000 COAST GUARD BLVD.

PORTSMOUTH, VA 23703

Phone:  (757) 483-8707  Fax: (757) 483-8409

Portside MWR Facility Category II/III Contract
CONTRACT #: 

  DATE RESERVED: 

  TIME OF EVENT: From: 
   To: 



NAME AND RANK OF SPONSOR: 


                       Branch of Service: 


STATUS:
Active Duty 
_____
Reserve _____
Retired _____
Gov’t Employee _____
Other _________

UNIT/ORGANIZATION: 








TYPE OF FUNCTION: 
_____________________________ (e.g., wedding reception, birthday party, dinner)
SPONSOR’S ADDRESS: 











City: 



  State: 

  Zip Code:




Phone (work): 



 (home): 


 (cell): 





NUMBER OF ATTENDEES: 

         RESERVED PARKING REQUESTED: Yes____  No _____
WILL FOOD BE SERVED?
Yes_____ No_____  NAME OF CATERER:




WILL ALCOHOL BE SERVED?  Yes______ No______ If yes, MWR bartender is required for a 3-hour minimum.  Start time: _________  Number of hours:  _________  
FEES
CHARGES
Security Deposit (Non-refundable, balance will be deducted from final bill)
$    300.00

Cleaning Deposit (Refundable -- due with final payment 10 days prior to event)          
$    200.00
Room Rental
Please circle fee category below.
	E-1/3; GS-1/3; 
WG-1/8; NF-1

	E-4/6; GS-4/5; WG-9;
WS/WD-1/5; WL-1/3;

NF-2
	E-7 through O-3; GS-6/11;
WS/WD-6/13;
WL-5/14; NF-3
	0-4 & above; GS-12 & above; WS-14 & above,
WL-15 & above; NF-4

	$250.00
	$300.00
	$350.00
	$400.00


Room Rental:
$ ___________
ADDITIONAL FEES:

Bartender ($60.00 for first 3 hours, $25.00/hour for each add’l hour).


$ __________

Beverage costs and bartender gratuities are not included in the bartender charge. 

Kitchen fee based on number of persons (<50 -- $30; 50-100 -- $60; >100 -- $90) 
$ __________

______ Tablecloths: $4.00 ea.   # of tablecloths needed _______ x 4.00
 =
       
$ 


______ Deep Fat fryer     $15.00





       
$ 


______ Carving Station:  $15.00




                    
$ 


______ Hot Food Line      $20.00





       
$ 


______ Chaffing Dishes    $10.00 ea.  # of dishes needed ______x 10.00 =
       
$ 


______ Punch Fountain    $10.00




                    
$ 


SUBTOTAL      
$ 


Intials: ______/______
SUBTOTAL from Page 1
$ __________

CLEANING DEPOSIT Rcvd on_________ By ________                   

(-)
$ __________
SECURITY DEPOSIT (applied to room rental) Rcvd on_______ By_____

(-)
$ __________
Balance Due
$ __________
Rental Terms and Conditions -- Customer please initial:
a. _____ I have received a copy of CG ISC PORTSVA INST 4061.5 (series) and agree to comply with its terms.
b. _____ As sponsor, I will be present at all times during the event.
c. _____ I am responsible for all set-up prior to the event.  I will complete a pre-event inspection and bring any discrepancies to the attention of the Portside staff.

d. _____ I am responsible for any losses or damage that result, unless otherwise provided by law, and agree to pay any costs of replacement or repair.  I will not hang anything from the ceiling, or use tack pins, etc., on the walls or woodwork. 

e. _____ I understand that chewing gum is not permitted in Portside, and that I will forfeit all or part of the cleaning deposit if chewing gum is found on the floor, walls, or furniture during the cleaning inspection. 
f. _____ I understand that the security deposit of $300.00 will be applied to the costs of any damages, and the remainder will be applied to the balance of fees owed.  I also understand that the security deposit will not be refunded or applied to a different date if I cancel or reschedule this event after I sign this contract. 
g. _____ I understand that I am responsible for the conduct of my guests.  I will not allow guests to gather or loiter in the parking lot or any other outside location at ISC Portsmouth.
h. _____ I understand that Portside is a non-smoking facility, and that smoking is permitted only in the brick patio area to the south side of the building. 
i. _____ I understand that Portside may be used for fundraising activities only with the written permission of the ISC Portsmouth Commanding Officer.  Gambling, commercial and business activities, and partisan political activities are prohibited. 

j. _____ If alcohol will be served, I will purchase all alcohol through MWR and hire an MWR bartender.  I understand that using an MWR bartender does not relieve me of my responsibility to properly supervise my guests. Unless otherwise provided by law, ISC Portsmouth is not responsible for any damages or injuries resulting from the serving or consumption of alcoholic beverages.  I understand that all federal, Commonwealth of Virginia, and local laws concerning alcohol consumption apply.  No one under the age of 21 may consume alcohol.

k. _____ I understand that I may select a caterer from the list provided by the Portside staff or select a different caterer.  If I select a caterer from the list provided, the kitchen fee will be waived.  I agree to provide a copy of the signed catering contract to Portside at least 10 days prior to the event.
l. _____ I accept full responsibility for making arrangements with a caterer of my choice, and understand that Portside, ISC-MWR, and the Coast Guard will not negotiate on my behalf or be parties to any catering agreement.

m. _____ I understand Portside is a high demand facility.  I agree to give notice as soon as possible if my event is cancelled or I desire to reschedule.  
Intials: ______/______
n. _____ I will provide an alphabetized guest list to the Portside manager 14 days in advance of the event to ensure appropriate security arrangements to allow entry to ISC Portsmouth.  Guests added to the guest list less than 2 days before the event are not guaranteed access to ISC Portsmouth.  I understand that each guest may be asked for identification and each vehicle must have a valid DHS or DOD decal or display a parking pass to enter ISC Portsmouth. 
o. _____ I will restore Portside to its original condition upon completion of the event, and will complete the attached cleaning checklist.  I understand that the Portside staff will inspect Portside after the event, and I will forfeit all or part of the cleaning deposit if I have not returned Portside to satisfactory condition.  I will receive any cleaning deposit refund by mail within ten days after the event. 

p. _____ I agree that the event will end and all clean-up will be completed no later than 1:00 a.m. 

q. _____ All fees are due and payable 10 days prior to the scheduled event.  All checks must be made payable to:  MWR-ISC Portsmouth.  
r. _____ I understand that these terms and conditions will be strictly enforced, and that failure to comply may result in cancellation of the event, loss of deposits, and additional fees.  Any changes to this agreement must be in writing. 

I HAVE READ AND AGREE TO THE FEES, TERMS, AND CONDITIONS OF THIS CONTRACT.


Customer signature





Date





Portside manager signature




Date




(757) 483-8707
   Fax: (757)-483-8409

For Catering Use Only


USCG INTEGRATED SUPPORT COMMAND
4000 COAST GUARD BLVD.
PORTSMOUTH, VA 23703
Phone:  (757) 483-8707  Fax: (757) 483-8409

Portside MWR Agreement with Caterer
This Agreement is by and between the U. S. Coast Guard Integrated Support Command Portside MWR Facility (“ISC-MWR”) and ___________________________ (“Caterer”).

The contact information for the parties is as follows:

Name/title of Caterer’s Authorized Representative: 


__________
_       _
Address: 




 City: 


 State: 

______

Phone: 


 Cell: 


 E-mail: 





Name/title of Authorized ISC-MWR Representative: 


______


The parties hereby agree to the following terms and conditions:

ISC MWR will:
1.  Provide a list of caterers, including Caterer, to each event sponsor (“customer”) arranging an event at Portside.  This is a non-exclusive agreement.  ISC-MWR does not endorse nor guarantee Caterer’s services, and will not show favoritism or express a preference when providing information to potential customers.
2.  If customer enters into an agreement with Caterer, provide Caterer with access to Portside on the day of the event.  
3.  Provide an inventory of available equipment such as tables, chairs, pots, pans, utensils, chaffing dishes, and dishes to Caterer, and make items on the list available for Caterer’s use.  ISC-MWR will not provide specialty service items other than those listed on the inventory. 

4.  Provide Caterer and customer a cleaning checklist to be completed upon conclusion of the event and provide cleaning supplies.  
5.  Waive any kitchen use fee that may otherwise apply to customer.
6.  Not assume any responsibility for payment by customer or any other agreements or disagreements between customer and Caterer.  ISC-MWR is not a party to any contract or other agreement between Caterer and customer. 
7.  Notify Caterer of any policy or other changes that may affect services provided by Caterer.

8.  Reserve the right to immediately terminate this agreement upon notice with or without cause. 
Intials: ______/______
Caterer will:

1.  Provide ISC-MWR with a brief written description of services available with lowest to highest per plate prices.  Pricing information will include full meal, heavy and light hors d’oeuvres, and other available options.  This information must be provided in brochure form for handout to customers seeking services, and must include contact information.  

2.  Immediately notify ISC-MWR of any changes to the information provided under paragraph 1 above.  Caterer agrees that it will not charge customer a higher price for services than that listed in information provided to customer by ISC-MWR.  
3.  Assume full responsibility for negotiating and entering into any agreement for catering services with customer.  Caterer will provide a copy of its agreement with customer to ISC-MWR, and notify ISC-MWR in writing of any changes to that agreement. 
4.  Execute all aspects of its agreement with customer.  ISC-MWR will not provide any food, supplies, or services other than those reflected in this agreement.  

5.  Provide staff required to execute its agreement with customer, including persons needed to perform set-up and clean-up for the event. 
6.  Pay ISC-MWR 8.5 percent of the total contract amount agreed upon by both customer and Caterer.  Caterer agrees to pay ISC-MWR this amount by check one week prior to the scheduled event.  Caterer also agrees to pay a fee of $35 for any returned checks.

7.  Replace any lost or damaged equipment provided by ISC-MWR. 
8.  Comply with all applicable food preparation and sanitation laws and standard practices.

9.  Provide proof of required licensure, insurance, and bond.

10.  Agree to all stated fees, terms, and conditions of this agreement and to release and hold ISC-MWR, the United States Coast Guard, and its agents and employees harmless from any and all liabilities or claims arising under this agreement or Caterer’s agreement with customer. 

11.  Reserve the right to terminate this agreement effective immediately with or without cause.  

The parties agree that any modifications to this agreement must be in writing with the consent of both parties. 
Caterer’s Authorized Representative: 




 Date 



ISC-MWR Representative: 






  Date 





USCG INTEGRATED SUPPORT COMMAND

4000 COAST GUARD BLVD.

PORTSMOUTH, VA 23703

Phone:  (757) 483-8707  Fax: (757) 483-8409

REQUEST FOR PERMISSION TO SERVE ALCOHOL

UNIT\COMMAND:  _____________________________________________________

FACILITY WHERE ALCOHOL WILL BE SERVED: __________________________

DATE OF FUNCTION:  __________________________________________________

I request permission to serve alcohol at my unit’s Command Sponsored Function.  I hereby assume all responsibilities in this matter and will abide by the following policies:

1. I will provide a designated server who is 21 years of age or older to distribute alcohol.  There will be no self-serve alcohol available.

2. The person(s) serving alcohol will not consume any alcohol.

3. No hard alcohol will be served, only beer and wine, and all alcohol will be purchased from an MWR facility.

4. I will monitor the consumption of alcohol by the persons attending and refuse service to anyone who appears to be intoxicated.

5. I understand I may be liable for injuries or damage caused by an intoxicated guest. 
6. I will ensure that any person who may be legally intoxicated is not allowed to drive when they leave the event.

7. I will ensure that the facility used for this event is returned to its original condition, and I accept responsibility for any damages.

_____________________________________







Commanding Officer (Unit)

Your request to serve alcohol is approved/disapproved.

                                                                            ___________________________Date________







Commanding Officer







ISC Portsmouth

USCG INTEGRATED SUPPORT COMMAND

4000 COAST GUARD BLVD.

PORTSMOUTH, VA 23703

Phone:  (757) 483-8707  Fax: (757) 483-8409

PORTSIDE CLEANUP CHECKLIST

Sponsor Name: ____________________________________________________

Event:  _______________________________________ Date:  ______________

Please Initial
Customer
Staff 

1.  Return all tables and chairs to proper storage area per chart in storage room.
______
______

2.  Vacuum all carpeted areas, including the stage. 
______
______

3.  Sweep and mop all wood and vinyl floors, including front foyer, coatroom,
______
______

and bar. (Use warm water only  -- no soap)

4.  Remove all items from the coatroom.                                         
______
______

5.  Clean bar area, if used.                                                                     
______
______

6.  Clean and re-store all rental equipment (steam table, chaffing dishes, etc.). 
______
______

7.  Wash all glassware, dishes, pots, and pans and return to proper shelf. 
______
______

8.  Empty and drain dishwasher. 
______
______

9.  Wipe down all counters in kitchen and scullery.
______
______

10.  Turn off griddle, deep fryer, food warmer, stove burners, and ovens.
______
______

11.  Clean stove, griddle, and microwave oven, and wipe down walls. 
______
______

12.  Remove unused food & beverages from the refrigerators and freezers and
______
______

wipe down inside and outside of refrigerators and freezers.

13.  Sweep and mop floors in kitchen and scullery.
______
______

14.  Place all trash in dumpster; clean and re-bag trash cans.                         
______
______

15.  Pick up and dispose of all trash in parking lot, patio, and plant beds.      
______
______

16.  Check bathrooms, clean as needed, and remove trash.                          
______
______

Sponsor is to complete above items so that they may be checked by Portside staff prior to departure.  Failure may result in forfeiture of all or part the cleaning deposit.  A minimum $20 per item charge will be imposed for any items not satisfactorily completed.
The following cleaning supplies are available in the metal locker in the equipment storage room: 

Mops and brooms

Dust pans

Wash rags and paper towels

General-purpose cleaner

Dish soap
Trash bags

Vacuums










Caterer:__________________________________





Total Catering Amount  		$_________





8.5% of Total payable to Portside 	$_________





Date Pd._________  Received by___________________	
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