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At Manitime (enter for Te Gommonity




2011 Facility Use Request Form - December Evening Rates
(Including Boat Parade Week – December 14, 15, 16, 17 & 18)
Date of Event:  ____________        Group Name: 



       Type of Event:  





Number of People Attending: ______________           Will your event be catered? (Circle One)  
   Yes    No   

Will you be requesting permission for the use of alcohol at your event? (Circle One)    

   Yes    No 
A refundable deposit of $500 for events not serving alcohol or $1000 for events serving alcohol is due no later than 30 days prior to event.

Will you be using Newport Sea Base tables and/or chairs at your event? (Circle One)    

   Yes    No 

NOTE:  $75 per hour will be charged for room setup.
Begin Time (Including Set-Up Time): 


 End Time (Including Clean Up Time): 



*Hours of operation are from 8:30 am until 10:00 pm.

CONTACT INFORMATION 

First Name: 





 Last Name:  







Address:  ________________________________City: 




 State:  _____ Zip: 



Day/Work Phone: 



  Eve/Home Phone: 



 Cell Number: 



Fax Number: 


 

  E-Mail Address: 







  

PLEASE CHECK OFF YOUR CHOICE OF ROOM (s)

EVENING RATES FOR THE MONTH OF DECEMBER (EXCLUDING Boat Parade Week )
Yacht Room and Outside Deck (plus 3 parking spaces) - $900_____




Rooms Alpha, Bravo, Charlie and Delta (plus 3 parking spaces) - $750 _____


Upper Deck (Yacht Room, Outside Deck, Alpha, Bravo, Charlie and Delta plus 7 parking spaces) - $1,200 _____


Dockside (Rooms Foxtrot and Lower Patio plus 3 parking spaces) - $600 _____



Chapman Building Upstairs (Private Building plus 3 parking spaces) - $900 _____












RATES FOR BOAT PARADE WEEK DECEMBER 14-18, 2011
Upper Deck (Yacht Room, Room Delta and Outside Deck plus 7 parking spaces) - $2,000_____


Dockside (Room Foxtrot and Lower Patio plus 3 parking spaces) - $1,000 _____












Chapman Building Upstairs (Private Building plus 3 parking spaces) - $2,000_____








PAYMENT METHOD (Check One):  

O Cash    O Personal Check    O Visa     O MasterCard      O Discover     O American Express   (Make checks payable to Orange County Council, BSA)

Card Number: 






Exp. Date: 







Name as it appears on card: 




  Signature (required): 





PARKING

Parking at the Newport Sea Base is limited.  Depending on the time and date of your function, there may be up to 30 spaces available. Therefore, we strongly recommend carpooling. At the Newport Sea Base there is a loading and unloading zone just inside the main entrance of the parking lot that you are welcome to use — no permanent parking is allowed there.  There are free and metered parking spaces located at the Newport Beach City Parking lot, at Tustin Street and Avon Street. Allow 15 minutes walking time to the Newport Sea Base. In addition to the city lot, there may be street parking along Coast Highway. Boat Parade parking is limited according to the rooms rented and is carefully monitored. PATRON is asked to provide the Newport Sea Base with the names of the people who will be using the PATRON’S allotted parking spaces.
ROOM RENTAL PAYMENT
Fifty percent (50%) of the room rental rate is required as initial payment, along with the signed agreement.  To secure the event date, a non-refundable deposit of 50% of the rental fees must be made, the balance to be paid to the Newport Sea Base no later than 30 days prior to the event.  If the event is cancelled prior to 14 days before the event date, the Newport Sea Base will terminate the agreement and issue a refund for monies paid in excess of the non-refundable deposit. If the cancellation is made within 14 days of the event date, the Newport Sea Base will retain all monies paid. All changes to the contract or cancellations must be in writing (letter or facsimile) and signed by the PATRON.   
FACILITY DAMAGE DEPOSIT 

In addition to the above deposit, a damage deposit ($500 no alcohol; $1,000 with alcohol) is also required no later than 30 days prior to the event. This refundable damage deposit must be in the form of a separate check.

The damage deposit will be returned within 30 days after the event if the rented area is in the same condition after the event as it was before the event. Otherwise, the Newport Sea Base will use the deposit to clean the rented area and to repair any damages. Any remaining deposit will be returned after needed repair work is completed. The PATRON is expected to clean up and remove all garbage and waste materials. Additional clean-up or damages attributed to the event will be billed at actual cost. These costs will be charged against the damage deposit. If the costs exceed the deposit, that amount will be billed to the PATRON.
The PATRON agrees to be responsible for any damage done to the function room or any other part of the site used by the PATRON, his/her guests, invitees, employees, independent contractors or other agents under the PATRON's control. The Newport Sea Base will not assume or accept responsibility for conditions beyond the control of the Newport Sea Base or for damage to or loss of any merchandise or articles left in the room prior to, during, or following the PATRON's function.
CARPET DAMAGE: Any costs related to removing stains or damage due to burns will be charged to the PATRON. This charge will include costs for cleaning and repair by outside vendors and/or labor by Newport Sea Base staff.
WALK-THROUGH
No less than 14 days prior to the date of your event, please schedule a walk-through with Newport Sea Base staff. This will provide an opportunity to discuss Newport Sea Base guidelines, to ask questions, to review the property, and to submit final facility set-up requirements on the site plan. 

TRASH REMOVAL
Please place all trash in a trash receptacle (not next to one), or in the Newport Sea Base dumpster in the parking lot. The PATRON is responsible for securing additional receptacles or having event trash hauled away if Newport Sea Base containers aren’t adequate. Any decorations left behind will be considered trash and disposed of by Newport Sea Base staff.

When the Newport Sea Base staff reviews and, if necessary, cleans the room following the function, they will break down the tables and chairs and will vacuum the carpet. Any refuse that is left by the event which cannot be vacuumed will be cleaned up by Newport Sea Base staff at the stated rate of $25.00 per staff person, per hour. 
DECORATIONS, DISPLAYS AND SIGNAGE

Displays, signs and/or decorations may only be used if approved in advance by Newport Sea Base. Nothing may be affixed to the walls, floors, or ceilings of the function rooms with nails, staples, tape or any substance. No balloons are allowed outside the building, nor are signs allowed in the parking lot or on the street.  
The use of confetti, rice or bird seed is prohibited in the room or on the grounds. All trash, decorations or other debris must be moved from the room and placed in the dumpsters IMMEDIATELY following the completion of the function. Any decorations left behind will be considered trash.
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CONDUCT OF EVENT

The PATRON shall conduct the event in an orderly manner in full compliance with applicable laws, regulations, and Newport Sea Base rules. The PATRON assumes full responsibility for the conduct of any persons in attendance. If the event is after business hours, please help us be good neighbors by not having amplified sound without approval of the Newport Sea Base and the City of Newport Beach. Please conclude the event and cleanup by the agreed-upon time.  Smoking is not allowed on the Newport Sea Base premises, including the parking lot.  Amplified sound must be held at an acceptable level. No amplified sound is permitted after 10:00 p.m. 
In order to complete the cleanup prior to the end of the agreed-upon time, it is recommended that music and the service of food and beverages conclude 30 minutes in advance.

IN CASE OF EMERGENCY

The Newport Sea Base provides on-site personnel. In the event that the PATRON requires assistance, the PATRON agrees to notify the staff of their specific needs so they can be addressed as soon as possible. In the event of an emergency that requires fire, police or emergency medical personnel, PATRON agrees to call 911 immediately. The Newport Sea Base personnel are not trained or qualified to administer emergency services. 

DISCLOSURE

The Newport Sea Base reserves the right to cancel any group, event, meeting or function at the Newport Sea Base if facts or circumstances related thereto were not disclosed to the Newport Sea Base at the time the event, meeting or function was contracted or scheduled, if such facts or circumstances could adversely affect the reputation of the Newport Sea Base. The Newport Sea Base may effect such cancellation without prior notice and further obligation whatsoever. 

INDEMNITY

The PATRON assumes responsibility for any claims for loss or damage to their own or guest’s displays or equipment at the Newport Sea Base. The PATRON shall also indemnify and hold the Newport Sea Base harmless for any injury to persons or damage to property except in claims due to the Newport Sea Base’s gross negligence. The Newport Sea Base does not accept liability for any items left unattended in its meeting or function space.  The PATRON will also fully compensate the Newport Sea Base for any theft or damage caused by the group, its agents or guests.

I acknowledge receipt of the above stated Facilities Policy and I am in full agreement with the terms.

__________________________________________________________________________________________________

PATRON Print Name 




Signature



                Date

___________________________________________________________________________________________________
STAFF Print Name 





Signature



                Date
Please Remit Payment to: OCCBSA
Newport Sea Base

1931 West Coast Highway, Newport Beach, CA 92663

Phone:  (949) 642-5031 Fax:  (949) 650-5407

Web Site:  www.newportseabase.org  

Newport Sea Base Onsite Ranger: (949) 642-5031 Ext 303 Office 

              (714) 856-1420 Mobile 
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