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BASE PORTSMOUTH MWR
4000 COAST GUARD BLVD
PORTSMOUTH, VA. 23703

Outdoor Recreational Facility Contract

Contract #		Today’s Date		Date of Event		 Time of Event                                  
Type of Function: 			                           	Estimated attendance: 	                          
      		         Social, Birthday, Reunion, Company Picnic, etc.
Name of Group:  			                                                   		 Phone #                                                            
                          		 ie. Church Name, Company Name, Family Name
Address:                                           		                 			                                                              
Name of sponsor representing the event:                                                                                                                                
Military?  YES or NO
Rate/Rank of sponsor:                                                           List Branch of Service:                                                           
If Active Duty/Reserves list duty station:                                                           Phone #:                                                     
Circle status of sponsor:  
Active Duty       Retired       Reserve       Civilian      Dependent (Must be 18 yrs old or older and show proof of ID) 
Will your group be consuming alcohol at this event?  YES or NO         
*Authorization required. Must adhere to Base Portsmouth Alcohol Instruction.
	PAVILION RENTAL FEES 
	
	
	
	

	 
	
	Pavilion I (up to 125 persons)
	
	 @ $100.00
	$
	

	 
	
	Pavilion II (126 - 200 persons)
	
	 @ $100.00
	$
	

	GAS GRILL AND PROPANE RENTAL
	
	
	
	

	Due to the direct replacement costs of propane and maintenance to MWR, the grills cannot be provided for free.  
 

	 
	
	Grill w/Propane
($25 each additional tank)
	
	 @ $50.00
	$
	

	SOFTBALL FIELD RENTAL
	
	
	
	

	Due to the costs associated with equipment, maintenance, and labor, MWR cannot provide softball fields for free.

	 
	
	Hayes Softball Field
	
	
	
	

	
	
	Not Groomed
	 
	 @ $25.00
	$
	

	
	
	Groomed
	 
	 @ $50.00
	$
	

	 
	
	Massey Softball Field
	
	
	
	

	
	
	Not Groomed
	 
	 @ $25.00
	$
	

	
	
	Groomed
	 
	 @ $50.00
	$
	

	OTHER 
	
	
	
	
	
	

	 
	
	Sand Volleyball Court
	
	 @ $0.00
	$0.00 
	

	 
	
	Horseshoe Pits
	
	 @ $0.00
	$0.00 
	

	DEPOSIT
	
	
	
	
	

	 
	
	Security/Cleaning Deposit
	
	 @ $50.00
	$
	

	
	
	
	
	TOTAL
	$
	

	
	
	
	
	Subtract Security Deposit 
	-$50.00
	

	
	
	
	
	FINAL BALANCE
	 
	

	
	
	Final balance due 30 days prior to the event
	


Terms & Conditions

1. Sponsor must sign this contract and show proof of military affiliation.
2. No alcoholic beverages will be consumed without prior authorization in writing.
3. Alcoholic beverages(beer/wine) may be brought on board Base Portsmouth.  Kegs are available for purchase within a 72-hour notice given to the MWR Wheelhouse.
4. Reservation date will not be guaranteed until the $50.00 security deposit is paid. First come first serve will apply to date requested.
5. Remaining or balance due fees must be paid 30 days in advance prior to reservation date. Fees not paid on time will be subject to cancellation and deposit fee will not be returned.
6. Any reservation made after 30 days prior to event will be subject to availability and all fees will be due at time of reservation with a completed contract. 
7. MWR must be notified immediately for any cancellations.  If date is changed or moved, the new date will be based on availability.  In the event the date you requested is reserved by another group, the first group takes precedence.  All efforts will be made to accommodate everyone within reason.  Failure to notify MWR of cancellations or changes one week prior to the event will result in forfeiting the refund of the security/cleaning deposit.
8. Weather: If cancellation occurs the day of the event due to heavy rain, thunderstorms, or lightning with in the first 30 minutes of the event, MWR will refund all fees. Same rule applies for cancellation the day before due to poor weather conditions.
9. Payment must be made by a military sponsor and present military I.D.
10. The Unit and/or Group must ensure that all areas used are cleaned and restored to their original condition. Failure to restore to original condition will result in forfeiture of cleaning deposit. A cleanup check-list must be completed and given to the gym watch stander.  Checklist will be provided to POC prior to start of event. 
11. The picnic grounds will be secured at 2030 (8:30 p.m.)
12. The sponsor or person signing this contract must check-in prior to start of picnic and be on site during event.  
13. A completed guest list must be submitted no later than 7 days prior to event in order to gain access to Base Portsmouth. Base security may not grant access without proper list. Guest lists changes can be made up to two days prior to event for persons without valid armed forces decal and I.D. 
Guest List Instructions: Guest Lists must be in alphabetical order by last name and emailed to mark.t.seawell@uscg.mil and nicolette.l.zalewski@uscg.mil. Please include children’s names and event/catering staff and specify that they are a child/event/catering staff. For event/catering staff please also include what company they work for (please see example below).  	
				Example: 
	Doe, John
	Doe, Jane (Child)
Smith, John (Event Staff/ABC Catering)
Zee, Jane
etc.

Please circle: I WILL / WILL NOT be consuming alcoholic beverages. (Beer and wine only)
The sponsor will ensure the distribution and consumption of alcoholic beverages complies with the Coast Guard directives and Virginia State Law. See Base Portsmouth Alcohol Instruction.
             (Initial)

I HAVE READ THE PROVISIONS OF THIS CONTRACT AND AGREE TO ALL STATED TERMS AND CONDITIONS.
Sponsor’s Signature: ___________________________________________Date:___________

Picnic Grounds Manager: ________________________________________Date:____________

Athletic Director Authorization: ___________________________________Date:____________




FOR OFFICE USE ONLY                                                                                                               CONTRACT #
Security Deposit ___________                   Grill ___________
Pavilion __________________                   Gas ____________
Ball Field ________________



 (
Method of payment
Please check the following payment method:
____
Cash: In the amount of 
                                                                     
____
Check #
: 
In the amount of 
               
                                                
____Credit Card: In the amount of 
                                                                        
Balance due
            
  Due by
:
          
.
)




















Morale, Well-Being & Recreation
Base Portsmouth
4000 Coast Guard Blvd.
Portsmouth, VA 23703
757-638-2715
Fax: 757-483-8492



For Beer and Wine Purchases

Base Portsmouth Coast Guard Exchange
Monday – Saturday 0900-1700
757-483-8681

For Keg Rentals

Contact Wheelhouse Manager
Monday-Friday 0730-1600
757-483-8534
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