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CG ISC PORTSVA INST 4061.5F

                                                                                  
04 March 2003

INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 4061.5F

Subj:
POLICIES FOR USE OF PORTSIDE

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

(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 meeting room 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 4061.5E is canceled.

4.  DISCUSSION:   Portside is operated in accordance with reference (a) by the Morale, Well-Being and Recreation (MWR) Branch to promote the morale of all military personnel, and their dependants and guests, by providing a suitable place for social and recreational activities. Portside’s primary purpose is for training and official functions. The policies below establish control of the consumption of alcoholic beverages at Portside, regulate the use of Portside by authorized patrons and ensure the profitability of Portside as a non-appropriated fund activity. 

5.  POLICIES:  Portside is operated by MWR within the guidelines of reference (a).  Specific policies are:  

a. Authorized Group Functions.  Portside, as an MWR facility, is an instrument of the Federal Government, partially supported by appropriated funds for use by military personnel and their dependents. 

b. Authorized Sponsors for Private Functions.  Portside may be used for private functions (i.e., wedding receptions, birthday parties, etc.) when the sponsor is personally attending the function and paying all costs for the function.  Personnel authorized to sponsor Portside functions must be at least 18 years old and are limited to active duty and retired personnel and their dependents, Coast Guard Reservists, members of the Coast Guard Auxiliary, and Coast Guard civilian employees.  Sponsors must attend the function and are responsible for guest conduct.

c. Guest List/Parking Pass.  An alphabetized guest list and guest-parking pass must be submitted to the Portside manager no later than 15 days before the function.  The parking pass must be produced in accordance with the instructions contained in item number two of enclosure (4).  The Portside manager will schedule a time to escort the sponsor to ISC Portsmouth security to have the parking pass signed by the security officer, and to provide copies of both the alphabetized guest list and parking pass to security for their records.  Security will acknowledge receipt of both by signing the signature log maintained by the Portside manager.

d. Civic Groups.  Reference (a) authorizes functions sponsored by civilian and civic non-profit organizations that make a positive contribution to the community.  These functions will be considered for approval on a case-by-case basis by the Commanding Officer.  To request approval to use Portside civic groups must complete the enclosure (1) reservation request and submit to the Portside manager for the Commanding Officer’s consideration.  A civic group’s participation in the United Way will generally be the primary determinant when making this decision.  The use of Portside is specifically excluded for groups that restrict membership based on race, color, creed, national origin or sex.  Political action groups or any group whose presence would bring discredit upon the Coast Guard are also excluded.  Groups that are not known to the command may be required to provide a copy of the group charter or bylaws.  A sponsor is required and all requirements outlined in paragraph 5.b and c above must be met.

e. Fund Raising Activities.   Portside may not be used by any private, religious, or civic groups for fund raising or profit making activities.

f. Reservations.  Portside is operated on a reservation basis only.  All reservation requests must be directed to the Portside Manager at 757-483-8626.  A Portside Reservation Form, enclosure (1), must be submitted for all events.  After receiving a phone reservation the Portside manager will mail, email or fax a copy of the Portside Reservation Form to the customer for completion and submission.  The Portside Reservation Form must be completed and returned to the Portside Manager within one week of the phone reservation to confirm the reservation or the reservation will be cancelled.  After receiving the completed enclosure (1) reservation request, the Portside Manager will confirm the reservation and return the signed reservation request to the sponsor within three days.  Event sponsors then have 5 working days after receiving the reservation confirmation to schedule an appointment with the Portside Manager to complete a Facility Contract, pay the applicable security deposit and complete a Pre-Rental Interview Checklist, enclosure (4).  If an appointment for completion of the contract is not scheduled within five days of receiving the reservation confirmation, the reservation will be cancelled.  Every attempt will be made to keep rescheduling to a minimum, but reservations are subject to cancellation or rescheduling for priority functions supporting Coast Guard missions.  

g. Contracts.  All functions held in Portside must be supported by a numbered contract.  The contract lists user fees and optional fees for rental items.  The written agreement will be used as a checklist to prepare for the function and is intended to minimize misunderstandings.  An appointment must be scheduled with the Portside Manager within five days of the sponsor receiving the signed, confirmed enclosure (4) reservation request to complete the facility contract.  The contract must be executed no later than 15 days before the scheduled event.  The rental fee and security deposit are due with the submission of the contract.

h.
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:  A Coast Guard Command function or the function of a Coast Guard supported organization (e.g. Ship/unit party, Reserve, Auxiliary, Hampton Roads Officers Association, Chief Warrant Officers Association, Retired Officers Association, Coast Guard Chief Petty Officers Association, Coast Guard Officers Spouses Club, Coast Guard Enlisted Spouses Club, Coast Guard Academy Parents Association, unit ombudsmen, retirement ceremonies, or receptions if command sponsored and supported).  Category I events may be scheduled 1 year in advance.  Electronic equipment is available to support Category I event and includes a VCR, TV, CD player, projector, microphone, and PowerPoint.  Prior arrangements must be made with the Portside Manager for equipment support that is needed.  Commands must execute an MWR Portside Facility Category I Contract, enclosure (2). There is no charge for the use of Portside for a Category I function.  Category I sponsors are responsible for any set-up required in Portside, and any break down and clean up at the conclusion of a function.

(2)
Category II:  Functions sponsored by non-profit or United Way funded organizations.  After receiving approval discussed in paragraph 5.d 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:  A private function (e.g. meetings, wedding receptions, birthday parties, family reunions, church social events, private retirements, and promotion parties).  Sponsors must execute an MWR Portside Facility Category II/III Contract, enclosure (3).  See enclosure (3) for required deposits and fees.   

i.
Cleaning/Security Deposit.  Sponsors must clean and restore Portside to its original condition or forfeit their cleaning/security deposit and will be liable for any excess cleaning charges.  The cleaning/security deposit is non-refundable if reservations are cancelled less than fifteen days prior to the scheduled function.  

j. Alcoholic Beverages.  Alcoholic beverages served at category II and III functions must be purchased from the bar, and may only be dispensed by an MWR employee.  It is the Portside manager’s responsibility to coordinate with MWR Bartenders to support these events.  However, Category I functions may use MWR supplied beer and/or containers of wine without an MWR bartender being present. The Category I sponsor’s Commanding Officer must submit a request on the enclosure (5) alcohol request form, in accordance with the direction contained in reference (b), to request authorization from the

ISC Commanding Officer to serve alcohol at Portside without an MWR bartender present.  All alcohol consumption shall be managed and monitored in accordance with reference (b).  Patrons are not allowed to bring in or remove alcoholic beverages from Portside.

k. Bar Charge.  For Category II and Category III functions where alcohol is served, an MWR bartender is required.  Refer to enclosure (3) for fees.

l. Age Limit for Alcoholic Beverages.  Per Virginia State law, only patrons who are 21 years of age or older may purchase and consume alcoholic beverages.  Personnel who cannot provide proof of their age are not authorized to purchase or consume any alcoholic beverages in Portside.  Anyone who provides alcoholic beverages to a minor will be asked to leave Portside and may be subject to administrative and/or disciplinary action.

m. Intoxicated Behavior.  References (a) and (b) prohibit serving alcoholic beverages to anyone who is, or appears to be, intoxicated.  The Dram Shop Act addresses the legal liability and imposes on the server of alcoholic beverages the obligation to refuse serving a patron who reaches or appears to be reaching a state of intoxication.  Accordingly, the decision of the Portside bartender is absolute and final.  After being refused service, further consumption of alcoholic beverages will result in an order to leave Portside and possible disciplinary action.  Anyone who provides alcoholic beverages to someone who has been refused service may be subject to administrative and/or disciplinary action and the event may be terminated.  Sponsors will be held responsible for the conduct of their guests.

n. Unit Morale Functions.  Command presence at a unit morale function does not relieve the bartender of responsibility to monitor the consumption of alcoholic beverages as set forth above and in references (a) and (b).  In the case of Category I functions where alcoholic beverages are served without a MWR bartender present, it becomes the responsibility of the Commanding Officer of the sponsoring unit to monitor the consumption of alcoholic beverages.

o. Food Service.  Catering requests must be made as early as possible to the Portside manager.  MWR Catering is limited and may not always be available.  A list of local catering companies is available upon request.  MWR will not be held liable for the sponsor’s food service arrangements or any catering practices.

p. Gambling.  The Coast Guard permits its facilities to be used, under extremely limited circumstances, for bingo and games of chance if the proceeds are used for charitable purposes.  Coast Guard affiliated organizations (CPOA, OWC, HROA, etc.) that desire to hold such events must obtain specific written permission from the ISC Commanding Officer.  In general, each organization is permitted one event per year.  Organizations not affiliated with the Coast Guard are not authorized to hold such events.  No other form of gambling is permitted.  Activities as small as the sale of tickets for a raffle of donated prizes are prohibited unless specifically authorized by the Commanding Officer.

q. Parking.  Parking at Portside is very limited.  For functions scheduled during the workday it is suggested that parking be reserved.  Special parking needs must be addressed in the original, enclosure (1) reservation request.  All requests for parking will be considered on a case-by-case basis.

r. Recycling. Recycling bins are available and must be used at every event to collect glass bottles, aluminum, and plastic containers.

//S//

R. D. GIBSON

Encl:
(1)
Portside Reservation Request Form

(3) Category I Contract 

(4) Category II/III Contract 

(5) Pre-Rental Interview Checklist

(5) Alcohol Request Form

(6) Portside Clean Up Check List

(7) Portside Kitchen Clean Up Check List

Dist:
List I, II, III, IV
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USCG ISC PORTSMOUTH

MWR DIVISION

4000 Coast Guard Blvd

Portsmouth, VA 23703

757-483-8532, fax (757) 483-8492
PORTSIDE RESERVATION REQUEST

DATE: _________

Name/Organization:

______________________________________

Point of Contact:

______________________________________

Phone and Fax #:

______________________________________

E-mail Address:

______________________________________

Date(s) Requested:

______________________________________

Time Frame Requested          ______________________________________

Purpose of Use:

______________________________________

Reserved Parking:              

YES

NO

Number of People:

______________________________________

Special Requests:

______________________________________

Alcohol (circle):


YES

 NO
It is your responsibility to set up and clean up Portside.  You must leave Portside in the same condition you found it in.  Alcoholic beverages served at category II and III functions must be purchased from the bar, and may only be dispensed by an MWR employee. Category I sponsors may use MWR supplied beer and/or containers of wine without an MWR bartender being present.  Category I sponsors choosing to serve alcohol without an MWR bartender being present must receive ISC Commanding Officer approval using the Alcohol Request Form that will be provided by the Portside Manager.  Do not change the time frame of your event unless you have notified the Portside Manager in advance.  Upon leaving the facility, you must contact the Portside Manager so that he/she may ensure Portside has been left in satisfactory condition.  If you are having any civilian guests, you must notify the Portside Manager 15 days in advance of the event to ensure proper security procedures are followed in order to allow those guests entry to ISC Portsmouth.  Category I sponsors are responsible for any required Portside set-up     

I have read and understand the above Portside regulations.  I understand that this is not a contract, only a request for reservation.  The Portside Manger will confirm this reservation within 3working days, and I will take action within five days of the confirmation to schedule an appointment with the Portside Manager to complete the facility contract and pay applicable security deposit or the reservation will be cancelled.  The facility contract and security deposit payment must be complete 15 days before the scheduled event, or the reservation will be cancelled.
Signed:
_____________________________________
Date:
__________________________

Received by Portside Manager:
___________________________
Date:
_____________

Confirmed to Customer: (circle)

Phone
Fax
E-mail
 
Date:
_____________
Confirmed Portside Calendar of Events:
______________________________________________
Manager’s Signature                   Date

[image: image2.png]


USCG INTEGRATED SUPPORT COMMAND

4000 COAST GUARD BLVD.

PORTSMOUTH, VA 23703

MWR PORTSIDE FACILITY CATEGORY I CONTRACT

CONTRACT #: 


     DATE RESERVED: 



TIME:




NAME AND RANK OF MEMBER/SHOP: 









NAME OF FUNCTION: 











PHONE (work): 



 

NUMBER OF PEOPLE: 








If any food items are needed for your event, please see the Portside manager for assistance. 

RENTAL FEES








ACTUAL CHARGES


Deep Fat Fryer:  ($15.00)







$ 



Tablecloths:  (3.00 ea.)  # Of tablecloths needed  _______




$


Chaffing Dishes: ($5.00 ea.)  # of dishes needed ______




$ 


Carving Station:  ($10.00)







$ 



Hot Food Line:  ($15.00)  







$ 



TOTAL FEES









$ 


Portside is a business that contributes to your MWR fund, scheduling of private events is subject to the availability of Portside.  As such it is paramount that as much advance notice as possible is given if your event needs to be cancelled or postponed.

Commands scheduling events are required to complete all required set-up and must ensure that Portside is cleaned and restored to its original condition upon completion of the event.  Failure to restore Portside to its original condition could result in a letter to the appropriate command.  Returning Portside to its original condition includes vacuuming the carpet, sweeping the tile floor, and mopping up any spills.  Any spills or spatters on the walls should be wiped clean with a damp cloth.  Tables and chairs shall be wiped down, cleaned and neatly stowed in the storage room.  Tablecloths should be placed in plastic bags and placed by the back door in the kitchen.  The dishwasher room and kitchen equipment will be wiped down and all floors swept and mopped as needed.  All trash must be placed in the outside dumpster located adjacent to the kitchen door exit.  Use the attached checklists when restoring Portside to its original condition.  Please do not hang anything from the ceiling, or use tacks, pins, etc. on the walls or woodwork.  Portside is a non-smoking facility.  All persons wishing to smoke must do so outside and dispose of all smoking materials in the receptacles provided for that purpose at the kitchen entrance.  Thank you for your help in keeping Portside looking its best.

Category I functions may use MWR supplied beer and/or containers of wine without an MWR bartender being present. The Category I sponsor’s Commanding Officer must submit a request in accordance with CG ISC PORTSVA INST 5353.1, Consumption and Possession of Alcoholic Beverages Aboard ISC Portsmouth to request authorization to serve alcohol at Portside without an MWR bartender present.  

I HAVE READ AND WILL COMPLY WITH THE PROVISIONS OF THIS CONTRACT.

COMMAND REPRESENTATIVE SIGNATURE: 








PORTSIDE MANAGER: 






  DATE: 

 

(757) 483-8626 

FAX (757) 483-8409

USCG INTEGRATED SUPPORT COMMAND

4000 COAST GUARD BLVD.

PORTSMOUTH, VA 23703

MWR PORTSIDE FACILITY CONTRACT

CONTRACT #: 


  DATE RESERVED: 



TIME: 




NAME AND RANK OF SPONSOR: 










NAME OF FUNCTION: 











ADDRESS: 













Phone (work): 



 (home) 



 (cell) 





NUMBER OF PEOPLE: 





BAR HOURS: 




RENTAL FEES








ACTUAL CHARGES


CAT II  $70.00

CAT III  $250.00





$



Security/Cleaning Deposit







$
200.00


Includes use of tables and chairs, Dishes, glasses and kitchen

Optional Fees:  

Bartender ($50.00 for a 3-hour minimum.  $18.00/hour or portion thereafter.

 Tips, gratuities and drink prices are not covered by this charge).                                             
$



A 15% GRATUITY will be added to total sales and/or fees of all host bars.

Deep Fat Fryer:  ($15.00)







$ 


Tablecloths: (4.00 ea.)  # Of tablecloths needed  _______




$


Carving Station:  ($15.00)







$ 


Hot Food Line:  ($20.00)








$ 


Chaffing Dishes ($10.00 ea.)  # of dishes needed ______




$ 


Punch Fountain  ($10.00)







$ 


TOTAL (fees)

CH = _______






$ 



DEPOSIT

CH = _______


              
$200.00 Deposit Rcv’d on
  


The security deposit is non-refundable if reservations are cancelled less than fifteen days prior to the scheduled function.  Sponsors must clean and restore Portside to its original condition or forfeit their deposit and be liable for any excess cleaning charges.  The security deposit will be refunded by mail within 7 days if the sponsor has met all conditions of the contract and returned Portside to its original condition.  Returning Portside to its original condition includes vacuuming the carpet, sweeping the tile floor, and mopping up any spills.  Any spills or spatters on the walls should be wiped clean with a damp cloth.  Tables and chairs shall be wiped down, cleaned and neatly stowed in the storage room.  Tablecloths should be placed in plastic bags and placed by the back door in the kitchen.  The dishwasher room and kitchen equipment will be wiped down and all floors swept and mopped.  All trash must be placed in the outside dumpster located adjacent to the kitchen door exit.  The Portside staff will verify cleanliness of the facility with the sponsor using the attached checklists.  Please do not hang anything from the ceiling, or use tacks, pins, etc. on the walls or woodwork.  Trash in the restrooms must be collected from the receptacles.  Portside is a non-smoking facility.  All persons wishing to smoke must do so outside on the side patio and dispose of all smoking materials in the proper receptacles.  No alcohol of any type is permitted unless an MWR bartender is being utilized.  All federal and state laws are in effect while on board USCG ISC Portsmouth.  No person(s) under the age of 21 shall consume any alcohol.  An alphabetized guest list, parking pass and fees are due to the portside manager no less than 15 days before the event.  Thank you for keeping Portside looking its best.

I HAVE READ AND WILL COMPLY WITH THE PROVISIONS OF THIS CONTRACT, THE ATTACHED PRE-RENTAL INTERVIEW CHECKLIST, THE FACILITY CLEANING CHECKLIST, AND CG ISC PORTSMOUTH INST 4061.5F.

SPONSOR SIGNATURE: 



PORTSIDE MANAGER 


  DATE: 

 

(757) 483-8626 

FAX (757) 483-8409

Customer Pre-rental Interview Checklist

      YOU MUST HAVE A VALID MILITARY ID CARD TO RENT PORTSIDE!

01. An alphabetized guest list is due to the Portside Manager no later than 15 days prior to the scheduled event.  The ISC Security Chief must sign Guest list.
02. A parking pass must be made by the customer and delivered to the Portside Manager at the same time that the guest list is delivered.  The parking pass must include the following:  date of the event, name of the event, location of the event (Portside), a phone number that you can be reached at by security and an estimated time that the event will start and end (usually 0700-0100).  You are then required to distribute the pass to each of your guests prior to them arriving to the base.

03. All fees are to be paid no later than 15 days prior to the scheduled event.  The security deposit is due with submission of the facility contract.

04. Under no circumstances will the Portside Banquet Facility be used for fundraising, except as noted in CG ISC Portsmouth Instruction 4061.5F.

05. It is the sponsor’s responsibility to ensure Portside is thoroughly cleaned in accordance with the posted clean up lists immediately after the event.  These lists are also attached to the facility contract.  There are separate lists for the hall and kitchen.  The kitchen list will only be completed if the kitchen is used for the event.

06. The sponsor is required to be the first person in the hall, present during the function, and to check out with a Portside Manager after the event.  The Manager will ensure that Portside has been cleaned properly.  If all contracts requirements have been met, the sponsor’s security deposit will be returned by mail within 7 days. 
07. Under no circumstances will alcohol be brought onboard ISC Portsmouth.  Doing so by any of the guests could cause immediate cancellation of the event.  A bar service is offered in advance to the sponsor for a fee.  (See facility contract).

08. Smoking is not allowed in the facility.  Smoking is allowed on the side patio area only.

09. Large groups of guests are not allowed to gather in the parking lot.

010. The sponsor is required to maintain order during the entire event.

011. Chewing gum is not allowed in the facility.

012. The sponsor will be liable for any excess damage, cleaning fees, etc.

013. The sponsor is responsible for the conduct of all persons attending the event.

014. You must provide garbage bags, rags and general disposable items used in cleaning.  Portside will provide a vacuum, swabs, etc.

NOTE:  These regulations will be strictly enforced.  Failure to comply with any of the above mentioned regulations will result in the cancellation of the event.  The deposit is non-refundable if reservations are cancelled less than15 days prior to the event.  Rental fees are non-refundable if the Portside Manager, OOD, or Base Security shuts down the event for not following regulations.

I understand and will comply with the above written regulations.

__________________________                 Date _____________

REQUEST FOR PERMISSION TO SERVE ALCOHOL

UNIT NAME :  __________________________________________________________

FACILITY WHERE ALCOHOL IS TO BE SERVED : __________________________

DATE OF FUNCTION :  __________________________________________________

I request to serve alcohol at our 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 be consuming any alcohol.

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

4. No hard alcohol will be served, only beer and wine, which is to be purchased from an MWR facility.

5. I will ensure any person who is legally intoxicated does not drive after they leave the event.

6. I understand I am legally responsible for any guests who may drink and drive after they leave the event.

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

                                                                         _____________________________________







 Commanding Officer (Unit)

Your request to serve alcohol is approved/disapproved.

                                                                            ___________________________Date________

R. D. Gibson, Capt, USCG







Commanding Officer







ISC Portsmouth

Portside clean up check list

Event name:  _______________________________________

Sponsor:  __________________________________________

Date:  ______________

_____   Return all tables and chairs to proper storage area.

_____   Vacuum Floor

_____   Mop Floor (Use only warm water on banquet hall floor)

_____   Sweep and mop front, foyer area.

_____   Remove all items left in the coatroom.

_____   Wipe down bar area.

_____   Wash all dishes used and return them to the proper storage area.

_____   Clean out the dishwasher.

_____   Wipe down all counter spaces in scullery and galley.

_____   Remove all items from the refer and freezer and wipe out each.

_____   Wipe down and clean punch fountain and chaffer dishes if used.

_____   Take out all garbage and clean out trash receptacles.

_____   Remove all trash from the restrooms.

All the above items must be completed by the customer and checked by the Portside staff member to verify completion.

The following is a list of charges that will be taken out of your security deposit if clean ups are not completed to the manager’s satisfaction.  Please understand that if damage to the Portside occurs, you may be liable for charges in excess of your deposit.

Vacuuming of carpet:


$30.00

Sweeping/mopping any area of Portside


$30.00

Cleaning of grill:


$30.00

Cleaning of kitchen area:


$30.00

Cleaning of scullery area:


$30.00

Cleaning/reorganizing of storage room:


$30.00

Portside Kitchen Check-Out /  Clean-up List

Event name:  _______________________________________

Sponsor:  __________________________________________

Date:  ______________

_____   Wipe down outside of refrigerators and freezer.

_____   Remove all personal food and beverages from the Portside refrigerators and freezer.

_____   Wipe down inside the refrigerators and freezers as needed.

_____   Wipe any residual food particles and beverage spills off the walls.

_____   Wipe down  counter, shelves, legs, and pot hanger supports of the center island.

_____   Clear and wipe down the sheet pan rack.

_____   Clean deep sink inside and out.

_____   Clean worktable top, legs and lower shelf.

_____   Thoroughly clean stainless steel back splash of the griddle.

_____   Thoroughly clean all stovetops.

_____   Thoroughly clean the griddle area.

_____   Empty and clean all grease receptacles.

_____   Wipe down outside of all ovens.

_____   Ensure all equipment is turned off.

_____   Drain and thoroughly clean the deep fat fryer inside and out.

_____   Wipe down stainless steel, back wall as needed.

_____   Empty and secure the food warmer and clean as needed.

_____   Wipe down the microwave inside and out.

_____   Thoroughly clean mixer.

_____   Clean microwave table top and lower shelf.

_____   Sweep and mop the entire floor with hot, soapy water, then rinse with clean water.

_____   Dump all trash in the appropriate dumpster.

All the above items must be completed by the customer and checked by the Portside staff member to verify completion.

5

