MAIN DECK SOCIAL EVENT POLICIES

Rental Charges:
DURING NORMAL BUSINESS HOURS:
Events that occur during operating hours may be charged a room rental fee equal to $50.00 per event if outside food is brought into the facility. The room rental fee will be waived for events that occur during operating hours that utilize the Main Deck catering services. Groups must clean up before normal closing time.  

AFTER NORMAL BUSINESS HOURS:
Events that occur during non-operating hours may be charged a room rental fee equal to $250.00 for up to four hours (whether alternate catering companies are used or Main Deck catering services). Events lasting more than four hours may be assessed a $50 per hour fee for each hour over the initial four hour rental fee. Based on the size of the event, additional staffing requirements may result in additional labor charges to be agreed upon prior to the event. 
Eligibility:

Active Duty and retired military, their family members, reservists, DOD civilians, and contractors are eligible patrons of the Main Deck. 

Contracts & Arrangements:

All agreements between the client and the Main Deck must be in writing and included in the contract. This includes the initial agreements for room, special arrangements and periods. The host will be responsible for all agreements in the contract. No verbal changes can be guaranteed. Any adjustments to the contract require a signed and updated contract or initialed changes on the original contract made in the Main Deck. Written approval can be accepted. Contracts must be finalized at least 10 days prior to the event.  

The Main Deck is not responsible for items left behind following events. Clients may return to the club during normal business hours to pick up anything accidentally left during an event.

Cancelled Events:

Deposits may be NON REFUNDABLE and are specific to the date and time of the original reservation.  Cancellations are not effective until received in writing and acknowledged in writing. Cancellation of the contract within 10 days of the event may result in the loss of 100% of the estimated total contract or deposit. 

Payment for Events & Services:

A deposit payment equal to 50% of the contract total is due at the time of the initial booking and is required in order to hold space.  No space will be held without the payment and completed paperwork.  THIS PAYMENT MAY BE NON-REFUNDABLE.  Payment in full for any event is due no later than 48 hours prior to the event.  A minimum rate of 15% may be charged for gratuity based on the food and/or alcohol subtotal.
Signs, Displays and Decorations:

All signs, displays, banners, exhibits and decorations proposed by the client are subject to the Main Deck approval. The throwing of rice, birdseed, confetti, food or wedding cake or blowing bubbles is not permitted and will result in additional fees. Tacks and pushpins or nails may not be used on any walls in any function room. Candles may be used inside the Main Deck. The flame of the candle must be enclosed in glass such as votive and hurricane globes. For your safety, the arranging and moving of furniture will be accomplished only under the direction of the Main Deck personnel. Smoking is not permitted anywhere inside the Main Deck. 
Liability and Damage:

The Main Deck reserves the right to inspect and control all private functions. The Main Deck shall not be liable for any damage to, or loss of, equipment, merchandise or articles left in the facility prior to, during or following the function. The client will be held responsible for any loss or damage to the building, equipment, decorations, or fixtures belonging to the Main Deck caused by the client or the client’s guests. Damages will be billed to the client at replacement cost plus labor. If the premises are not left in good condition and require extra cleaning or repairs or if items have to be replaced because of damage occurring during the rental period, the client will be held responsible for such extra cleaning, repair or replacement costs. The client agrees to pay any extra cleaning, repair or replacement costs within 5 business days after a written request for payment has been made by the Main Deck.  MWR is not liable for any food borne illness resulting from guests bringing outside food into the Main Deck.  
Additional Guest Responsibilities:

The sponsor of the event ensures all guests of the Main Deck on Naval Support Activity Panama City are his/her bona fide guest, assuming full responsibility for all guest’s conduct and payment of goods or services provided. The sponsor shall also be responsible for proper attire (shirts and shoes required at all times) of all guests. Children under the age of 18 must be accompanied by an adult. 

It is expected that the function space will be cleaned by the host following the function.  A cleaning fee of $100.00 will be assessed when the rental space is not returned to the club in the same state as the beginning of the event.  The Main Deck will provide trashcans to dispose of trash.  Trash cans must be emptied into the dumpster on site at the conclusion of the event. No food may be left in the Main Deck after the event.  Tables and chairs must be cleaned and free of debris.  All linens and decorations must be removed.  Groups will have one hour after the contracted event end time for the rental space to be cleaned.  If groups exceed this hour, the client will be billed at $150.00 per hour.
Fundraising:

Private organizations desiring to engage in fundraising on board NSA Panama City shall submit the request for fundraiser approval to Commanding Officer of Naval Support Activity Panama City vs the Staff Judge Advocate. 
Food & Beverage Policies:

Food provided by a catering company must be authorized by the Main Deck no later than 10 days in advance of the event. Catering companies must hold and present copies of: a valid and up to date Public Food Service Establishment License (DBPR HR-7007), the required Commercial General Liability insurance, and Food Safety Course documentation. Due to Food Safety Regulations, the Main Deck cannot allow the caterer/host  to give out any leftovers to be taken home with the guests. No To Go BOXES will be allowed. The caterer/host must remove or discard all leftover food.   Raw seafood to include (but not limited to) oysters, sushi, meats, etc are not permitted to be brought into or consumed at any event held at the Main Deck.  Special approval for “Pot Luck” or self-prepared events must be obtained by MWR in advance. These events are subject to Branch Medical review and/or inspection. If an outside caterer is used, the Main Deck will not provide any utensils, plates, dinnerware, sterno, napkins, pans, disposables, or other items.  These items are the responsibility of the caterer/host. If an outside caterer is used, the host will not be able to secure any food items from the Main Deck. If the Main Deck is used for catering purposes, no outside catering is allowed.
The Main Deck will assign staging areas for caterers to use prior to and during an event.  These staging areas are provided at the Main Deck’s discretion. Vendors will not have access to any cooking equipment or ice.  All vendors must be self-sufficient.  At the conclusion of an event, caterers must dispose of trash in the dumpster on site. Catering companies are responsible for cleaning the function/staging areas. (Cont.)
All beverages, alcoholic and non-alcoholic must be furnished and purchased through the Main Deck.  A bar set-up fee may be assessed if additional support is required.  Bars can be set up as a no-host cash bar, or as a hosted bar.  Please discuss available beverage options with the Manager.  A service charge of 15% will be assessed on all beverages consumed for host bars.  For cash bars, a tip jar will be provided.  Bartenders will I.D. to ensure there is no underage consumption of alcohol. Please advise your guest to have their I.D. available.
Base Access:
Base regulations require that the event sponsor obtain a complete list of all guests and vendors associated with any event that is to be held at the Main Deck.  The Main Deck is NOT responsible for delivering the guest list to the Pass and ID Building.  An alphabetized list with first, middle and last names along with birthdates must be turned into Security 5 days prior to the event.  The base access list must state that the event is being held at the Main Deck, the date and time of the event.  Please state at the bottom of the list that all guests are US citizens (must be US citizen to attain base access).  The sponsors’ name must be on the list with an asterisk by the name.  This person is the person accepting responsibility for people attending the event at the Main Deck.  All drivers will need a driver’s license, proof of insurance, and registration.  Do not forget to add the names of all your vendors- including Caterer, DJ, Bakery, Decorator, Planner and/or Photographer.  
I have read and understand the Main Deck Policies.   

​​​​​​​​​​​​​
Client Signature :____________________________________________​​​​______________ Date:____________________

Client Printed Name:________________________________________________________________________________
Banquet Representative Signature :_________________________________________Date:_____________________
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