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2019 Facility Use Request Form: Non-Profit & Scouts 
 

 
 
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 damage deposit of $1,000 applies to a full-service catering event or event with alcohol. The damage deposit for non-
alcohol events with drop-off catering is $500. Damage deposits are refundable no later than 14 days after event, pending 
inspection by Newport Sea Base personnel. 

 

Will you be using Newport Sea Base tables and/or chairs at your event?  (Circle One)        Yes     No 
 

 
    Begin Time (Including Set-Up Time):            End Time (Including Clean Up Time):     

 
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 YOUR CHOICE OF ROOM   * Rooms are booked in 4- or 9-hour time frames. 
 Yacht Room (80 People Max)  4 hours  - $375____ Room Delta incl. kitchen (20 People Max)  4 hours  - $131      

     9 hours  - $675____      9 hours  - $244      
Room Alpha (26 People Max)  4 hours  - $150____ Room Foxtrot (75 People Max)  4 hours  - $300    
    9 hours  - $263____      9 hours  - $450       
Room Bravo (30 People Max)   4 hours  - $150____  Room Golf  (30 People Max)  4 hours  - $150    
    9 hours  - $263____      9 hours  - $263     
Room Charlie (26 People Max)  4 hours  - $150____ Rooms Alpha/Bravo/Charlie (90 PPL Max) 4 hours  - $338      
    9 hours  - $263____      9 hours  - $450         

        
 
PAYMENT METHOD (Check One):   

 

O Cash    O Personal Check    O Visa    O MasterCard       O Discover       O American Express   (Make checks payable to Newport Sea Base.) 
 
Please call the Newport Sea Base office to pay by credit cards 

 
OFFICE USE ONLY: 
Requests:                                                                         Date Requested:                                                                             Initials:  

________________________________________________________________________________________
________________________________________________________________________________________
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     Max: 80 people chairs only  

       

Max: 60 people tables and chairs 
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     Fireplace - 3' 4"x 9' 9"     

            

            

            

            

           28' 5"  

 36' x 30 = 1,080 square feet       

            

            

             

38'            Buffet Table 

             
 

 
 

            

             

Double             

Doors           

            

            

             

             

       Drop Down Screen         

   34' 8"               

             

             

             

   Womens   Mens           

                 

                

                

         Kitchen     

              

 Office        

              

         Sink     
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ROOM RENTAL PAYMENT 
One hundred percent (100%) of the room rental rate is required as initial payment, with signed agreement.  If the event is 
cancelled prior to 14 days before the event date, the Newport Sea Base will issue a refund of 50% of the room payment and the full 
damage deposit amount. If the cancellation is made within 14 days of the event date, the Newport Sea Base will retain all monies 
paid, including room damage deposit. All changes to the contract or cancellations must be in writing (letter or facsimile) and signed 
by the PATRON. At any time if date of event is rescheduled after payment is received, a $75 fee will be applied.  

              Initial_____ 
ADD-ON ACTIVITY PAYMENT 
Deposits are not refundable but can be used on a rescheduled event. If you have fewer guests participate than reservation number 
you must notify us at least 3 business days prior to the event to decrease your total.  If the change is made within 3 days prior to the 
event you will not be refunded.  

              Initial_____ 
FACILITY DAMAGE DEPOSIT  
In addition to the above deposit, a damage deposit ($1,000 for a full-service catering event or event with alcohol; $500 for a non-
alcohol, drop-off catering event) is also required with signed agreement. The 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. 

              Initial_____ 
              
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. Code for padlock: 1937. 

              Initial_____  
 

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 $50.00 per staff person, per hour.  
 

PARKING 
Parking at the Newport Sea Base is limited.  Depending on the time and date of the function, there may be 30 spaces or less 
available. Therefore, carpooling is strongly recommended. There is a loading and unloading zone just inside the main entrance of the 
parking lot; 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. 
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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 and Vaping are 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.  
 
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 Submit Payment to:  
 

Newport Sea Base 
1931 West Coast Highway, Newport Beach, CA 92663 

Phone:  (949) 642-5031 Fax:  (949) 650-5407 
Web Site:  www.newportseabase.org   

 
 

 

 

 

http://www.newportseabase.org/
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Room Rental Activity Add-On Menu 
Activity or Service Time of Session Rate  

Aquatics:    

Canoe Lessons  2 hours $20     Per participant 

Kayak Lessons  2 hours $20     Per participant 

Fishing Lessons  3 hours $40   Per Participant 

Rowing Lessons  2 hours $20    Per participant 

Stand Up Paddle Boarding 
Lessons  

2 hours $20    Per participant 

Sailing:    

Group Sailing  2 hours $150   Per boat (5 max per boat) 

Educational Boat Rides:    

Pontoon Boat Ride & Tour 1 hour $225  Per hour (19 max per boat) 

**All times listed are minimum time requirements** 

 

What to wear & bring:  Waivers and rosters will be your entrance to the activity. All participants must wear CLOSED-TOE SHOES (not 
Crocs) and LIFE JACKETS (provided). Hats, sunscreen, and sunglasses are also highly recommended.  Keep in mind that participants 
are likely to get wet and may even get soaked. Bring a towel and a dry change of clothes to change into after your event.  Avoid 
wearing cotton.  It can get cooler on the water, so you may want to bring a jacket or windbreaker.  Avoid wearing jeans for “soaking” 
events.  Wetsuits are recommended for winter dinghy sailing. We recommend bringing a bottle of water to maintain hydration when 
on the water. For day events, please bring a lunch, we do not have food for sale. 
 
Please make sure that all participating youth and adults have signed waivers to be brought to the Newport Sea Base the day of 
your activity; you will not be admitted to event without your signed waiver! 
 
What to leave at home: any valuables, electronics, etc. The Newport Sea Base is not responsible for lost or stolen personal items. 

 

 


