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MORALE, WELFARE AND RECREATION DEPARTMENT

FLEET ACTIVITIES, YOKOSUKA

PSC 473, Box 60

FPO AP  96349-0060


MWRSOP 17XX.XX
                                           
18 May 09
 

MWR STANDARD OPERATING PROCEDURE (SOP) 17XX.XX
 

Subj:
PROCEDURES FOR CLUB OPERATIONS CATERING SERVICES
 

Ref:
(a) Service Charge Policy Statement
       (b) CFAY Responsible Alcohol Use Policy Statement

 

Encl:
(1) Catering Agreement, Policies and Guidelines 


(2) Conference Packages
 

1.  Purpose.  To establish standard operating procedures for catering services along with consistent guidelines.    

 

2.  Scope.  All authorized patrons located on Fleet Activities, Yokosuka, Japan, including Negishi and Ikego Housing areas.

 

3.  Procedures.  Catering requests and reservations are made through each club individually directly from the patron.  This may be done utilizing the contact information listed on enclosure (1).  Patrons will then sign an agreement form and contract.  Payment is required…
4.  General Guidelines.  The following outlines the guidelines and general information:

    a.  The guidelines are outlined on enclosure (1).  The patron will sign an acknowledgement form, understanding the guidelines, and turn it in to the club’s catering office prior to the event.   
    b.  Eligibility pertains to the following:  active duty and retired military (to include their dependents), reservists, DOD employees, contractors, and community support groups (with Program Manager’s approval).

    c.  The patron must sign the agreement form prior to signing the contract.  All changes must be in writing; no verbal changes will be accepted.  

    d.  Cancellations must be in writing; verbal cancellations are not accepted.  Please see enclosure (1) for stipulations with cancellations.  
    e.  Club rooms will have minimum fees that vary for buffets and catering functions.  Details are outlined on enclosure (1).

    f.  The club reserves the right to move a function to a different room, within the club activity, if changes have been officially requested with increased or decreased numbers that are significantly different from the original reservation request.  This pertains to room suitability.    

    g.  Catering costs to include food, can only be guaranteed 90 days prior to an event.  A 15% service charge will be added to all food and beverage items per reference (a).

5.  Liability Guidelines.  The following outlines the liability guidelines per enclosure (1):

    a.  All functions are designed for a maximum of four (4) hours use, except for full-day conferences or meetings, where eight (8) hours of room usage is permitted. Additional hourly fees will be required for any additional time needs, this must be arranged with the Catering Sales Department prior to the event at which time charges will be contracted.

    b.  Base regulations require the Catering & Conference Center obtain a complete list of all guests and suppliers associated with your event. Three copies of the lists must be provided to the Catering and Conference Office at least seven weekdays prior to your function  

    c.  The club shall not be liable for any damage to, or loss of, equipment, merchandise or articles left in its facilities prior to, during or following the function.  The client will be held responsible for any loss or damage to the building, equipment, decorations, and fixtures belonging to the catering faci1ity caused by the client or client’s guest. Damages will be billed to the client at replacement cost plus labor.

    d.  Food service times are based on the number of guests attending the event and outlined in enclosure (1).
    e.  Split menu selection for sit-down dinner meals may be an option but is limited to two selections and will be charged at the higher of the two, provisions may also include a Vegetarian 

Entrée.  All food and beverage items must be provided exclusively by the club activity, with the exception of ceremonial cakes upon the activity’s approval.

6.  Conference Information.  Conference information, accommodations and options are outlined in enclosures (1) and (2).  This includes the rate of fees, telephone usage and lines, duplications/copies and fax options.  

7.  Beverage Service.  The beverage service adheres to reference (2) and the CNFJ Alcohol Consumption Policy.  Amounts and stipulations are specified in enclosure (1).  
8.  Entertainment.  Entertainment services are available through your sales representative. If you choose to bring in your own entertainment, the club manager needs to be informed. Entertainers must bring all necessary equipment to include: speakers, amplifiers, and microphones.

9.  Reservation and Guarantees.  The reservation and guarantee specifics are set forth in enclosure (1).  Please note that All event reservations are considered tentative until the required deposit has been received. The deposit will vary depending on the event. An initial attendee count must me provided at the time of booking. Final guarantee count cannot be reduced by more than ten percent (10%) of the initial attendee count. It is the responsibility of the client to keep the MWR catering representative appraised of any changes in the attendee count. If no information is received in writing, the initial attendee count will become the final guaranteed attendee count.

10.  Fees, Payments and Deposits.  
a.  Deposits for rooms and occupancy measures will vary but
are outlined in enclosure (1).   
    b.  A deposit must be received within seven (7) days after tentative booking has been made; 75% of contract total three (3) week in advance of event; and contract balance seven (7) days in advance of event. Cash or credit card is the preferred method of payment except for active-duty military personnel. At the same time of final payment, a final guarantee count is required to be provided to your catering representative. Any additional charges incurred for services or food and beverage, which are ordered and provided during the course of the event, become due and payable at the immediate conclusion of the event by cash or

 credit card. Host/Hostess-coordinator must pay for the actual number or the final guaranteed attendee count, whichever is greater.

    c.  A standard service charge, at present 15% will be applied to all selected food, beverage and special service items that are contracted per reference (a).

 

 



JOHN C. KINNAMON
Distribution:
Club Activities
MWR YOKOSUKA

Fleet Activities, Yokosuka, Japan

CATERING AND CONFERENCE CENTER

The following facilities are designated as part of the Catering and Conference Center and may be chosen as a venue for your next party, conference or get- together, call the respective facility of your choice for information or appointment.

* Full Catering           ** Limited Catering
ADM Arleigh A. Burke Officers’ Club *      
Naval Station, Yokosuka, Japan                        

PSC 473 Box 60

FPO AP 96349-0060

Tel 243-5788 / 5030                                            
Fax 0468-21-1510 

Club Alliance (All Hands Club) *
Naval Station, Yokosuka, Japan                        

PSC 473 Box 60

FPO AP 96349-0060

Tel 243-5951 / 3415

Chief Petty Officers Club (CPO) *  

Naval Station, Yokosuka, Japan                        

PSC 473 Box 60

FPO AP 96349-0060

Tel 243-5506 / 2899   

Negishi (All Hands Club) **
Naval Station, Yokosuka, Japan                        

PSC 473 Box 60

FPO AP 96349-0060

Tel 242-4151

Ikego (All Hands Club) **

Naval Station, Yokosuka, Japan                        

PSC 473 Box 60

FPO AP 96349-0060

Tel 246-8075 / 8077

Central Catering Department
Naval Station, Yokosuka, Japan

PSC 473 Box 60

FPO AP 96349-0060

Tel 243-7316 / 1267 

E-mail: charles.kreisman@fe.navy.mil

We are here to serve you and your Catering needs, try us!

MWR YOKOSUKA

Catering Agreement

GENERAL INFORMATION AND GUIDELINES

AGREEMENT

The arrangements on this agreement have been freely entered into between the eligible authorized sponsor and the Catering and Conference Center. Changes may only be made in writing with approval of both parties.

The person executing this agreement expressly represents that he/she is authorized on behalf of the said organization to execute this agreement where the client is an unincorporated association, partnership, social or private group or other legal entity, this agreement shall be binding on such legal entity.

The Catering and Conference Center cannot be held responsible for conditions beyond the control of the center management, which prevent or interfere with performances such as labor disputes, strikes, Government restriction upon travel, weather conditions, transportation, food, beverage or supplies, or other guidelines provide in the catering brochures.

No deviation from the contract will be allowed without prior written approval of both parties.

Please note: This is not a contract. It is an acknowledgement that you have been provided with the above information. It must be signed and returned to the Catering Office prior to your scheduled event.

Organization:___________________________________________________

Point of Contact: _______________________________________Phone_____________

Host/ sponsor: ___________________________________________________________

Sponsor’s Social Security Number: ___________________Rank/Rate_______________

Command Address: _______________________________Date of Event ____________ 

Authorized Signature: ____________________________________Date:_____________

MWR YOKOSUKA

Naval Station, Yokosuka, Japan

Catering Policies

CATERING AND CONFERENCE CENTERS
(See page of Catering Facilities within Conference Center)

The following information is provided to make planning your special event easier in hopes that it will be a memorable event. Initial arrangements may be made in person at the Catering Office or by telephone during regular catering department hours: Monday through Friday, 8 am to 4:30 pm and Saturday by appointment. An eligible patron must make these preliminary arrangements. You will be considered a tentative booking for 14 days only.

It is the responsibility of the eligible patron to contact the Catering Department to confirm. After 14 days the booking is returned to availability.

To confirm a tentative booking, a room deposit must be received and a contract signed by an eligible patron. At that time, we will assign a contract number to your event and an appointment will be made approximately 60 days before your event to review all menu and event details. Another appointment will be made 14 days prior to your event to finalize the room set-up and review completed menus; at this time a 2/3 deposit must be paid based on the final menu and estimated number of guests. Final payment in full must be paid seven workdays prior to your event.

ELIGIBILITY

Active duty and retired military, their dependents, reservists, DOD employees, contractors, and community support groups (with Program Manager’s approval) are eligible patrons of the Catering and Conference Center.

CONTRACTS AND AGREEMENTS

All agreements between the host and the Catering Office must be in writing on the contract. This includes the initial agreements for room, menus, special orders, time frames, etc. The host/sponsor will be responsible for all agreements in the contract. No verbal changes can be guaranteed. Any adjustments to the contract require either a signed and updated contract or initialed changes on the original contract in the Catering Office. Written approval can be accepted via FAX or e-mail (after Catering Office verifies receiving the fax/e-mail, or in person).

CANCELLATION AND REFUND POLICY

All cancellations are not effective until received in writing and acknowledged in writing. facsimiles/e-mails are acceptable. Cancellation of any contract results in forfeiture of the total deposit. Cancellation less than ten (10) days in advance of the event date; total deposit is forfeited and full responsibility for fifty percent (50%) of all contracted food and beverage is due and payable. Cancellation less than three (3) days in advance of the event date; total deposit is forfeited and full responsibility for one hundred percent (100%) of all contracted food and beverage is due and payable

MINIMUMS

Some rooms have food and beverage minimum guarantees. The minimums will be contracted when you finalize your tentative booking.

All buffets listed in this menu have minimum guarantees. If the final count should fall below the minimum for the buffet in advance of the event, the manager will review all appropriate options with the host for a possible change in menu, or an increased price per person.

ROOM SUITABILITY POLICY

The Catering Department reserves the right to move a scheduled event from one room to another if we feel the original room is unsuitable for the expected number of people attending. This would be necessary if the expected number of guests has changed significantly from the number given at the time of the original booking. Prior to taking action regarding a new location for the event, the catering staff will coordinate with the patron regarding the proposed move. 

PRICING POLICY/SERVICE CHARGES

Because of fluctuations in food cost, the Catering Department can only guarantee the list prices for a period of 90 days prior to the scheduled event unless the contract has already been signed. Discounts or reduced rates are not authorized; In particular, reduced liquor prices can not be offered for any private parties. A 15 % service charge will be added to all food and beverage items.

Thank you very much for choosing the Yokosuka MWR Catering Department.  We will do everything in our power to make your function memorable.

TIME RESTRICTIONS

All functions are designed for a maximum of four (4) hours use, except for full-day conferences or meetings, where eight (8) 

hours of room usage is permitted. Additional hourly fees will be required for any additional time needs, this must be arranged with the Catering Sales Department prior to the event at which time charges will be contracted.

SIGNS, DISPLAYS & DECORATIONS/ LOBBY CONCERNS

All signs, displays, banners, exhibits and decorations proposed by the client are subject to the Catering and Conference Centers’ approval. All registration, directional, or advertising signs must be printed in professional manner. The throwing of rice, birdseed, confetti, food or wedding cake is not permitted and will result in a $l00.00 cleanup fee. Tacks, push pins or nails will not he used on any walls in any function room. For your safety, the arranging and moving of furniture and equipment will he accomplished only under the direction of the center personnel. There is no moving of furniture or decorating of the Lobby permitted. There is no smoking allowed anywhere inside the Catering and Conference facility ( Club )

 GUEST LIST INFORMATION (Outside Guests)

Base regulations require the Catering & Conference Center obtain a complete list of all guests and suppliers associated with your event. Three copies of the lists must be provided to the Catering and Conference Office at least seven weekdays prior to your function.

 LIABILITY AND DAMAGE

The Catering and Conference reserves the right to inspect and control all private functions. The Catering and Conference Center shall not be liable for any damage to, or loss of, equipment, merchandise or articles left in its facilities prior to, during or following the function. The client will be held responsible for any loss or damage to the building, equipment, decorations, and fixtures belonging to the catering faci1ity caused by the client or client’s guest. Damages will be billed to the client at replacement cost plus labor.

AUTHORIZED PARTICIPANT USE CLASSIFICATIONS

MWR Facilities within the confines of the region are available only to authorized personnel as classified bellow:

Group Meetings: Civilian organizations sponsored by an authorized Military individual or the event makes a positive contribution to community relations and is of primary interest and benefit to the Navy, as distinguished from accommodating the organization.

Private Parties: The individual executing the event contract ensures all guests of the private party held in MWR facilities are his/her bona fide guests, assuming full responsibility for all guest’s conduct and payment of goods or services provided. Reservations for all civilian organizations must he approved by the Navy Region, Program Manager.

Official or Semi-Official Functions: The individual executing the event contract ensures that the majority of participants are authorized patrons as defined in BUPERS INSTRUCTION 1710.13 Chapter 1 while the other participants are closely’ associated with them.

FOOD SERVICE TIMES

Food service times are based on the number of guests attending the event. Buffets are served for one and half-hours (1.5) from the contracted start time. Depending on attendee numbers, additional buffet time can he added at an additional cost per person. 

Seated and served menus are served, from the contracted service time until all guests have been served.

There will be a $75.00 charge for any delays over 30 minutes from the contracted service time.

FOOD SERVICE OPTIONS

Split menu selection for sit-down dinner meals is limited to two selections and will be charged at the higher of the two, provisions may also include a Vegetarian Entrée. 

All food and beverage items must be provided exclusively by the Catering and Conference Center, with the exception of ceremonial cakes upon the Catering Department’s approval.. Navy regulations prohibit the removal of any leftover food and beverages from the Catering and Conference Center’s premises, without exception.  BUPERINST 17 10,3.
CONFERENCE ACCOMMODAT1ONS
Printed or quoted fees are for an eight (8) hour time span.

Time beyond eight (8) hours must he arranged in advance.

Overtime fees at the rate of $100.00 per hour will be charged for all events extending past eight (8) hours.

Off-site arrangements can easily and professionally be accommodated for an additional fee dependent upon complexity and location.

All fees are charged on a minimum of twenty-five (25) event attendees.

TELEPHONE AND TELEPHONE LINES

Public telephones are conveniently located in all facilities.

Temporary telephone lines can be installed through the Navy Public Works Telecommunication Center by calling contract services.

Incoming messages can he accepted at the facility office.

DUPLICATION AND TRANSMISSIONS

 Copies are available at $.10 per page.

Facsimiles are $1.00 per page sent or received.

BEVERAGE SERVICE

It is responsible for the administration, sale, and service of all alcoholic beverages in accord with Navy Regulations and Japanese Laws. Complete hosted or no-host bar services are available. All liquor, beer and wine must be supplied by MWR and consumed on the premises. Under no circumstance, will minors be allowed to consume alcoholic beverages. MWR reserves the right to discontinue service to individuals obviously inebriated or exhibiting conduct deemed in any way to be socially unacceptable or in diverse accord to US Navy standards. Disregard for the regulation will cause all service to the event to cease. Bar guarantees and labor will still be charged per the event contract. Sponsors are liable for assuring minors do not consume alcoholic beverages. See MWR Catering Bar Regulations regarding celebrations. One (1) gallon of punch serves twenty (20) cups. One (1) bottle of champagne serves eight (8) glasses. One (1) bottle or carafe of wine serves five (5) glasses.

Requested bartenders will be charged at 2-hour minimum. Additional hours requested on the evening of the event will charged at $50.00 per hour. Hosts requesting to bring in specialty Champagne or wines, will be charged a corking fee of $15.00 per bottle plus 15% service charge on regular size bottles.

ENTERTAINMENT

Entertainment services are available through your sales representative. If you choose to bring in your own entertainment, Catering Management needs to be informed. Entertainers must bring all necessary equipment to include: Speakers, Amplifiers, and Microphones.
RESERVATIONS AND GUARANTEES
All event reservations are considered tentative until the required deposit has been received. The deposit will vary depending on the event. An initial attendee count must me provided at the time of booking. Final guarantee count cannot be reduced by more than ten percent (10%) of the initial attendee count. It is the responsibility of the client to keep the MWR catering representative appraised of any changes in the attendee count. If no information is received in writing, the initial attendee count will become the final guaranteed attendee count. The MWR Catering Chef will prepare to accommodate five percent (5%) above the final guaranteed attendee count; persons above this expanded count will be accommodated comparably at the Chef’s choice. At no time will the client be responsible for less than 100% of the actual guest count or the majority of “all participants or authorized patrons of the clubs as defined in BUPERS INSTRUCTIONS 1710.13 Chapter 1 while the other participants are closely associated with them.”

DEPOSIT REQUIREMENTS

Deposits will be as follows:

Small Room 20 to 35 PX $75.00

Medium Room 50 to 75 PX$200.00

Large Room 100 to 250 PX $300.00

A credit ( Deposit )will be reflected from the total bill at end of function.

PAYMENT FOR EVENTS AND SERVICE

A deposit must be received within seven (7) days after tentative booking has been made; 75% of contract total three (3) week in advance of event; and contract balance seven (7) days in advance of event. Cash or credit card is the preferred method of payment except for active-duty military personnel. At the same time of final payment, a final guarantee count is required to be provided to your catering representative. Any additional charges incurred for services or food and beverage, which are ordered and provided during the course of the event, become due and payable at the immediate conclusion of the event by cash or credit card. Host/Hostess-coordinator must pay for the actual number or the final guaranteed attendee count, whichever is greater.
SERVICE CHARGE

A standard service charge, at present 15 % will be applied to all selected food, beverage and special service items that are contracted.

MWR YOKOSUKA

Conference Packages

(Prices are for an eight (8) hour time span. Conferences are 20 persons minimum)
SUCCESS PACKAGE

Room Set up and Breakdown

Basic Audio and Visual Aids

Podium, Microphone and Tear-off Chart of Marker Board Easel

Overhead Projector and Screen, Lap-top / Power Point / WI- FI connectivity 

Complimentary

Coffee, Hot Tea served until noon and Water served all day

Assorted Muffins, Breakfast Pastries,

Assorted Bagels with Cream Cheese served in the morning

Assorted regular and diet sodas served in the afternoon

($11.00 per person per day

EXECUTVE PACKAGE

Room Set up and Breakdown

Basic Audio and Visual Aids

Podium, Microphone and Tear-off Chart Marker Board Easel

Overhead Projector and Screen, Lap-top / Power- Point capability / WI-FI Connectivity

Complimentary:   Coffee, Hot Tea served until noon and Water served all day
Assorted Muffins, Breakfast Pastries,

Assorted Bagels with Cream Cheese served in the morning

Fresh Baked Cookies, assorted regular and diet sodas served in the afternoon 

$12.00 per person, per day

SUPREME PACKAGE

Room Set up and Breakdown

Basic Audio and Visual Aids, Lab-top / Power-Point capability / WI-FI Connectivity

Podium, Microphone, Tear-off Chart of Marker Board Easel

Overhead Projector and Screen

Complimentary

Coffee, Hot Tea served until noon and Water served all day
Fresh Fruit Juice, Sliced Fresh Fruit, assorted Muffins, Breakfast Pastries, assorted Bagels with Cream Cheese served in the morning

Fresh Baked Cookies, assorted regular and diet sodas served in the afternoon 

$14.50 per person per day
MWR YOKOSUKA FOOD & BEVERAGE DEPARTMENT
Naval Station, Yokosuka, Japan

PSC 473 BOX 60, FPO AP 96349

