Policies & Procedures Updates



Revision of Policies and Procedures

Presenting revisions to our standard Policies and Operating procedures to
ensure continuous progress and promote and provide a unparalleled
experience for all Marina Event Center Guest.

Revisions to include:

- Hours of Operations/Tours Complimentary Events
Gulfstream cancellations
Vendors/Rentals

Early Set-Up Fee

- Holiday Rentals

- Special Event Requests

- Payment Process

- Cleaning and Damage Deposits Smoking Policy



Hours of Operations Proposed Revisions

Revised Hours

iv. OFFICE HOURS, ADDRESS, AND CONTACT e 8:00am-6:00pm
INFORMATION | | e Tour/Appointment Hours
The Event Center rental office is open Monday through Friday _ _
8:30am-5:30pm
from 8:00 a.m. to 6:00 p.m,

Our extended hours allows
for:

e Early appointments/tours
e Late appointments/tours
 Walk-in assistance



Holiday Rentals Proposed Revisions

vi. RENTAL HOURS
The ballroom, meeting rooms, terrace, and park are available for
rent Monday through Saturday from 7:00 a.m. to 12:00 a.m. and
Sunday from 7:00 a.m. to 11:00 p.m. These times are inclusive
of the set-up and breakdown hours. The Applicant (Customer)
only has access to the rented rooms and/or areas for the times
and dates as outlined in their approved contract.

The ballroom and terraces are available to rent 365 days a year,
but are subject to black-out dates. Current Black-Out Dates are:
Thanksgiving Day, Christmas Day and New Year’s Day.
(Subject to change).

*New Year’s Eve is available for rent from 7 a.m.-2 a.m.

Holiday Rates will apply to:

Martin Luther King Day/Weekend, Easter Day/Weekend, 4" of
July Day/Weekend, Labor Day/Weekend, Thanksgiving
Eve/Weekend, Christmas Eve/Weekend and New Year’s Eve/
Weekend (Subject to change).

The Black-out days at the Marina Event
Center are:

e Thanksgiving Day

e Christmas Day

e New Years Day

Holiday Rates will apply to the following:

e Martin Luther King (MLK)
day/weekend

e Easter day/weekend

e Memorial Day/weekend

e 4% of July day/ weekend

e Labor Day/weekend

e Thanksgiving Eve/ Weekend

e Christmas Eve/ Weekend

* New Years Eve/Weekend



Special Event Requests Proposed Revisions

vii. RESERVATIONS
Applications will be accepted for specific dates and times. The
time requested must include all set-up and clean-up time.
Applications must be submitted at least thirty (30) days in
advance for events not requiring a Special Event Permit (SEP).

An event requiring a SEP, meets the criteria of a Public Event.
A Public Event is any event, charging admission, selling food,
alcoholic or non-alcoholic beverages, with a capacity of 151
persons or more. Marina Event Center Staff reserves the right
to deem any event a Special Event based on application criteria.

Special Event requests will be accepted from May 1-July 1% of
each year. If an application is submitted after this deadline, it
will be reviewed on a first come, first serve basis.

This deadline provides:

First right of refusal for weekend
dates

Master calendar organization for
Special Events

Adding the description of what a
Special Event is



Reservation Deposit Proposed Revisions

Proposed Revisions:

Acceptance of Business Checks
Cleaning/Damage Deposits paid by
cashier checks or money orders
Reservation Deposit of 25%
required to secure event



Cleaning/ Damage Deposit Proposed Revisions




Complimentary Events Proposed Revisions
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Use of the Event Center

The City Council/CRA Board of Commissioners may reserve
the Event Center for complimentary Public Events to be
attended primarily by the community, four (4) times, per
elected official, per fiscal year. Reservations will be made after
a Rental Agreement has been submitted per our standard
policies. Peak rental dates will be considered based on the
needs of the business.

City of Riviera Beach Complimentary Use of the Event
Center

The City of Riviera Beach and all departments therein; will be
granted twelve (12) complimentary events, per fiscal year. All
complimentary events must be used for public benefit.
Reservations will be made after a Rental Agreement has been
submitted per our standard policies. Peak rental dates will be
considered based on the needs of the business.

Proposed Revisions:

Peak rental dates to be
considered based on priority of
the clients we have

Increase of complimentary
events for City of Riviera Beach
Departments. Dates will be
approved on a first come first
serve basis.



Gulfstream Terrace Cancellations Proposed Revisions




Vendors/ Rentals Proposed Revisions

Catering/Décor and Rental Items

All rental event production elements must be coordinated
through a Marina Village Event Center approved vendor at the
applicant’s expense. The Marina Village Event Center provides
a pre-approved list of authorized caterers and Event Specialist
within the event packet and on our websites “Ideal Vendors™

page.

Proposed Revisions:
» Hospitality industry focused venue options
e Marina Village Rental items



Early Set-up Proposed Revisions

All load in/load-out is to be done during the hours rented.
Each additional hour over the contracted time will be charged
accordingly. An early set-up fee of $250.00 will be assessed
for any clients wishing to come in 1 hour before the permitted
time. Any extra hours requested will be an additional $150.00
per hour when deemed necessary by ECM.

Proposed Revisions:

e Adding an early set-up fee to any requests made after
the 30 day deadline to assist with the proper scheduling
for ambassador staff



Smoking Policy Proposed Revisions

xxxii. SMOKING

In compliance with the “Florida Clean Indoor Act” Chapter
386.201FS, the City of Riviera Beach does not permit
smoking within City owned and operated buildings.
Therefore, the City of Riviera Beach will not permit smoking
inside the RBMEC. Smoking and the use of hookah machinery
in Bicentennial Park and the Promenade is permissible with
prior notice and lounge area approval by ECM.

Proposed Revisions:
e Allowing for hookah lounges to be implemented and
located throughout special events






