Friends Community Center



Adjacent to the SOMC LIFE Center and connected by the atrium is the

Friends Community Center, an 8600 sq. ft. facility with a platform and state- 1. Nature of the event must be consistent with alcohol policy. Hard liquor is NEVER allowed on

of-the-art audiovisual equipment installed in each of three connecting rooms. A permanently- the image, mission and values of Southern Ohio premises and any form of alcoholic beverage

. - . . L Medical Center. SOMC reserves the right to refuse cannot be carried in to the facility. A $20 per hour

installed dance floor is in the room which houses the platform. A licensed commercial kitchen . .

) ) ) ] . ) use of the Friends Center. charge will be assessed to the renter to pay for an

is available for use as well as 500 place settings of china, glassware, and silverware. Serving SOMC Security Officer who must be on premises

plates, coffee servers, chafing racks, etc. are also available for use to persons using the facility. 2. Nosmoking is allowed on SOMC property, when alcohol is served. Beer,wine and champagne
including the Friends Community Center, Atrium, only can be served.

A piano is available for entertainment purposes. The piano is located LIFE Center, restrooms or parking area.

. Deposit and leted contractis d ithi
behind the platform and can only be used in Room A. ? postt and compreted comtract s aue witain

3. Nofood or beverages will be permitted outside of 10 days of receipt in order to confirm tentative
Rooms A, B,and C without permission from the reservation.
The Friends’ Community Center is the perfect place for all of your gathering needs. From Friends’ office. Example: a buffet may be placed in
business meetings to weddings, we have everything to make your event memorable. the hallway with advance notice. 10. Noone is allowed in the pool area or LIFE Center
while renting Friends’ Community Center. Your
4. NORED COLORED BEVERAGES will be permitted space is confined to the room you have rented,
in the meeting rooms or hallway. Specifically hallway, coat rack area, atrium, and restrooms.

anything with red dye number 3.
1. Repair of any damage done to the facility is the

5. Nothing can be placed on walls or doors or any responsibility of the renter and will be completed
part of the facility with any type of tape, staples, or by Friends and billed to the renter.
nails. “Tacky” may be used on walls; items can be
) ) , ) secured to the cork in each room with push pins. 12. In the event there is an interruption in electrical
Consider the Friends’ Community Center for: service, or an emergency such as fire, all patrons
6. Candles, lanterns, or any type of open flame may of the Friends Center may be required by SOMC
professional meetings not be used outside the premises. Votive candles, personnel or official emergency responders (i.e.
fundraising events floating candles, and tapers are acceptable inside local fire department), to evacuate the building.

. the building. Tapers must be placed on a plate Any such required evacuation is to be done
weddings or holder so that candle drippings do not touch immediately. This evacuation will last until the
athletic, academic, and music banquets table linens. Candles may not be placed on paper emergency situation is rectified as determined by
in-service education meetings tablecloths. responding SOMC personnel or official emergency
reunions responders. If the situation last more than an hour
proms 7. Each meeting room can only accommodate up your bill may be adjusted.

to 200 people; 200 to 400 people in attendance
you must schedule two meeting rooms; over 400 13. Damage to table linens from candle wax, stains, or
people you must schedule three meeting rooms burns will be charged at the following rate:
. and will be charged accordingly. If you are renting
Contact Information: Friends of Room A and you are using the dance floor for Round table cloth | $35
s dancing and not table placement, only 140 people
Sout.llern Ohlo will fit comfortably in the room. Recta.ngulartablecloth | %25
| Medical Center Napln | 58
schackaj@somc.org 356-6160 8. Asageneral rule,alcohol is not permitted. If Table skirt | $120

lavendej@somc.org 356-7101 Very Good things are happening here you plan to serve alcohol, inquire about detailed Vinyl tablecloth | $42



Southern Ohio Medical Center NUMBER: OW - 01.1
MANUAL SECTION: ADMINISTRATIVE POLICIES

POLICY/PROCEDURE EFFECTIVE: 2005

SUPERSEDES: 2002

DEVELOPED BY: RISK MANAGEMENT

DISTRIBUTION: ORGANIZATION-WIDE MANUAL

APPROVED BY: RISK MANAGEMENT COMMITTEE
ALCOHOL POLICY DATE: 5/2005

Serving alcoholic beverages at the Friends Community Center is
not a regular activity. When alcoholic beverages are served in the building,
it is in an atmosphere of moderation, and in accordance with the procedures
outlined by the Friends of SOMC Management and the SOMC Administration.

A.The following guidelines are to be followed when alcoholic
beverages are served in the Friends Community Center.

1. Only beer, wine and champagne may be served in the Friends Community Center.

2. When beer, wine or champagne is served at a public event, or sold
at a public event, there must be a license available and present. It is
furthermore the renter’s responsibility to obtain said license.

3. The use of alcohol will be confined to a particular room,
as determined by the Friends Management.

4. Asurcharge of $20.00 per hour will be added to the room rate to cover the
cost of an SOMC security officer in and around the building during the times
alcohol is being served. Friends will notify Security of the date & time of the
event at which alcohol is being served. Security officers are responsible for the
protection and safety of patrons of the Friends Center and SOMC property.

5. No carry-in alcoholic beverages are permitted.

6. Signs are to be posted on doors leading into the hallways indicating
food and beverages are not permitted outside the area.

7. Ahold-harmless clause will be included in the rental agreement (of any party wishing
to serve alcohol on the premises) will alleviate SOMC, Friends of SOMC, or its officers
from any liability associated from serving or consumption of alcoholic beverages.

8. Friends Management, SOMC Administration, or SOMC Security reserves
the right to limit the quantity of beer & wine being served.

9. Thelaw as it related to the consumption of alcohol by persons under the age of 21 will
be followed. Use of the facilities constitutes a specific agreement that no one under
the age of 21 will be permitted to consume alcoholic beverages on SOMC property.

10. Anyone in violation of the oalcohol policy or whose conduct is considered inappropriate
is subject to removal from the Friends Center at the discretion of Security.

B. All persons utilizing the Friends of Southern Medical Center Community
Center will follow the policy.

Driving Directions

Friends Community Center
SOMC South Campus
1202 18th Street, Portsmouth

If you are coming south on US 23, turn
left onto Kinneys Lane (if you are coming
north on US 23, turn right onto

Kinneys Lane). Travel one block on
Kinneys Lane, turn right onto Waller
Street and left on 18th Street. The
Friends Community Center is on the
right adjacent to the LIFE Center, with
convenient parking also on the right,
east of the building.

If you are coming on US 52, turn on US
23 North, turn right on Kinneys Lane
and follow the directions above.
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ABC 400 PEOPLE

Banquet with Band
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Attached you will find a variety of floor plans from which to choose. If there is not a floor plan
that meets your needs, please provide a sketch of the way that you would like for the room
to be set up, using the number of tables indicated on your Space Reservation Form.
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One Room 100 PEOPLE Class Room 1 120 PEOPLE
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Power Point
Guest Book
— XXX XXX XXX XXX XXX XXX
* X K X _
+ + + +
x x N xOx
+ % Y\ + %
S O X
% x + A % X XXX XXX XXX XXX XXX XXX
Nt X Nt
O O%
+ + + +
X K X K
Pictures
XXX XXX XXX XXX XXX XXX
Cake Table XXX XXX XXX XXX XXX XXX
* X * X
+ + + +
O% O
+—" r X +—"
X % . + X % XXX XXX XXX XXX XXX XXX
% X . x * X
+ + + + + +
O% s Ok
+ A + A
X % X %
XXX XXX XXX XXX XXX XXX
Q XXX XXX XXX X XX
Gift Table
[T ] [T T ] \::f*
Punch Table Food Tables | | Registration




Class Room 1 98 PEOPLE
1Room
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Reservation Form

DATE OF EVENT:

Space Reservation form with deposit due within 10 days of receipt of packet

1. Organizational Status:
() Non-SOMC related () Profit
() Non-Profit (tax-exempt) () Relationship explained below:
() SOMC-related/sponsored

2. Official Name of Organization:

3. Key Representative:

4. Address:

Phone Number: E-Mail:

5. Official Name of Event:

(this will be placed on an informational sign in hallway the day of your event)

Event will be open to:
() public ( ) admission/registration $
( ) employees Estimated number of attendees: =~
() private event or invitation only

Ticket/reservations will be available at the following locations:

6. Facilities Requested:
() RoomA ( )Rooms ABC ( )Stage
() RoomB () Kitchen
() RoomC () Foyer

Reservation Form

7. Date/times needed:

Rehearsal/set up date:

Time access to facility is needed:

Time event will begin:

Time event will end:

8. Are food and beverages being served? ( ) yes ( )no

Name of caterer:

Will beer/wine be served? ( ) yes ( )no

By the authorization signatures below, group or individual agrees to and accepts all conditions

as set forth in the Friends of SOMC Policy, a copy of which is hereby acknowledged. Receipt of

the policy on “Use of Alcoholic Beverages” is specifically acknowledged and undersigned hereby
specifically agrees to follow this policy. Any modifications, additions or deletions from this request
must be received by the Friends of SOMC office at least 48 hours prior to the scheduled event.

The undersigned group or individual hereby assumes full responsibility to follow and supervise compliance
with the policies concerning serving alcoholic beverages. By signing this agreement, the undersigned group
or individual agrees to indemnify and save harmless Southern Ohio Medical Center from any and all liability
of any kind arising out of the use of the premises and the serving of alcoholic beverages in the building. It is
understood and agreed that this indemnity shall apply to personal liability and/or property damage, which
may arise as a result of the use of the premises and serving of alcoholic beverages during the event.

In the event ladders are used to hang decorations Southern Ohio Medical Center
shall not be held responsible for any injuries resulting by such actions.

Signature: Title:

Phone: Date Signed:

Amount of Deposit Paid:

SOMC-Related Event Only:

| certify that my department/division will be responsible for obligations incurred by
this event. NOTE: SOMC-related events will not be assessed rent; only reimbursement
for expenses incurred, i.e. linens, food, beverages, excessive clean up.

Cost Center #

Signed:

Vice President, Manager, Director



Reservation Form

Deposit Schedule:
1room: $50 2 rooms: $100 3 rooms: $150

The deposit must be attached to the Space Reservation Form when mailed within 10 days of
receipt of packet to Friends’ Community Center, 1202 18th St., Portsmouth OH 45662

Cancellation Policy:

Deposit will be refunded if reservation is cancelled at least 60 days prior to the scheduled event.

NOTE: 10% discount will be awarded to SOMC employees and volunteers for room rental only.

Room Rental:

There are 3 rooms available for rent. One or as many as three rooms may be rented
at one time, depending on the number of people attending the event.

One Room (A, B,or C) | Minimum 2 hours | $150
S50 for each hour after 2 hours

Two Rooms (A, B or B,C) | Minimum 2 hours | $200
$75 for each hour after 2 hours

Three rooms (A, B,C) | Minimum 4 hours | $500
S100 for each hour after 4 hours

For events of 1-120, one room is adequate 120-250, minimum of 2 rooms must be used ; for groups of 300
or more all three rooms must be used. The number of people that will fit comfortably in a room varies
with the number of food tables, gift tables, whether the screen is down and power point is used, etc.
When booking Room A, please take into consideration the loss of

space for tables if the dance floor is used for dancing.

Kitchen Rental:
$30/hour

Note: If only warming of food and refrigeration is required, i.e., food
has been cooked off-site, charge will be waived.

Reservation Form

Equipment Needed:

Tables - please write the number beside each category

() Cardtables (seat 4) 30 available
() 6'rectangular tables (seat 6) 45 available
() 60”round tables (seat 8) 12 available
() 72”round tables (seat 10) 30 available

Chairs:

Linen Rental:

Round tablecloth $5.00

Rectangular tablecloth $4.00

Square tablecloth (card table)  $3.00

17’ table skirt $10.00

Napkin (each) $0.40

If linens are not used, vinyl, washable tablecloths will be placed on the round tables and paper on the long tables.

Linens:

Tablecloths: ( )gray () white ( )ivory

Skirts: () white ( )ivory ( )red () forest green
( )royalblue ( )black

Napkins: teal, red, royal blue, gray, white, ivory — some pastel colors available

Dishes: ()yes ( )no

Silverware: ()yes ()no

Rental charge per place setting  $1.00

Note: Not all caterers have a dishwasher. Be sure to make arrangements for dishes
to be cleaned in the commercial dishwasher. The dishwasher charge is $1.00 per
person in most cases. Please let Friends Center staff know of your need.



Reservation Form

Audio-visual

If you need any A/V equipment you must specify by checking the appropriate box below.

Each room is capable of having an overhead projector and a podium which houses a microphone, a
computer and a DVD/CD/VCR player. The PC is loaded with the standard Microsoft office tools including
Excel, Power Point, Word and Access. Loading additional software is not permitted however within

the podium is an optional laptop hookup if you wish to provide your own laptop. Internet access is
available via each PC and Wireless Internet access is available throughout the entire Friends area.

It is highly recommended that you make arrangements to bring your presentation in
ahead of time to confirm that it is compatible with our equipment/software.

() Microphone

() Wireless (lapel) Microphone

() Hand-held microphone

() Overhead Transparency Projector

( ) PC Presentation

() Internet Access

( ) DVD/CD/VCR

() We will be bringing in our own laptop
()

Rooms tied together for AV presentations: Podium location

If a sound technician is needed or assistance with PowerPoint other
than Monday-Friday, 8 am - 5 pm, a charge will be assessed.

The hourly rate for these services is $40.

9. Name of DJ:

Friends of

Southern Ohio
Medical Center

VerY Good things are happening here




