Clubhouse rules
Association Functions- 

This would be for events such as pot luck suppers, holiday parties, sporting event parties etc. The reservation request is to be made with Debbie Gaulitz at Sterling Services, 508-686-5201, only by a member of the Clubhouse Committee. If the date is available, then the reservation is confirmed. A notation will be made on the calendar posted in the mailroom, and an e-mail will be sent to all residents. 

Private Functions- 

· Reservation request to be made with Debbie Gaulitz at Sterling Services, 508-686-5201, and, if there is no conflict, management will reserve and hold it. Within seven days, management will need to receive from the applicant the reservation form and liquor liability form, if needed. If a caterer is to be hired, a copy of their insurance must be included. The application will then be forwarded to a Trustee for a speedy response. 

· IF ALL OF THE ABOVE ITEMS ARE NOT RECEIVED WITHIN SEVEN DAYS PRIOR TO SCHEDULED EVENT, THEN THE DATE WILL NO LONGER BE RESERVED. 

· A RESERVATION APPLICATION FORM must be filled out, and returned to the management office, (Sterling Services, Inc.). The security fee as described below must accompany the application. Submittals must be made no later than one (1) month in advance, so as to allow time for consideration and approval by the Board of Trustees. 

· Applications will only be considered from unit owners. The Activity Area is not intended for use by the general public. The UNIT OWNER whose application is accepted MUST BE IN ATTENDANCE in the Activities Area at all times during the function. 

· The Trustees reserve the right to determine, on a case-by-case basis whether the requested use is consistent with the Activity Area’s intended uses. 

· The unit owner reserving this area is responsible for any property damage that occurs in the ACTIVITY AREA during their function. 

· If the intended use of the ACTIVITY AREA will include the consumption of alcoholic beverages, then the applicant must also provide evidence of the Host Liquor Liability Insurance coverage. PLEASE NOTE THAT THE SALE OF ALCOHOLIC BEVERAGES IS NOT ALLOWED. 

· If the intended use of the ACTIVITY AREA will include the use of a caterer, then a Certificate of Insurance from the caterer evidencing worker’s compensation, general liability, and (if liquor is being served) Primary Host Liquor Liability Insurance coverage is also required. 

· If other party personnel/entertainers are to be utilized and present at the function, then they must also present a certificate of Insurance evidencing worker’s compensation and general liability insurance coverage. 

· The Clubhouse parking lot provides spaces for 25 vehicles. If more vehicles are anticipated, the Trustees may require the hiring, at the applicants expense, of a security guard to direct traffic, oversee parking or for general assistance. Estimate both the number of invited guests and expected cars. If in excess of 25 cars, please contact the Trustee for private parking arrangements. To identify for guests’ areas of “No Parking” use the signs stored in the downstairs office at the Club House, contact trustee responsible for the Club House for guidance. 
Note: fire lanes must be maintained accessible at all times. 

Use of the Activity Area: 

· The Activity Area may be reserved during the following times: 7AM - Midnight 
· Length of reservation is limited to eight (8) hours. This time period includes the set-up time and the clean-up after the function is over. 

· During the function period, the consumption of food and drink outside the Activity Area is not permitted. Deliveries from outside vendors must be made through the East entrance (not from entrance) to avoid damage and excess traffic to the front entrance. 

· Upon arrival at the clubhouse, the caterer must check in with the reserving unit owner, and all of the caterer’s employees should be prelisted with Carriage Hill Trustees or the Management Company prior to arrival. 

· If other party personnel/entertainers are to be utilized, they should be supervised by the reserving unit owner. 

· In all instances, unit owners will be responsible for the conduct of their guests, some cleanup, and control of the event, and the cost of any damages incurred whether to the Activities Area or outside Common Areas. 

NON-EXCLUSIVE USE ~ the reservation of the Activity Area does not mean the entire clubhouse is available for exclusive use. The remainder of the Clubhouse is still available for use by the residents of the Carriage Hill Condominium Complex, including outside recreation areas. For the duration of the private event it is necessary to use a rope marked “Residents Only Please” at the entrance to the lower level of the Club House. 
The maximum number of guests allowed during reservation in the Clubhouse Activities Area is seventy-five (75). 

DECORATIONS ~ Unit owner may decorate for a function in the Activity Area only. This is allowed with the understanding that no method of attachment of the decorations shall mar, damage, or change the appearance of the Clubhouse in any way. Fireproof materials are mandatory. Please remove all decorations during the post function cleanup. 

The Clubhouse, decks, and outside recreational areas are NON-SMOKING. 

There is no additional charge for the use of fireplace. Artificial logs are not permitted for use in the fireplace.
CLEANUP – The unit owner may clean up the Clubhouse themselves. If they wish to have cleaning services provided, they should prearrange this with the clubhouse committee. However, SOME CLEANUP IS REQUIRED by the end of the reservation time. This includes: 

a) Furniture returned to its original location. Rental furniture folded and stacked at East Exit hallway (East end of Activity Room also may be used if necessary). 

b) Rental dishes rinsed, racked and removed to East Exit hallway. 

c) All food and trash should be removed from the premises. This includes the trash from ALL bathrooms, including downstairs if these had been used during party.
d) Kitchen counters sponged clean. 

e) Please close and lock all doors and windows. Thermostats (3 on the main floor) should be returned to the pre-programmed state – see the framed notes above each thermostat how to do it. Any lowered shades should be returned to the open position. 

f) If the unit owner elects to do the cleaning, this includes, vacuuming all rooms upstairs, cleaning of all tabletops and bar, complete cleanup of kitchen and washing of floor, running of dishwasher if club glasses and utensils are used, removal of all trash (food waste, containers, bottles, etc.). 

NOTE: The above should be completed by 11 AM the following morning. 

Caterers should deliver rental equipment within reservation hours – otherwise equipment is to be stored off-site. Removal of rental equipment needs to be completed by noon the following day (Sunday removal may be waived until Monday AM provided there is adequate storage in the East Exit area). Unit owner is responsible for removal off-site if caterer cannot meet these parameters. 

PRIVATE FUNCTION FEE – Currently the fee is non-refundable $100.00, and $300 refundable upon confirmation by a trustee that the facility is properly cleaned to the original state. Both checks should be sent to Management along with the application form. This fee is subject to change as deemed necessary by the Board of Trustees. 

Miscellaneous  

Claims for property damage and personal injury will be made against the unit owner that reserved the room, the caterer, and insurance carriers as appropriate. In addition to other remedies provided in these rules, the violating unit owner shall be responsible for all costs incurred in enforcing these Activity Area policies, rules including, but not limited to court costs and reasonable attorney’s fees. 

The Board of Trustees reserves the right to amend these Activity Area policies, rules, and restrictions from time to time. The facility should be available for rentals on any day, except for the New Year Eve, Friday evenings and specific dates chosen by the Club House/ Social Committee for the community events. The rules are as follows:  

· The Club House is available for rent, except for the days specifically blocked by the Club House Committee; these days shall be marked on the mailing room calendar and identified on the web calendar of the community web site.

· Any resident wishing to rent the Club House shall send an application as in the existing process to Sterling. An approval will be granted on the first come-first serve approach if applications are submitted before the dead line which will be set 90 days before the planned event. Note: for multiple applications during holiday’s use of the Club House a decision will be made through lottery. 
· In case of multiple applications the preference will be given to those who had not used the Club House before. 

· The facilities must be cleaned for the next day's use by the community. 
The only two events which are off limits for reservations are New Year Eve and Friday nights. These dates stay reserved for the community activities. 

· Carriage Hill clubhouse application reservation form

PRIVATE FUNCTION              NAME____________________ UNIT # _______ DATE_______ 

TELEPHONE _____________ E-MAIL______________________ 

FUNCTION INFORMATION:   DATE_____ TIME______ # OF HOURS ______ #OF GUESTS _______ 

NATURE OF FUNCTION__________________________________ 

WILL YOU HAVE ANY OF THE FOLLOWING? 

Liquor 

_______ 

Food

_______ 

Caterer 
_______ 

Bartender
_______ 

Other Personnel__________________________________________ 

If any of the above applies, you are required to provide copies and evidence of: 

Host Liquor Liability Insurance:_____________________________
Workers Compensation Insurance:__________________________
General Liability Insurance:________________________________
Clean Up: Do Your Own_______ Management to hire___________ 

I have read and agree to the requirements of “Appendix E – Activity Area Reservation” of the Carriage Hill Rules and Regulations which include, but are not limited to, all insurance requirements, providing names of all function personnel, area usage, conduct and cleanup requirements and my responsibilities. 

Signature____________________________ Date__________ 

ACTION OF TRUSTEES: 

APPROVAL _________________________________________
Trustee Signature: ____________________ Date___________
Remarks____________________________________________

 DENIAL ____________________________________________
Trustee Signature ____________________ Date____________
Reason for Denial_____________________________________
ALL ITEMS TO BE SUBMITTED TO MANAGEMENT WITHIN 7 DAYS OR DATE WILL BE RELEASED. PLEASE, DO NOT MAKE PLANS OR ORDER INVITATIONS UNTIL YOUR DATE IS APPROVED BY THE BOARD OF TRUSTEES.
