Harbour Square Club Room Use Application and Agreement
I, ________________________________________, the resident of unit # 


, request to have the Club Room reserved for the following date, hours and purpose:

Date:



 Hours: ________to ________ (Affair must end by 11:00 P.M.)                     
Purpose: ______________________________________________________________________
My daytime phone # is: _________________________ My cell # is: _______________________
Please complete all the following required questions, mark N/A where appropriate:

Number of Guests? (Max 399)*

   

   
Method of Guest Identification:
Number of cars? _____ *(15 cars max.; 1st come 1st served at your expense)   Guest List                        
  

Number of Tables requested? 



   
Invitations
              


Number of Chairs requested? 




      
Personally at door



NOTE:  If a guest list is being used, a copy of the list must be provided to management prior to event.  Also, guest parking must be arranged with the gatehouse prior to the event at your expense. 
Required special furniture arrangements?

   (Please attach sketch before day of event)

Will kitchen be used? 


 (Arrange to pick up key before 5 p.m. on Friday)
Will alcoholic beverages be sold? 



 (Requires DC License)

Name of Licensee? 



  

Name & Phone # of Caterer? 
                                                           



Sound System Requirements?  In House System Only

Will Piano be used? 

  (Arrange to pick up key before 5 p.m. on Friday)
Number of Additional Security Personnel Required at your expense? 




Gatehouse/Parking Attendants at your expense? ______ Door Security at your expense? _______    
Special requirements or arrangements not noted above?






This will be an official function of





, a charitable or public interest organization.  If so, Board of Directors approval is required.
Attached is my check for $ 

       to cover rental fee and the $100 security deposit fee in two (2) separate checks for additional cleanup and other services as determined by Management. 

I have read the House Rules for the use of the Club Room and agree that they will bind my guests, my caterer (if any) and me in every respect.  I understand that I am responsible for the conduct of my guests and caterer (if any) while on Harbour Square property.  I acknowledge that Harbour Square will not provide any supervision of caterers or persons serving alcoholic beverages.
To the maximum extent permitted by the Harbour Square Owners, Inc. Cooperative Ownership Contract and Bylaws, and District of Columbia law, I agree to defend, indemnify and hold harmless Harbour Square Owners, Inc. and its officers, directors, employees, and agents (including Harbour Square’s management company and its principals and employees) from and against all liability, claims (including claims for personal injury, death, and property damage), damages, losses, suits, administrative actions by the District of Columbia government, defense costs and expenses, including but not limited to attorneys' fees and expert witness fees, arising out of or resulting from my and my guests’ use of the Club Room.  The scope of this indemnification shall include all attorneys fees incurred in the enforcement of the same.
Signature: 






 Date: 





Management Approval

Approved 


 Disapproved 


 Date: 





Management Signature 











(Board of Directors charitable or public interest organization or appeal response.)

Approved 


 Disapproved 


 Date: 





Clubroom Inspection by: ___________________________  Date: __________________

Condition of Clubroom:   Left Clean  Yes/  No  
Additional Cleaning Required:  Yes/  No

Additional Cleaning Cost: ______________________   (Additional information on back) 

*1 added Gatehouse Receptionist with 50+ guests; 1 Security Officer with each 100+ guests.

* We suggest alternative means of transportation since parking is limited. 

Note: A copy of the Club Room rules & fee schedule are attached.
Revised 8/06
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Use of the Club Room for special functions is governed by these Rules.  The term “user” refers to the individual or Harbour Square group reserving or using the Club Room.  Applications for Club Room Reservation forms are available in the Management Office.  Applications must be approved by General Manager, who is responsible for monitoring Club Room use.  Board approval is required for use by charitable or public interest groups.  Fees for use of the Club Room are set by the size of the group using the facility. The current fee schedule including additional fees for Reception, Security or Housekeeping services is available in the Management Office.  (See Paragraph 16 below.)

General rules for use of the Club Room

1.
Priority will be given to the following in the order listed:

a. Official functions of Harbour Square Owners, Inc.

b.
Standing reservations for Harbour Square Committee activities

c.
Reservations by Harbour Square residents for private functions or official functions of recognized charitable or public interest organizations.

2.
Should more than one request to use the Club Room on the same date be received, the request received earliest will be honored.  However, a guaranteed right to exclusive routine, continuing use at any specific time or day will not be given to any single group or activity.

3.
If it is necessary to cancel use of the Club Room by a Committee-sponsored activity that has been given Club Room use on a regular basis, the General Manager is responsible for notifying the Committee or group as soon as possible.

4.
Club Room activities must end by 11:00 P.M., except when other arrangements requested in the Application for Club Room Reservation have been approved.

5.
Club Room users must comply with all District of Columbia fire regulations, including, but not limited to, the following:

a.
Furniture, rugs or other articles must not be placed in the corridors around the Club Room or adjacent to any fire exit.

b. Club Room capacity is limited to 399 individuals.

6.
Club Room users are responsible for the conduct of their guests and caterer (if any) while on Harbour Square property.

a.
Club Room users are responsible for ensuring that order is maintained and that other residents are not disturbed.

b.
Loud music or other noise that disturbs residents is prohibited.

c.
Smoking is prohibited in the Club Room.

d.
Harbour Square will not provide any supervision of caterers or persons serving alcoholic beverages.

7.

Club Room users are responsible for any damage to buildings, grounds, furnishings or equipment resulting from Club Room use as assessed by the General Manager.

8.
Rented party equipment may not be removed after 11 P.M. or before 7 A.M, but must be removed by the close of the next business day.

Private Functions

A resident may reserve the Club Room for private functions by submitting the Club Room Use Application and Agreement form available at the Management Office. 

9.
The user must be present from the beginning to the end of the function which the user has scheduled.

10.
Unless the use has been approved for a charitable or public interest function described below:

a.
The user must personally invite all guests attending the function.

b.
No charge or contribution of any kind may be accepted for food, beverages, admission, or any other purpose.

c.
The function may not be advertised in any way.

11.
A user must be the bona-fide host of any function for which the Club Room has been reserved.  Reserving the Club Room on behalf of another person or group is prohibited.

12.
A user must inform the General Manager of the number of guests expected and provide a list or some other means of identifying them.

13.
Users of the Club Room will be allowed no more than fifteen guest parking spaces.

a.
The user should advise the General Manager, on the application form, if parking spaces are to be allocated on other than a first-come basis.

b.
The applicant must indicate at the time of application who will pay for parking and if there are any special needs for handicapped parking spaces.
14.
A schedule of fees for the use and clean up of the Club Room is available in the Management Office.

a.
The fee for use must be paid before the application is approved.

b.
A refundable clean-up deposit will be collected at the time of application.

c.
Any additional fees for clean-up or damage will be billed to the user.

15.

The General Manager will inform the user of fees in advance and bill for Receptionists, Security Officers or Housekeeping as required.

a.
For parties of more than fifty guests, the user must pay for at least one extra Receptionist.

b.
For parties of more than one hundred guests, the user must pay for the services of a Harbour Square Security Officer and an additional Security Officer for each additional one hundred guests or major fraction thereof.

c.
If additional Housekeeping services are required over the deposit, the user will be billed.

16.
In addition to any and all other legal remedies available, violation of these rules or any other misuse of the Club Room resulting in damage or undue disturbance will be considered by the Board of Directors as grounds for depriving the user of the privilege of using the Club Room in the future.

Charitable or Public Interest Functions

A resident may apply to reserve the Club Room for an official function of a recognized charitable or public interest organization at which admission fees may be charged or contributions solicited.  In addition to all of the preceding paragraphs contained in this Rule, the following provisions will also apply:

17.
Evidence must be presented at the time of application concerning the structure of the organization and the use that will be made of the monies collected.

18.
The Board will not approve the use of the Club Room for fund-raising activities on behalf of an individual or partisan political organization. 

19.
If alcoholic beverages are to be sold, the seller must obtain a liquor license from the D.C. Government.  Information on the D.C. Alcoholic Beverage Control Act is available in the Management Office.

CLUB ROOM RENTAL FEES

Number of Guest

1 - 50

   51 – 150

Over 150
Friday – Sunday 

$175.00
  $300.00

$400.00
Monday – Thursday

$  50.00
  $150.00

$200.00

· Security Deposit Fee: 
$100

· Additional Housekeeping Services: 
$20 plus $20 per hour
· Receptionist and Security Services required with 51 or more guest: $25/ hour each, 
· includes  ½ hr. before and ½ hr. after the affair

· Security Fees: $25.00 per hour with a minimum of 4 hours


































