[image: ]		Historic Independence Woman’s Clubhouse
				340 S Third Street Independence, Oregon
Rental Manager:   Heather Thomas 503-508-3569
Email: gfwcpolk1914@gmail.com
Website: gfwcpolkcounty.org

Rental Policy
	General Information
· Entry: Renters will receive a four-digit code to use on the keypad to enter the building.
· Departure: Renters must clean and depart the facility no later than 11:00 pm (unless permission is given).  To close the building simply strike the name of the lock, Schlage.  The renter must manually lock the back doors. Renters must text the rental manager when the building is secured. 
· Music: Renters are not allowed to play loud music (live or recorded) after 9 pm.
· Cleaning: A complete list of cleaning tasks is located on the wall to the right of the front door.  
· Lighting: Renters must make sure to turn off all inside lights.
· Temperature: The thermostat  is now a ductless system and is currently set at 70 degrees.  We still have a back up system which is gas and it is set at 65 and will only come on if the front door is left open.  Do not try to control either that are set or turn off either as it could cause issues. 
· Facility: Use of this facility includes the interior only.
· Tables and Chairs: Both items may be used as needed.  All tables and chairs must be wiped down after use and stored as found.  All tables should be left up, please do not tear down as they can damage the legs.
· Kitchen: The refrigerator, range and microwave may be used as needed.  Items in the cupboards may not be used unless permission is granted prior to the event.  This includes small appliances, plates and serving dishes.
· Bathroom and Vanity: Toilet paper and paper towels should be replaced as needed.  Surplus may be found in the storage closet.
· Signage: Signs are permitted in the front lawn to indicate a private event.  All signage must be removed from the premises upon completion of the event.
· Decorations: The facility may be decorated as desired for the event.  Non-stick adhesives are required, such as non-residue tape or damage free hanging strips.  Any use of masking tape, or other materials that may permanently scar the walls, floor, ceiling and/or light fixtures are prohibited.  Tacks are okay to use as well.
· Check off sheet:  There is a check off sheet located by the front door, that needs to be completed, signed and dated and put in the middle desk drawer before leaving.
· Exterior Use:  Need to submit request to rental manager on what you will be using the outside for.
· NO OUTSIDE OR INSIDE BOUNCY HOUSES DUE TO LIABILITY ISSUES.








Historic Independence Woman’s Clubhouse
340 S Third Street, Independence, Oregon

· Cleaning
· Renters are required to clean the facility upon conclusion of the event.  A complete list of cleaning tasks is located on the wall to the right of the front door.  Cleaning supplies are located in the cabinet under the kitchen sink.  Highlighted tasks include:
· Kitchen: Wipe all counters, clean out the microwave if needed, and sweep and mop the floor.
· Bathroom: Wipe down the toilet and vanity and sweep and mop the floor.
· Event Hall: Sweep and mop the floor.  Return any items moved during the event to where they were found upon entering the facility.
· Trash and Recycling: All trash and recycling must be removed by the renter.  Trash bags are provided for each event, do not remove any unused trash bags from the premises..
· Complete cleaning form and leave in the middle drawer of the desk.
Alcohol Policy:  Serving alcohol at any event must be approved at the time of the contract signing.  No alcohol is permitted outside of the building.  All bottles and cans must be removed from the premises, including checking outside of the building. 
· Any alcohol must be approved by management and will require an OLCC server who can provide a liability policy.
· Liability Policy: A copy of the liability insurance for the renter, caterer, or OLCC approved server is required for events with alcohol being served, even beer & wine.  
Fees:  
Rental Fee: $300.00 with no alcohol
Rental Fee: $400 for any alcohol event, must be catered with OLCC server.
Weddings:  The cost is $600 for all wedding events as we allow 2 days, set up and the day of the event. The cost is $700 if alcohol will be served. Must have liability insurance for all wedding events.
Celebration of Life Events:  Cost is $100
Upon approval of your rental agreement a copy of your ID is required as well as a one day liability policy on any alcohol related events. The ID must be the person who signs the contract. Front and back of driver’s license or id card will suffice.

Payment:
· Payment on line: https://independence-womans-club-building-rental.cheddarup.com
· Payment can be in person or on line, a minimal down payment of $150 is required to hold the date and must be paid when contract sent.
· Payment: Rental fees must be paid in full a minimum of 2 weeks prior to the event date.  The payment may be made in person by check or cash or paid online using Visa, MasterCard or Discover.  You can also send the application and check to our address made out to WOMAN’S CLUB OF INDEPENDENCE, OR, PO Box 392, Independence, OR 97351 as long as you have it okayed by the rental manager. Upon Cancellation the Club retains 50% of the rental cost.
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Rental Application
Event Information:
	Event Date:  (mm/dd/yy) _________________________________________________
Type of Event: Mark One
· Wedding Shower
· Wedding/Reception
· Birthday Party
· Retirement Party
· Celebration of Life
· Educational Training/Workshop
· Other: __________________



Will Alcohol Be Served: Mark One
· Yes 
· No

Renter Information:
	Name: ____________________________________________________

	Address:___________________________City_____________Zip_____

	Phone Number: ________________________________________________

	Email: ______________________________________________________
	
How did you hear about the Historic Independence Woman’s Clubhouse: 
· Previously Rented
· Facebook
· Website
· MI Chamber
· Referral
· Other: ________________________________________

I would like to support the Renovation Fund.
· Yes    
· No

If yes the amount that you would like to donate.

· $50
· $25
· Other __________________________________
· All Renovation Fund Donations are used for maintaining and updating the Clubhouse.  
· A receipt for all donations will be emailed for your tax donation as we are a 501 ©3 Organization.
Thank You for your donation!
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