Rules for Use of the Red Bank Woman’s Club House


ANTHONY B. RECKLESS ESTATE

1. Use Terms – The club’s insurance policy on the house allows the club to make the building available to members for parties and special events; it does not allow the club to "rent" to the general public.
2. Use Eligibility - To continue to allow the house to be used as it has in the past, the person who is hosting the event must be a club member. To facilitate this, several types of membership are available: Full Member (annual dues $40) and Individual Associate (annual dues $25). 

3.  Fees - The Club does not formally charge a "fee" for the use of the house. Rather, a suitable donation to the Anthony Reckless Preservation Fund is expected in return for use of the house.  The House Event Coordinator can provide guidance on the donation amount.  Exception to the “members only rule” is made for non-profit organizations that use the house for regular or special meetings when a $25 per use donation is expected.  Additionally, the Club, at the Board’s discretion, may donate the use of the house to a non-profit for a one time special event. 
4. Use Rules -  A member must be the primary house user.  New members must wait at least 30 days before they can apply to use the house. Membership is open to all:  Full Membership - $40 per year or Individual Associate Member - $25 per year. New members must complete a membership application prior to the event. 

· A refundable per-event check deposit of $200 is requested for use by the club to cover any repairs or clean-up required as a result of an event.
· The member, who uses the house for a special event, needs to provide the Building Committee with a Certificate of Insurance naming The Woman’s Club of Red Bank as an Additional Insured and covering $1,000,000 liability for that event. This is easily obtained through an individual's homeowners or renter’s policy or possibly from the caterer.
· A Request to Use the House Form must be completed and submitted to the Building Committee at least 2 weeks before the event. The form describes the event:  date, time, host member name, address, phone number, driver’s license #, number of guests, name of caterer used, intention to serve alcohol, liability insurance company & policy #, etc.  
· A file containing the Certificates of Insurance and the Request to Use the House Form will be maintained by the Building Committee. This file is needed for several reasons:

1). The club’s insurance company may ask to review it periodically to adjust our insurance premium.

2). The club needs to capture information about any new members. 

3). The club needs to maintain a record of when the house was used; which member used it; a copy of the member's Driver's License ( or other suitable id); purpose of the event; how many people attended;  the donation made for the event. This is to document the use and give us a record - in the event of any unforeseen incidents or, heaven forbid, a liability suit. 

· The house can accommodate up to 80 people on the main level. It has 1 restroom on the main level. 

· The member can use a catering service of their choice or provide their own refreshments.  The kitchen has a stove (with 4 burners and an oven), refrigerator and microwave.  The stove may be used for warming of food only and should not be used for meal preparation.  The contents of the refrigerator are the property of the club.  The refrigerator is periodically cleaned and contents discarded.
· The member is expected to provide table linens, dishes, glasses and flatware.  
· If alcohol is to be consumed, a Host Liquor Liability Rider will be needed with the Certificate of Insurance.  Possibly, it can be obtained from a caterer. 

· Limited parking is available for evening and weekend events. 

· At the end of the event, the house is to be cleaned, all dishes washed and put away, leftover food removed, floors mopped and trash removed.  
· A “house manager” must be named for each event.  This individual opens and closes the house and is responsible for ensuring that the house is left in good condition. This person will also notify the appropriate club officer if there is an unforeseen incident or a repair issue.  A list of club officers and other important phone numbers will be posted in the kitchen. This service can be provided for a fee from the House Event Coordinator.
5.  Help Us -  Near the front door is a visitor’s register.  Please ask your guest to sign this log.  We need this information for annual reports and for grant applications.
WOMAN’S CLUB OF RED BANK

OFFICERS AND COMMITTEE HEADS - 2004-2006

	Position
	Name
	Phone Number

	President 


	Christina Hardman
	732-741-2525

	Vice President, Membership & 

Members Interests, Program
	Jayne Gasser
	732-872-7574

	Vice President
	Marianne Murphy
	732-493-9177

	Treasurer
	Ellen Davis
	732-345-9114

	Recording Secretary
	Mary Gilligan
	732-747-5593

	Corresponding Secretary
	
	

	Community Services Committee
	Ellen Korpar
	732-918-1120

	Building Committee
	Mary Gilligan

Christina Hardman

Joanne Richardson

Ellen Davis
	732-747-5593

732-741-2525

732-741-5208

732-345-9114

	House Committee

             Event Coordinator

Maintenance
	Ellen Davis

Joanne Richardson
	732-345-9114

732-741-5208


Other Important Names and Phone Numbers

	Position
	Name
	Phone Number

	Police
	
	911

	Fire Department
	
	911

	Fire Alarm Company
	
	732-530-3272

	Plumber
	Keegan & Ross
	732-571-3130

	Electrician
	
	

	Monmouth Maintenance
	Ray Smith
	732-747-1000
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