Four Oaks Homeowners’ Association Clubhouse Use Agreement

Reservation Procedures: Reservations will be taken on a first come first serve basis. Please keep in mind the clubhouse is for small gatherings and the max capacity is 20 people. Please check the calendar to verify the date you are requesting is available. The pool/clubhouse key card each homeowner is given will be your access into the clubhouse. Please give yourself time to set up and clean up before and after your function. Failure to clean the clubhouse properly which necessitates a cleaning by our vendor will result in the cleaning charge being deducted from the deposit check. 
Deposit and Key: If you do not have a pool/clubhouse key card, please contact M Group Management, fouroakshoa@mgroupmanagement.com. Each reservation requires two checks, one for $75.00 damage deposit and one for $75.00 rental fee, which will be CASHED UPON RECEIPT, plus the completed form. Deposits and completed forms must be mailed to M Group Management at least ten (10) working days before the reservation and another resident wishes to reserve the clubhouse, they will have priority per the first come first serve basis procedure. All checks should be made payable to: Four Oaks Homeowners’ Association, Inc. You will be contacted after the form and checks are received to confirm your reservation. Please mail or deliver the attached “Request for Use” form with your two checks to:

M Group Management
509 E National Avenue
Indianapolis Indiana 46227
Eligible Renters: Only Four Oaks homeowners may reserve the clubhouse. He or she is responsible for the actions of any guests and must be present throughout any scheduled activities. Any homeowners who are delinquent in their fees to the Homeowners Association are not eligible to reserve the clubhouse. 
*Please report any damages to the facility and furnishings prior to your event to M Group Management at 317-207-4281. If there are damages discovered after your event, your damage deposit will not be refunded.








Rules

Decorations: Please do not glue, nail or tack anything to the walls or ceilings.
Max Capacity: Please keep in mind the clubhouse is for small gatherings. The max capacity of the clubhouse is 20 people. Party guests at the pool are limited to the party hours.
Noise: Out of respect to the residents, who live near the clubhouse, please monitor party noise levels. Please keep amplified music down and control party noise. Remember, all parties must be concluded and all guests cleared from the clubhouse by the end of pool hours.
Cleaning: Cleaning must be completed before leaving the clubhouse after your function. Failure to clean the clubhouse properly which necessitates a cleaning by our vendor will result in the cleaning charge being deducted from the deposit check. If there is any other damage done it will be at the cost of the homeowner, even if this cost is above the deposit amount.
Deposit Return: Return of deposit is based on compliance with the checklist and rules. Failure to meet either requirement will result in the loss of the $75.00 deposit.
Cancellations: 24 hour notice is required. Failure to provide adequate notice will result in forfeiture of the $75.00 rental fee.
· All Parties and other functions must be concluded by end of pool hours and the clubhouse cleared of guests.
· Grilling or outdoor cooking of any kind is prohibited.
· Please remember to lock all doors behind you when leaving.












Request for use
Four Oaks Clubhouse

I ________________________________________(homeowner’s name) hereby request rental of the Four Oaks Clubhouse and have read the procedures and policies on the attached sheets and hereby agree to abide by all of its policies.
Please Print:
Owner’s Name:________________________________________________________________________
Address:_____________________________________________________________ Lot:_____________
Telephone (home):__________________________________ (Cell/Work):_________________________
Date Requested:_________________________________ Hours of Use:____________to_____________
Number of Persons Party:_________________(please keep in mind max capacity of the clubhouse is 20)
Type of Party:__________________________________________________________________________
I further agree to be responsible for all damages to the clubhouse by my guest(s) or I, and I will be present at this party at all times.

Signature:______________________________________________Date:__________________________



FOR OFFICE USE ONLY
(Filled out by M Group Management)
Date Rental Fee Received in full:______________ Date Deposit check received:_____________
Date account balance checked:_______________ Account Balance: $_____________________
Deposit returned (if no, why?) YES_________ NO(Why?)________________________________
______________________________________________________________________________



Clubhouse Reservation Process
The purpose of this process is to clearly define the roles and responsibilities of all parties to ensure a successful event for the homeowner.
1. Homeowner checks availability on the website.
2. [bookmark: _GoBack]Homeowner completes the Reservation Packet (available on the website) and sends in the applicable checks with the reservation. Reservation and checks must be received at least 7 days prior to rental date (no exceptions). Reservations are first come first serve so it is important that they are completed and submitted to ensure the reservation is in place. Once the reservation is confirmed M Group Management will contact you. At that time the $7f5.00 clubhouse rental fee is cashed immediately.
3. Each homeowner has a key card to access the clubhouse. If you were never given a key card, please visit the website and fill out the card application, and we will mail you one. If you have lost your key card, we will reissue one at a $25.00 cost.
4. Once verification is received that there was no damage was done to the clubhouse and cleaning was properly done, the deposit check will be returned to the homeowner.
