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SPECIAL EVENTS at REDWOOD RAKS
Welcome to Redwood Raks… we look forward to working with you to make your event a success!
Here you will find the rental guidelines for events at Redwood Raks and our after-event cleaning checklist. 
I hope these will be helpful for you – please ask if you have any questions! ~ Shoshanna

RENT

Generally, it’s $150 for 1 night or $250 for Fri/Sat night shows.  
Add $50/night for using our lighting system / booth. Rental time starts at 3pm.
SECURITY / CLEANING DEPOSIT

It’s $100, made out to Redwood Raks. We’ll deposit it & issue you a refund if the space has been cleaned well, everything put away in its place and is in the condition you started with. We charge $15/hr for any cleaning/work we have to do afterward.
INSURANCE

Yes, you need to have it. We require liability insurance covering your event in the amount of $500,000 naming Redwood Raks, 824 L St, Arcata CA 95521 as additional insured for the date of your event. Often this can be added to a homeowner’s policy. Ask for details.

DANCE / ALCOHOL PERMIT

If you are having any kind of gathering, party or show, you need to have a Dance Permit through the Arcata City Police.  You can pick up a form at the APD station. It’s free to do, and they’ll pre-approve your plans, which “covers you” nicely. Do 1-2 weeks before event.

If you’re planning on serving alcohol, your non-profit must have an ABC permit.
NOISE

It’s a business/residential building. All music must stop by 12am Midnight, and must not be so loud that it generates complaints. We’re NOT a late night party spot. Also, Arcata Playhouse has shows that are sometimes quiet, so we need to know if you’re thinking about bass music like hip hop or have big drums so we can make sure not to disrupt them.

CLEANING UP

You need to clean up the night of your event and be sure it’s TOTALLY back to how it was when you got there. That includes: studio clean, floor mopped. Garbage/recycling out. Lobby/bathrooms swept & tidy. No cigarette butts, garbage, etc in courtyard. 
KEYS

If you have been issued a key, please leave it in the metal box by the Stereo before you go. 
If you forget, please bring it within 2 days. Let yourself in, put key in box, leave. Easy! (

REDWOOD RAKS SPECIAL EVENT GUIDELINES
Current as of October 2009. Subject to change.
RENTAL RATES FOR SHOWS, WORKSHOPS, PARTIES & OTHER SPECIAL EVENTS
· $30/hour (2 hour minimum) or $150 per show (the space is yours from 3pm-1am) on Friday or Saturday. 
For Friday/Saturday shows it’s $250 for the two nights. 
     Set-up time & rehearsal hours for event/show are complimentary if they’re done during available/empty time. 
     Take down after your event must be done quietly and everyone finished & gone by 2am. 
· $100 Cleaning/Security Deposit
· Plus $10.00/hour for a Redwood Raks Steward to be present during event. 
This may be waived for established renters. The first hour is free so we can make sure you’re all good to go.
     (If you’d that person to work as stage manager, lightboard technician, video, or sound person it’s $15/hr)
To ask New World Ballet about renting their studio next door as a dressing room or preparation space, call them at (707) 822-4947. Victor or Deborah will get back to you. This will be a separate rental agreement. It’s $25/hour. Thanks!
Additional Costs/Requirements:

· For All Events: event must be done and music off by Midnight, and premises must be vacant by 2:00am.

· Use of Theatrical Lights: (see below) $50 per night, plus technician. *

· Use of our Sound Equipment (see below): $50 per event, plus technician *
· Floor: We love our lovely hardwood floor. Shoes, props or sets may NOT endanger the floor. 
· Marley Dance Floor: Our black floor is 25’ x 26’. Add $25 per event + tape ($7/roll). You provide the labor to unroll/roll it.

· Decorations: No tacks, nails, screws, staples, etc. on the walls or floors. No duct tape on the floor or walls! Only gaffers or blue painter’s masking tape. Remove all decorations after rental. 

· Garbage/Recycling: $10 per big bag from studio & bathrooms. (Free if you take your own bags away)

· Security Deposit: $100 or $200 (if alcohol is to be served)
· Insurance: We require $1,000,000 insurance certificate listing Redwood Raks as additional insured. No policy = no rental.

· Alcohol: Not to be served at events open to the public without an ABC permit (we need a copy). Do at least 2 weeks before event. Must request permission for serving at private parties. Age verification, supervision, security required. No drugs. 

· FIRE: No fire inside. Outside fire shows must have permits, insurance, and permission at least one week in advance.

· Arcata City Dance Permit: Get it prior to any event open to the public from Arcata Police Department 2 wks before event. 

· Janitorial Services: if further cleaning is needed you will billed at $15/hr, invoiced and due within 7 days of rental.

· SMOKING: No smoking ANYTHING outside the studio doors. The big tree is as close to the door that guests can smoke.

· No Crazy Stuff: No roof access or access to the staircase by the studio. No loft/light booth access for the public. Sorry! (
· RENTER is responsible for any damages or losses incurred during rental time, and the behavior of their guests.
* If you provide your own techs they must be approved by us. We can also recommend people from our list. Plan on $15-25 / hour.
No Additional Cost:

· Mirror ball, spotlight, colorful “party” lights, and ceiling Xmas lights. We even have a remote control!

· Dressing room/office. Renter is responsible for any damaged, lost, or missing items. No public access!
· Xmas lights, decorating fabric, vases and tablecloths. Also black curtains for the doors to keep light out.

· 2-3 cash boxes, stamps and ink pads for box office / concessions.
· 120 folding chairs plus some benches that can be used in different ways.
· Tables: 1 60” round, 1 48” round, 1 3’x8’ long rectangle, 3 3’x6’ long rectangle, 1 2.5’x4’ small rectangle, 1 2.5’x4’ wood desk.

· Blue or Rusty colored Silk Backdrops, 3 black flat curtains, 7 4’x7’ flats, and black curtain for mirror
· Use of studio CD player, ipod dock & Bose speakers. Good for background, classes, and shows that don’t need loud music.
You may be able to set up lights, risers, flooring, curtains, backdrop, etc. ahead of time – ask about logistics and studio availability.

Our Lighting Equipment includes:

We currently have about 12 working dimmers, on which we have: 9 Par 64’s with 1000w bulbs, 2 ellipsoidals with 1000w bulbs (one can hold a gobo), and one 6x12 light with a 1000w bulb. We have plenty of colorful gels and can help you focus the lights.
Our Sound Equipment includes:

3 powered Macke 350 speakers, 2 speaker stands, medium sized Macke Sound Board, a small Beringer Sound Board,
5 Schur microphones (two #58’s, three #57’s), 5 mic stands, 3 direct input boxes and lots of mic cables.

REDWOOD RAKS: SPECIAL EVENTS CLEANING CHECK LIST

General:

· Keep amplified music at a reasonable level out of respect for other tenants. All music must be done by midnight. 
If a tenant has issues/concerns, please have them call 616-6876 or 832-2607.
· No smoking outside doors, partying outside, roof access, loft access, or drugs. Alcohol with permit/permission only.

· All take-down must be completed the evening of the event. We have activities scheduled every morning.

· If we need to finish up any cleaning/putting away of items, it’s $15/hour (that comes out of your security deposit or we bill you for. Thanks!
Main Studio:

· Remove all personal belongings, decorations, and garbage.
· Put all of the Risers back as they originally were, all against the far wall.
· Sweep and dust mop the floor. 

· Damp Mop if floor looks clean, but more thoroughly if needed or if any food or beverages have been served.
· Clean off the ledge and risers before moving… use damp towel or mop. 

· Return risers to the far side of studio, arranged and stacked how they were before you arrived. 
Don’t drag them on the floor – they must be lifted. (rolling ones may be rolled).

· Take down any backdrops, curtains and decorations. The mirror curtain should be open. 
· Replace white curtains to studio doors. Return borrowed decorations to where they came from.
· Benches go in front of the ledge. Black folding chairs, burgundy table and yoga mats go under stereo. 
The bigger circular table goes by the water dispenser near the bulletin board by the front door.
· Make sure the stereo is reconnected and test it (if moved).

· If you had the mirror curtain OPEN for your event you have to windex clean the mirror. (
Light Booth:

· Turn off all lights, light board, sound board, stereo.

· If moved, CAREFULLY return stereo to the ledge. Have someone in booth hand it down to person on the ledge.

· Remove all personal belongings, debris, etc, and make the room as neat and orderly as you found it. 
Dressing Room / Office:

· Don’t allow anyone to touch items in office without previous approval. This includes costuming and decorating items. If you ask, there are plenty of decorating items available to borrow.

· Remove all personal belongings and garbage. 

Lobby:

· Restore small circular table to original place and be sure flyers look nice. Sweep Lobby, put debris in garbage.

Bathrooms:

· Be sure there are paper towels and 2 toilet paper rolls for each stall.
Cleaning supplies & paper products are in Ladies Room in the big footlocker. Combos are 22-2-28 and 27-6-31.

· Remove personal belongings/garbage. Sweep floors. If everything looks neat & tidy you’re good to go. 

Outside: 

· Outside areas should be free of debris/personal items. Clean up messes left, including cigarette butts!

· If it’s late, leave / load quietly – there are tenants in all parts of the building. Don’t continue to party outside!
Garbage/Recycling:

· If you’d like us to deal with garbage ($10/bag), consolidate into the fewest # of bags from studio, bathrooms, light booth, lobby, and dressing room. Otherwise, take away garbage bags to avoid the $10 / bag charge. Thanks!

Have a wonderful event, call Shoshanna at 616-6876 or Adam at 832-2607 
anytime if you need anything, and thanks for using Redwood Raks!

