
 

 

 

 

 

 

   

 

 

 

Property Address - 7311 W Potomac Dr. Boise, Idaho 83704 

(This is not the mailing address!) 

 



Overview 
Potomac Manor once known as “The Clubhouse Event Center” dons the look of an old colonial manor in the South.  

Centrally located in the valley, we offer an open floor plan, well-lit facility.   

Every year we host hundreds of events including but not limited to private social events (anniversaries, birthdays, 
celebration of life, and holiday parties), as well as corporate meetings and weddings. 

Owned by the Boise City Police Association and operated by Boise Events, much of the proceeds from this facility go to 
fund many of the programs that our community has come to rely on throughout the years. 

When you choose us over the hundreds of other venues in town, you not only get a beautiful space for a great price, 
but you are doing your part to support our mission in the community! 

Let us help you bring your event vision to life… 

 

Site Specific Amenities 
11) 5 foot round tables 

15) 8 foot banquet tables 

4) 6 foot banquet tables 

1) 4 foot table 

200 White Plastic Chairs 

Coat Rack 

Prep Kitchen (no on site cooking authorized) 

Bridal Suite (Only available for events having a wedding ceremony with us) 

Grooms Suite (Only available for events having a wedding ceremony with us) 

Storage for personal items during events 

Lots of Free Parking 

On-site accessible wi-fi 

Centrally located close to freeway access, the mall and numerous hotel accommodations! 

 

 

 



Decorations:  

1. No rice, birdseed, confetti or fireworks are permitted on grounds. Bubbles and sparklers are allowed outside only, 
with sparklers allowed in designated areas only. Flower petals, Real – are to be used outdoors only and cleaned up 
immediately after use.  Fake - are permitted in doors only and to be cleaned up at the end of your event. 

2. For purposes of hanging and placing decorations, no tape, pushpins, nails, staples, command strips or adhesives 
are permitted. . Decor is not allowed to be hung from property landscaping and trees. Nothing is permitted on light 
fixtures! 

3. All decor brought to Potomac Manor must be free standing unless approved by management.  

4. Potomac Manor furnishings are not to be moved or relocated on the property without prior approval.  

5. All candles must be enclosed. No open flame.  

6. No Fireworks allowed on the premises. 

7. Sparklers are only allowed in designated areas – in the parking lot at the bottom of the stairs on the East side of the 
building.  Potomac Manor must be notified if sparklers are being used. All sparklers must be extinguished into water 
buckets and disposed directly into the dumpster. Children must be supervised. A cleaning fee will be applied if 
sparklers are not disposed of properly. 

8. Sky lanterns are not allowed at Potomac Manor.  

9. No dance floors or stages are allowed in Potomac Manor and all rentals must be preapproved by the site manager 
30 days prior to your event ! 

Cleanup:  

1. All trash generated by hosts and guests on Potomac Manor property, including bride and groom suites, and 
bathrooms must be disposed of in the provided dumpster.  

2. Decor (including flower petals) must be removed or placed in dumpster.  

3. Boxes and glass bottles may not be placed in dumpster, but must be removed.  

4. Spilled liquids and foods should be cleaned up at the time of the occurrence. Please notify the onsite  Coordinator 
should a spill happen.  

5. Rental items for pickup must be placed in designated areas and picked from the premises by the end of your event.  
If rental items are not off the premises by the end of your event, there will be an additional $500.00 fine charged. 

 6. Only water may be poured on grass/flowers/bushes (not ice water or ice). Other liquids, such as juice, alcohol must 
be poured down a sink, but  candle wax and food particles must be disposed of in the trash.  

7. Grease/food should not be dumped on the property or grounds - your catering needs to handle this.  No food is 
allowed down the sink, and needs to be correctly disposed of in the trash cans and then out to the dumpster after your 
event! 

 8. As much as possible, please leave Potomac Manor as you found it. (See Coordinator & Caterer Closing Checklist)  

 

 

 



Safety:  

1. Children must be supervised at all times by adults. Responsibility for child safety is the responsibility of the parents, 
guardians and Host. Host agrees to make parents aware of the road traffic in the area.  Children are not allowed to 
run on the Potomac Manor premises!!! 

2. Potomac Manor reserves the right to conclude an event at any time if the behavior and actions of the Host, Guests 
or Vendors would be considered illegal, destructive, disruptive or harmful to the venue or to others.  

Alcohol:   

Overconsumption of alcohol can be an unanticipated problem for our hosts, resulting in circumstances that threaten 
an event’s success and the loss of the security deposit. As a result, we have the following policies in place:  

1. Licensed caterers or bar services are the only sources allowed to serve beer, wine or spirits on Potomac Manor 
property. Event guests are not allowed to bring alcohol onto Potomac Manor grounds, including parking areas. If 
outside alcohol is found on the property, a $1,000.00 fine will be assessed per incident and the event can be closed 
down immediately with no refund available of security deposit. 

2. If using our inhouse licensed bar service (County Line Wine Company/Craft Lounge), 208-860-4381, 
CountyLineWineCo.com) you are allowed their full services for up to 5 hours of bar time. 

3. If not using our in house bar service, beer and wine only for up to 3 hours are allowed with an outside licensed bar 
service. 

4. Host’s alcohol serving plan must be submitted to Potomac Manor for approval 30 days in advance.  

5. Non-profits and alcohol – Non-profits can pull a special event permit for having beer and wine only on the 
premises, however a licensed bar tender must serve the beer and wine.  Beer and or Wine are not allowed to be sold 
for fundraisers at Potomac Manor. 

6. Alcohol must be served with food for a maximum of five (5) hours with our inhouse preferred bar service, 
however, only 3 hours with another approved licensed bar service. 

7. Alcohol service must cease no later than 10:00 pm, without exceeding the limits listed above.  

8. Host must use a licensed, mobile bar service approved by the Site Coordinator.  

Sound:  

1. DJ’s are aware of volume of announcements and music, these must be at a reasonable level during the event and 
contained to the boundaries of the property.  

2. Music must cease at 11:00pm.  

3. Potomac Manor reserves the right to control sound level if the volume would be considered disturbing or disruptive 
to surrounding residential areas.  

4. Potomac Manor requires DJ selection to be approved by Site Coordinator.  

 

Guest Count:  

1. Maximum occupancy in the Potomac Manor is 200 seated at tables and 300 theatre style (no tables). 

 



Other:  

1. No smoking allowed on Potomac Manor property except in designated ashtrays outside of the building on the East 
side of the building in the parking lot.  A fine of $300.00 will be assessed to violators. 

2. No unlawful, banned substances allowed on the property.  

3. No animals or pets are allowed on property; with the exception of “assistance animals” (guide dogs, hearing dogs, 
or service dogs).  Comfort animals are not considered “assistance animals” and are not permitted on the premises. 

 

Food Catering: 

1. No self-catering is allowed.  All events must use a licensed catering company, that must be approved by the site 
manager 30 days prior to your event.  There is no cooking allowed in the facility, but there is a prep kitchen for catering 
to utilize for storage and preparation.  All caterers are expected no earlier than 1 hour previous to an event for setup and 
prep!   

2. Grilling is allowed in the East parking lot by a licensed caterer in a designated spot. All grilling must be clean (grease 
catches in place and trash picked up) 

 
Pricing Details   

12 hour Rentals – Event must end by 11 pm and the facility vacated by 12 midnight 

$1500.00 (12 hours total) 

Monday – Thursdays  - (6 hours) 9am to 3pm or 6pm to 12 am (no 6 hours packages available Friday 
– Sundays) 

$750.00 (No Weddings or Wedding Receptions for under 12 hours – see rate above) 

Holidays/Holiday Eves/ Day after Holidays (New Year’s, Easter, Memorial Day, 4th of July, Labor 
Day, Thanksgiving, Christmas) 

$2500.00 (12 hours total) 

****If renting for any wedding related activities, a 12 hour rental is required. 

****Additional hours may be purchased at $100.00 per hour (Not to exceed 12 am). 

****Time frames include setup, teardown, cleanup and the event its self.   

****Separate day setup or cleanup is charged additionally. 

Note: The new flooring must be fully swept and mopped as part of your cleanup process.  This takes at least 1-two 
hours and those hours are part of your event package.  Please make adjustments in your day of timeline to allow for 
this. 

 

All events must conclude by 11:00 pm – cleaned up and out by 12 am (No Exceptions!) 

__________________________________________________________________________________ 

 



*Rates subject to 6% Idaho Sales Tax    

* Additional 2.75% transaction fee for credit card use 

*$35.00 return check fee for nonsufficient funds checks 

*Any bookings under 30 days to your event date must be paid in full at time of contract signing with cash. 

 

Host / Lessee agrees to the above checklist:_______________________________________ Signature 

Printed Name:___________________________________________  Date:__________________ 


