Application to Use Meeting Room

Staff Initials__________
Date room is wanted: __________________ Set-up Time __________ Program Start _________

(Room must be vacated at least 15 minutes before closing)
Time Out of Room _________
Name of organization requesting room: _____________________________________________

Purpose for use of room: _________________________________________________________

___________________________________________________________________

Approximate number of people expected at meeting: _________________

Audiovisual equipment is available & should be specified here when the Meeting Room is reserved: ______________________________ (There is a $5/half-hour fee for an operator if needed.)

Refreshments? ________Yes
_______ No
(please check one)
If yes, what: ______________________________________________________________________________

Your name: _____________________________________
Phone: ______________________

(Must be over 21 and be present when the room is used)

Your home address: _____________________________________________________________

Your position in organization: _____________________________________________________

Your responsibility: 

I have read the conditions involving the use of the library meeting room. I will be present at the meeting described here and responsible for complying with those conditions.

Signed: _________________________________________
Date: _______________________

This document must be signed by the adult named above who will be present.

For Library Use Only

This application is ______ Approved _____ Disapproved
Fee $_______________

____________________________________, ___________________________

Name

Title

Conditions or notes: ____________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

MEETING ROOM POLICY

In accordance with the Michigan Public Accommodations Act, these tax supported facilities may be used only by those groups whose membership is open to all groups or persons without restriction based on race, sex, religion, etc. Applications are taken on a first come, first served basis.

The meeting room may be reserved for use by local educational, civic, cultural, community, professional or governmental groups. Local is defined as within the area contributing financially to the support of the library.

Library use of the rooms takes precedence over all uses. If the library finds it necessary to cancel a scheduled activity, it will notify the person on the application.

Religious groups may use the meeting room for non-sectarian, interdenominational or educational programs. Permission to use library facilities does not imply approval of the group, the meeting or ideas presented at the meeting.

Approved uses of the meeting room do not include those that charge admission or money-making projects except by persons or groups affiliated with or sponsored by the library.

A representative from the sponsoring organization must sign a reservation form at least one week prior to the scheduled meeting. This representative must read this policy statement and be responsible for the observance of its provisions.

Rental fee for meeting room must be paid when room is reserved and must accompany the meeting room application.

A cancelation notice must be given at least 24 hours in advance to have rental fee returned.

Rules for Use

The library cannot provide personnel for supervision or assistance in handling of exhibits or other materials needed by groups using the room. The user is responsible for all table and chair arrangements and for their removal. Nothing may be permanently affixed to the walls.

Light refreshment may be served if noted on the application form and with prior approval of the Library Director. There is no smoking in the library and no drugs or alcoholic beverages may be brought onto the premises. 

The room must be left clean and in its original condition. Full responsibility for any loss or damage from use of the room must be assumed by the organization and its representative reserving the room.

The library reserves the right to refuse the use of the room to groups having a record of causing noise, acts of vandalism or incitement to riot in either the library or other public buildings.

Storage of equipment and materials of any group is at the discretion of the Library Director and must be noted on the application form.

Audiovisual equipment is available & should be reserved when the room reservation is made.
