MEETING ROOM POLICY
(2011 additions)
The meeting room may be reserved in compliance with the following regulations:

1.	Use of the meeting room is free of charge and available during the hours the 	library is open.  Library sponsored programs and library-related 	activities are given 	priority should scheduling conflicts arise.

2.	A contact information and user agreement form must be filled out [and the person 	making the reservation should have a valid library card and be a member of the 	sponsoring group] The contact’s name and telephone number and the meeting 	time will be entered on the calendar.
   
3.	The meeting room can only be used by not-for-profit groups.  The meeting 	room is not intended for private use by individuals.

4.	Sponsoring groups are responsible for setting up needed tables and chairs before use and taking down the tables and chairs after use 

5.	A small kitchen with microwave oven, refrigerator, and sink is adjacent to the meeting room.  Light refreshments may be served by sponsoring group.  Alcoholic beverages are not permitted.

6.	Users of the meeting room are asked to help maintain its cleanliness.  The 	sponsoring group is responsible for leaving the room in proper order.  Any lost or damaged 	furniture or equipment, or damage to walls, [n/a carpets], or other parts of the room, is the 	responsibility of the sponsoring group.

7.	Use of the library’s technical equipment must be arranged in advance and [is subject to 	normal library circulation policies] OR [must be used by a properly qualified operator] 

8.	Groups may reserve the room for continuous use for no more than three months at a time.  At the end of the three-month period, such a group may reserve for another three months if another group has not asked for the room on those dates.  This use may not be daily.

9.  	Any meetings that would be disruptive to the use of the library are 	prohibited.

10.	Smoking is not permitted anywhere in the library.

11.  	Use of the library meeting room by any sponsoring group does not necessarily 	constitute an endorsement of that group’s policies or beliefs by the Miami Public 	Library, the Library Board, or the City of Miami.  




Miami Public Library Meeting Room Policy
User Agreement
(9/2011)

Name of organization:_______________________________________________________

Name of contact person:______________________________________________________

Phone number of contact person:_______________________________________________

Email address for contact (optional):____________________________________________

Date of meeting:____________________________________________________________

Time of meeting:___________________________________________________________

Equipment requested for meeting:______________________________________________

	_____Laptop
	_____Projector
	_____Big screen TV
	_____Sound box
	_____Video conferencing equipment
	_____
	_____
	_____


We agree to abide by the policies of the Miami Public Library regard to the use of the meeting room and equipment.

Signed:_________________________________________________Date:______________
		(above listed contact person)
