PCL Meeting Room/Space Reservation Form

	Date of Meeting
	

	Day of Week
	

	Time of Meeting

(Room availability 10 AM to 10 PM. The building must be vacated by 10:15 PM.  Please include your set-up and clean-up times. Please include AM or PM.) 
	

	Nature of Meeting
	

	Estimated Attendance
	

	Individual/ Organization Name
	

	Contact Information

(Include name, address, email and phone number. Only email and phone will be visible on the calendar.)
	

	I/We will need to use the following items:
	


	Run-through:  About a week prior to your event, you and the library’s building facilitator should meet to review what you need and the process of using the room. This is required if your event is during a time when the library is otherwise closed.


Agreement:  I have read the PCL Meeting Room Policy (next page) governing the issuance of this application and understand it.  Furthermore, I, the undersigned, personally and officially for the above group, agree to abide by it and to assume complete responsibility for any damages and/or losses to the room. 

Signature____________________________________ Today’s Date____________________

(Signature not necessary if sent from the email account of the person requesting the room.)

Completed form must be emailed as an attachment to placitaslibrary@gmail.com attention Kathy Kitts.

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
Library Use Only:     Date of deposit  ___________________  Type of deposit (cash or check) ________________ 

Key provided on (date) ________________ Key returned and deposit refunded:   __Yes   __No   Date ___________ 

Reason if deposit not returned: ____________________________________________________________________

PCL MEETING ROOM POLICY

Placitas residents are welcome to schedule and use the Ernst L. Collin Meeting Room and other library meeting spaces for programs, meetings, or events (hereafter events) if the room/space is not required for library purposes. Library needs will be given priority over all other uses.

The Collin Meeting Room/space is reserved on a first-come first-served basis. The Collin Meeting Room is filled to capacity at 24 individuals at tables and 50 individuals seated in rows. The individual/organization scheduling the room/space must set up and take down all equipment, chairs, tables, etc.

All events must –

· be open to the public if programmatic (as opposed to a membership or business meeting of an organization)

· be free to anyone wishing to attend 

· be scheduled a minimum of 2 weeks ahead of the event 

· conform to all appropriate state and county laws and regulations

The room/space may not –

· be used prior to 10 AM or after 10 PM. The room must have cleaned up and vacated by 10:15 PM.

· be used by the same group, individual, or organization more than twice each month

· be used for any event where the event noise level would interfere with the activities of other patrons

· be used to sell any materials nor to solicit donations unless the event is an officially designated library-sponsored.

Fundraisers for other not-for-profit organizations will be considered on an individual basis.

The Collin Meeting Room may be used after hours when the library is closed. In such cases, a $25.00 deposit is required in order to receive the library key. 

The fact that an event is being held at PCL does not constitute an endorsement by the library of the group’s policies or beliefs.

Unless explicitly agreed to by PCL, the library is not to be considered a sponsor of an event, and the library’s name may only be used to indicate location of the event.

The booking organization or individual will be held financially responsible for any damage to library facilities or furnishings.

Regular PCL Standards of Patron Conduct apply to all events and to those attending them (posted in entryway on Library bulletin board).

Any group or individual who fails to comply with any of these policies and rules shall be denied future use of the Collin Meeting Room and any other library event space.

Although there is no fee, donations are gratefully accepted to cover library expenses.
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