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Llbrary meetlng rooms ore ovallable on o first come, first served bosls.

Reservlma Roont

1. fhe reserved tlme ls the totaltlme the lessee wlll occupy the room includin8 any time needed by the

lessee for set-up and clean-up. Additional charges will be assessed for usage beyond the contracted

time.
2, Atwo-hour minlmum ls required to rent a room. Refunds are not issued for unused time.

Arrangements for use of Library's meeting rooms must be made at least two (2) weeks in advance of

meeting date by an adult representatlve of the Broup or person requestlng the room. Applications

and any accompanying documents are due wlthln l week of room reservation.
3. Meeting rooms may be scheduled for use during hours the Ubrary is open to the public. Before or

after-hours use requires addltlonal fees.
4, Rooms may be reserved up to slx months in advance.

To book a meeting room, please contact the following:

Main Ubrary: Cynthia Burmeister at 623-930-3545
Foothllls Llbrary: Peggy Campbell at 623-93G3849

Please provide the following Information: your name, the name of the organization or group booking
the room, and a contact number where you can be reached. You will be contacted by [ibrary staff
within three (3) business days.

Pavment

1. Allfees are due within 1 week of the time the reservation is booked, including any applicable
refundable cleanlng deposits and after-hours fees.

2, Payment can be maie by credit card or deblt card (VISA, MasterCard or Amerlcan Express), cashie/s
check or money order, or with cash. Cashie/s check, money orders, and cash payments must be
submltted in person at the tlbrary Public Service Desk. Personal or business checks must be
submitted in person at the Library Publlc Servlce Desk at least 30 days prior to the meetlng room
reservation.

3. The lessee is required to pay for contlnuous use. A break in the rentaltime is not permitted.

4, Additlonalcharges will be assessed in the event that any damages have occurred, ltems are missing
rental policies were not observed, and/or contract times were exceeded.

5. Any violatlon of Ubrary or meeting room policy may result in denial of future meeting room
reservatlons. Refunds wlll not be granted to groups that are asked to leave for violating policy.



Cancellatlonl

1. Short notice cancellatlons allow little or no time to book another event for rental. The cancellation
pollcy recovers a portion of the revenue lost from short notice cancellations. Rental fees will be
refunded accordlng to the following schedule:

45 or more days prior to event:

30 - 44 days prior to event:
29 days or less prlor to event:

Full refund, minus cancellation fee of 1096 of total rental
fees collected.
Refund mlnus 5096 of totalfees collected
No refund

2, Lessees that frequently fallto provide appropriate cancellation notice, or repeatedly canceltheir
reseruatlons, will be denled future room reservatlons.

Room Regulatlons:

1. The lessee schedullng use of the faclllty must be over 18 and is responsible for the room whether or
not the lessee personally is in attendance throughout the scheduled time. The lessee or his/her
designee should have their copy of the rental agreement with them.

2. All regulatlons apply to the lessee's guests and the lessee is responslble for their conduct. The
lessee shall be held monetarily liable for damage to equipment, furnishings, and the building,
whether caused by the user, guests, exhibitors, or contractors, ordinary wear exempted.
Replacement and repair to above ltems wlll be made by the Clty and the cost of such repalrs or
replacement will be assessed to the lessee. Future use of the facilities may be denled.

3. Lessees may not charge fees for admlssion, materlals, or services on site at the Library during
meetint room use. Lessees may restricttheir meetlngs to their own members.

4. Room capaclty may not be exceeded. Gpacity varles with room configuratlon; please check wlth
meeting room coordlnator.

5. The Ubrary is not responsible for the physical arrangement nor the condition of the facllity. [easing
groups must perform their own set-up and return the meeting room to its orlginal configuratlon
prlor to check-out. The Ubrary is not responslble for refreshments. The Library will not provlde
equipment or supplles for lessees renting the facilities. No outside furniture is allowed within the
building. The Library will not store items belonging to organizations. Library property shall not be
removed from the rooms or facility unless granted In advance In writlng.

6. Lessees are permitted to post one sign announcing the event on the door of room being used.
Signage must be removed at the conclusion of the meeting. No additlonal flyers or posters may be
deposlted or posted on the Llbrary buildlng or on Llbrary property.

7, Publicity will not give the impression that the [ibrary ls a sponsor of the meeting. Lessees must
provide a telephone number for the public to contact for information. The [ibrary will not give out
Informatlon about meetings and the Library telephone number may not be used.

8. Decorations and Flammable Materlal:
a. No decorations are allowed on any fixed glass surfaces.
b. No pins, staples, nalls or slmllar fasteners are permltted on curtains, stagg walls, tables,

chairs or other fixtures.
c. Decorations may be applied only with non-residual tape. Decorations are only for rooms

rented and not for hallways, lobbies, or other common areas.
d. No open flames are permitted with the exceptlon of blrthday candles.



e. No confetti or glitter ls permltted
9. Smoklng alcohol, gambllng actlvltles, and anlmals (excepting service anlmals) are not permitted in

the library meetang rooms.
10. Amplified music may be allowed only with written approval. Allsound must be contained in the

lmmedlate area and kept at a reasonable level, as determlned by staff. "Smoke" machines are not

oermltted.
11. Leaslng groups are responsible for supervising thelr own activities, includlnt clean'up. Facilitles and

equipment must be left In good condition. Tables are to be wiped off, and spills must tre removed

from the floor as soon as possible. Alltrash must be placed in appropriate containers.
12. The Library assumes no responsibility for items, equipment, or decoratlons left at the facility. ltems

left will be maintained at the tibrary's Lost & Found for seven days. After seven days unclalmed

Items wlll be sent to the Clty of Glendale's Materlals Management Department for disposal. The

City reserves the rlght to charge storage for large items left.
13. The Library reserves the right to control and manage its facilities and to enforce all necessary and

proper rules. library staff wlll have full access at all tlmes to all facility spaces.
14. The Chief Librarian and the Parks, Recreation & Ubrary Executive Dlrector have full authority to

gran$ refuse or revoke permlssion to use the meeting rooms.
15. The Chlef Ubrarlan and Executive Director have authority to require monitoring staff whenever they

deem lt necessary to protect the tnterest of the Clty. The size of the leasing group and nature of the
function wlll determine the number of staff required and any additional fee assessment.

16. the Library reserves the right to relocate leasing groups to an alternate location if special
circumstances arlse.

17. The Ubrary/City reserves the right to ejectfrom the premises any objectlonable person or persons.

Nelther the City nor its offtcers, agents, or employees shall be liable to the lessee for any damages
that may be sustalned by user through the exercise by the Ubrary/City of such right.

18. Any vlolation of Ubrary or meetlng room policy wlll result in denlal of future meeting room
reservations.

Terms

All local fire and safety regulations and state law relating thereto shall be complied wlth.
Lessees shall obtain all applicable permits.
The fact that a leaslng group ls pernltted to use the Ubrary's meetlng rooms does not in any way
constltute the Libran/s endorsement of the leasing group's pollcles or bellefs.
The Library/City assumes no responsibility whatsoever for any property placed by lessee in the
facllity. Lessee hereby expressly releases and discharges the Ubrary and the City from any and all
liabilities for any loss, injury or damages to property whlch may or do arlse out of or be related to
the occupancy and use of said premises under thls agreement. All protective services desired by the
lessee must be arranged for by speclal agreement with the City, and the lessee ls responslble for all
costs connected therewlth.
Indemnification/UabilW: The lessee shall indemnifu and save harmless the Ubrary/Cityfrom all loss,
cost, and expense arising out of any liability, or claim of llability, for injury or damages to persons or
property sustalned, or clalmed to have been sustalned, by anyone whomsoever, resulting in whole
or in part ftom any act or omission of lessee or any of its officers, agents, employees, guest, patrons
or invltees and lessee shall pay for any and all damage to the property of the Llbrary/CiV, or loss or
theft of such property, done or caused by such persons, save and excepting therefrom any claim
rising out of or related to negligence of or by Ubrary/Clty, lts officers or employees.
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6. Assignment The lessee shall not asslgn or sublet thls agreement wlthout the written consent of the

Library.
Z. Notlce of Oefault: The lessee and City mutually agree to provide reasonable notice and time to cure

or remedy a default under this agreement, with the exception of situatlons Involving personal

safety, waste, and damage to the facilltles.
8. Termination by Ubrary/City: The library/Clty reserves the rlght to terminate the use granted by this

agreement for good cause. Should the tibrary/Ci{ exerclse this right, the lessee agfees to forego

any and all clalms for damages against the Library/City and further agrees to waive any and all rights

whlch might arlse by reason of the terms of thls use, and lessee shall have no recourse of any kind

against the Ubrary/CitY.
9. Patents, Trademarks, Llcenses: tessee will assume all costs arising from the use of patented,

trademarked, franchlsed, or copyrlghted muslc, materials, devlses, processes, or dramatic rights

used on or Incorporated in the event.
10. Schedullng of Other Events: Library/Ciry may schedule and contract with other events in parts of th€

faci||tythatarenotpartofthe|essee,sagreement.Thelibrary/Citymayschedu|eandcontractfor
similar events both before and after the dates of the lessee's agreement without notice to the

lessee, unless otherwise specified in writing in the contract.

I have read and agree to abide by the Glendale Publlc librar/s Rental Policles:

lJ- t D- 16
09 - ttr :tf

Room Rented: ( )4.1o. J ol  L

Organlration Name (lf appllcable):

Prlnted Name:

Signature:

Event Date: nme; 
Ll ioo P.(n .  -  I :o. t  

{ , f f i ,

PeggyCampbell
Foothllls Ubrary
19055 N.57th Ave.
Glendale, AZ 85308
623-93G'3849

Cynthla Burmeister
Main Llbrary
5959W. Brown St.
Glendale, A285302
623-93G3545

Rental Policies must be signed and returned wlthln l week after reservation is made.
Please mail, email, or bringto:


