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UBRARY VENUE RENTAL POUCY

Efrecfirc Datez OUAILQ

Ubrory meetlng rcffits ore ovollable on o first ome, flrst serued basls.

Rsscrvlnra Roon

1. The reserved tlme is the total tlme the lesee willoccupy the room includlry any tlme needed by the
lessee for set-up and clean-up. Additional charges will be assessed for usage beyond the mntracted
tlme.

2. Atwo-hour mlnlmum ts requlred to rent a room. Refunds are not issued for unused time.
Arrangements for use of Ubnry's meetlng rooms must b€ made at least two {2} weeks in advance of
meeting date by an aduh representattne of the group or penson requestlng the room. Applications
and any actompanylng documents are duc within I r,reek of room reservation.

3. Meetlng rooms may be scheduled for use durlng hours the Llbrary b open to the publk. Beforc or
after-hours use requlres addttional fees.

4. Rooms may be reserved upto slx rnonths In advance.

To book a meetlng room, pbase contgct the followlng:

Maln Ubrary: Cynthia Bunnelster at 623-93G39f5
Foothilb Ubrary: Peggy Campbell at 623€iXl-!l&49

Please prorlde the followlng lnformatlon: your nanr, the neme of the organlzatlon or gfoup booklng
the room, and a ontact oumberwhere you can be reached. You wlll be contacted by Llbrary staff
wlthln three (3) business days.

PaYment

1. All fees are due wlthln 1 week sf the time the reservatlon ls booked, Includlng any applkable
refundable cleaohg deposlts and after-hours fecs.

2, Payment can be made I crcdh cad or deblt card ff6a" MasterCard or Amerlcan Eryress[ cashhr's
check or money order, or wlth cash. C.ashbr's check, money orders, and cash paymenB must be
submltted In person a the Lhrary Publk Serub Desk. Penonal orbuslness drecks must be
submltted ln person at the Llbrary Publk Servb Desk at hast 30 days prlorto the meettng rcom
reservatbn.

3. The hssee is requlred to pay for contlnuous use. A brcak In the rentel tlme ls not pcrmltted,
4. Additional charges wlll be assessed ln the event that any damages have occurred, ltems aru mlsslng

rental polklcs were not obserued, and/or oontract tlmes were exceeded.
5. Anyvlolation of Ubrary or meetlnS room polky may rcsult In denialof future mectlng room

reten'atlons. Refunds wlll not be granted to Iroups that are asked to have for violaUng pollcy,





cancetldots

1. Short notice cancellations allow linh or no time to book another event for rentaL The cancellatlon
pollcy recovers a portbn of the revenue lost from short nothe cancellations. Rentalfees will be
refunded accordlng to the fiollowlng schedule:

45 or more days prlorto event:

30 - tl4 days prior to errent:
29 days or hss prbrto €ltrent:

Full refrrnd, minus cancellation fee of 1O6 of total rental
fees colleced.
Refund minus 5096of totalfees collected
No refund

3.

2. Lessees that frequently fall to provlde approprlate cancellatlon notlce, or repeatedly canceltheir
reservatlons, wlll be den'red future room resen ations.

Roonr Rerulrtlong:

1. The lesee scheduling use of the faclllty must be over 18 and b responslbh for the room whether or
not the hssee personafly ls In attendane thmughout the scheduled tlme. The bsee or hls/her
deslgnee should haw thelr copyof the rcntal a8leement wnh them.

2. All regulatlons apply to the lesseds guests and the lessee is responsible for their conduct. The
lessee shall be held monetarily liable for damage to equlpment, furnlshlngs, and the bulldln&
whether caused by the us€r, guests, exhlbltors, or contractoB, ordinary wear a(empted.
Replacement and repalr to above ltems wlll be made by the Clty and the cost of such repalrs or
replacrment wlll be assessed tothe lessee. Future use of the facllldes may be denled.
lcssees may not charge fees for admlsslon, materials, or servlces on she at the Ubrary durlq
meetlng noom use. Lessees may restrlct thelr meetlnp to thelrown members.
Room capaclty mey not be excceded. Capacity varles wlth room configuratbn; pbase check wlth
meeting room coo rdlnator.
The LJbrary ls not responslble for the physkal arrantement nor the ondhbn of the taclllty. t easing
groups must perfiorm thelr own sot-up and rctum the meedng room to lts orlginal conffuration
prlor to chect out" The Ubrary b not responsble for refreshments. The Ubrary will not pranide
equipment or supplka for lesss remhgth€ frcllhles. No outsidc furntture ls alknred wlthln the
bulldlng the Ubnry uill not rtore ltems bglonglng to organizatlons. Ubrary property shatl not be
removed from the roorrs orfaclllty unles granted In advance in wrlUng.
Lessees are perrnltted to post one sfn announclng the errem on the door of rcom belng used.
Slgnage must be removed at the condusion of the meeting. No additlonal f,yers or posters may be
deposhed or posted on the tlbrary bulldlng oron Ubrary property.
Publlclty wlll not give the lmpressbn that the Ubrery ls a sponsor of the meetlng. Lesees must
provide a telephone number for the publlc to cofiact for Informatlon. The tlbnry wlll not glve out
Informatlon about meetlngs and the Ubrary tehphone number may not be us€d.
Decontlons and Flarunabb Mderlal:

No decoratlons are albwed on anyfbred glass surfaces.
No plns, staples, rtalls orslmlbrfrstcner: are permttted on curtalns, stage, walls, tables,
chairs or other frttures.
Decoratlons may be applled onlywlth non-resldualtape. Decoratbns are onlyfor rooms
rented and nst for hallways, bbbles, or other common aneas.
No open flames are permlned wlth the exception of birthday candles

7.

a.
b.



e. No confettl orglltter b permtned
9. Smoklng alcohol gambling acdvltles, and anlmab (exceptlng seruke anlmals) are not permttted in

the Library meeting r@ms.
10. Amplified muslc may be albwed only wlth wrltten approval. All sound must be contained ln the

lmmediate area and kept at a reasonable lerael, as determlned bV staff. "Smoke" machlnes are not
oermitted.

11. leasing gnoups are rcsponslbh for supervlslng thelr own actlvltles, Including chan-up. Facllities and
equlpment must be hft in good condltlon. Tabler are to be wlped off, end spllfs must be rernoved
from the floor as soon as psslbh. Alltrash mrlst be placed ln approprlate contatners,

12. The Ubrary assumes no rcsponshiBty for items, equlpment, or deaoratlons left at the tactlity, ltems
left wlllbe malntalncd at the Ubrsfs toet & Fomd fior seven days. After seven days undatrned
Items wlll be sentb th€ Clty of Glendah's Materials Managernent Department fior dbposal. The
City reserves the right to charge storage for large hems bft.

13. The Llbra;y reserves the rlght to control and manage !B facllftles and to enforce all necessary and
proper rules. Library staff wlll have full acrce3s at all times to all facility spaces.

14, Ihe Chlef Librarlan and the Parks, Recreation & Llbrary E:cecutive Dlrcctor have full authorlty to
grant, refuse or revoke permbslon to use the meetlng rooms.

15. The Chlef Llbrarlan and Executlve Diructor have authority to rcquire monftorlng staff whenever they
deem it necessaty to protect the interest of the Clty. The she of the leasing group and nanrre of the
functbn wlll determlne the number of staff rcqulred and any additlonalfee assessment.

16. The Ubrary r?s€tv6 the rlght to rebcate leaslng groups to an ahernate locatton lf speclal
circumstances arbe,

17. The ubnry/oty reserws the rtght to eject from the prembes any objecttonable person or persons.
Nelther the Clty nor its offtcen, agents, or employees shall be llable to the lessee fur any damages
that may be sustalned by user tfurugh the errerctse by the Ubrary/Ctty of such rtgfrt.

18. Any vlolatbn of Ubrary or meetlng room polky wlll result In denlal of future meetlng room
|€s€ilatlons.

Tcrms

l. All local fire and safety retulatiom and state law relatlng thereto shalt be omplled with.
2. tessees shall obtain allappilcaHe permlts.
3. The fact that a learlrg group is permtRed rc use the Ubra4/s meettng nooms does not in any way

constltute the tlbra4/s endor:ernant of the leaslng grouy's polkbs or belh,fs.
4. Ihe Ubrary/Clty essumes no responslbltlty whacoerer for any prop€rty placed by lessce In the

fadllty. tessee hercby expressly rebases and dlscharges the Ubrary and the Clty from alry and all
llabilltles for any loss, Injury or damage to property whkh may or do arbe out of or be related to
the occupancy and use of saU prcmlsos under thb agrcement. All protectfue servlces deslred by the
lessee must be arranged for byspcclal agreernent whh the Clty, and the lessee is responslble for all
costs connected thercwlth.

5. Indemnlficatbn/Uablllty: The lessee shall Indemnlfi and save harmless the Ubrary/Gty from all toss,
cost, and exp€nse arblng ort of any llablltty, or clalm of liablllty, for Injury or damages to perons or
property sustalned, or clalmed to hale bean sustelned, by anyone whornsoever, resuhllg In whoh
or ln part from eny act or omlsslon of hssee or arry of ls offlcers, agents, emp@ees, guest, patrons
or Invltees and lessee shall pay frr any and all damage to the property of the ubnry/clty, or loss or
theft of such ptsperV, done orceused by such persons, save and s(ceptlng therefrom any clalm
rblng out of or refated to nqllgcnce of or by ubrary/oty, lts offlcers or employeeg



6. Asslgnment: The lessee shall not asslgn orsubletthis a$eement wlthoutthe wrltten @ment of the
Llbrary.

7. Nothe of Defauft: The lessee and Clty mutually agree to provide reasonable notice and tlme to cure
or remedy a default underthls agnaement, wlth the exoeptlon of sltuatlons involvlng personal
safety, waste, and damage to the facllltbs.

8. Terminatlon bV ubnry/Oty: The Lhnry/Gty nsserrres the rlght to termlnate the use granted by this
agreement for good caute. Should the Ubrary/Clty exerclse thb rlght, the lessee agrees to forego
any and all clalms for damages agalnstthe Llbnry/Clty and further agrees to walve any and allrfhts
whlch miglrt arise by realron of the terms of thls use, and tessee shall harc no reoourse of any hnd
against the Ubrary/City.

9. Paten$ Trademarks, Llenses: lcssee wlllassume all costs arlsing from the use of patented,
tradema*ed, franchlsed, orcopyrlghted rnuglc, materlab, danbes, processe, ordnmatk r[hts
used on or Incorporated In the erront.

10. Sdreduling of Other Ewnts: Ubrary/City may sdreduh and contract wlth other ewnts In p6rb of the
facllttythat are not part of the hssee's-agreement. The Llbrary/City may schedule and contract for
slmilar events both before and after the dates of the lesseds agreement without notlce to the
lessee, unless otherwise speciffed in wrltlng ln the contnct.

I have rcad and agree to ahde bVthe Glend^ale Public Llbrar1/s Rental Polhles:

fld6 a3- uas€ rlaa:rrq -
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Room Rented: roday'srn", (- eL-l-b

Oryanlzatlon ilsme (lf sppllcable):.' UauJ AvJrrq A,W.

Rental Polhles must be sbnsd and returned within l week after rsservatbn ts made.
Flease malf emall, or brlng to:

Prlntrd tfrme:

SlBneture:

CYnthia Burmeister
Main LIbnry
5959 W' Erown St.
Glendals A285302
623-93G3545

PeggyGmpbell
Foothllb Ubrary
19055 l{. 57th Ave.
Ghndale,AZ8538
623-930-3849


