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Lthrory meeting rooilt:t ore avollable on a ftrst come, first served basb,

Reserulnr a Room

1. The reserued dme is the torat time the lessee will occupy the room including any time needed by the

lessee for set-up and clean-up. Addltional charges wlll be assessed for usage beyond the contracted

tlme.
2, Atwo.hour mlnlmum is required to rent a roorn. Refunds are not lrstred for unused time.

Apangements for use of Ubraq/s meetlng rooms must be made at least two (2) weeks in advance of

meeting date by an adult representatfue of the group or person requesting the room. Applicatlons

and any accompanylng documents are due withln l week of room reservation.

3. Mee6nB rooms may be scheduled for use durlng hours the Library ls open to thc publlc. Before or

after-hourc use regulres addhional fees,

4, Rooms may be reserved up to six months In advance.

To book a meetlng room, please oontactthe following:

Main Ubnry: Cynthia Burmelster at 623€3S'3545
Foothills Ubrary: Pet6y Campbell at 623'930'3849

please provlde the followlng information: your namc, the name of the o€anizatlon or group booking

the room, and a contact numberwherc you can be reached. You will be contacted by library staff
wlthln three (3) buslness daYs.

Pavment

1. All fees are due withln 1 week of the time the reservation is booked, includlng any applicable

refundable cleaning deposlts and after-hours fees.

Z, payment can be made by credit card or debit card (VISA, MasterCard or American Express), cashie/s

check or money order, or wlth cash. Cashie/s check, money orde6, and cash payments must be

submined in person at the library Public Servlce Desk. Personal or business checks must be

submitted In person at the llbrary Public Servlce Desk at least 30 days prior to thc meeting room

reseryatlon.
3. The lessee ls requlred to pay for contlnuous use. A break in the rental tlme ls not permltted.

4, Additional charges will be assessed In the event that any damages have occurred, ltems are missing,

rental policies were not observed , andlor contract times were exceeded.

5. Any violatkon of ubrary or meetlng room pollry may result In denlal of future meeting room

reseruations. Refunds wlll not be granted to groups that are asked to leave for violating policy.
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Cancelletbns

t. short nouce cancellaflons allow llttle or no flme to book another went for rental' The cancellatlon
pollcy recovcrr a portlon of the rwenue fost from short notice cancellatlons. Rental fees will be
rcfunded accordlng to the followlng schedule:

45 or more days prior to evcnt:

30- 4 days Prfor to event:
29 days or less prior to event:

Full refund, minus cancellation fee of 10% of total rental
fees collected.
Refund minus 50% of totalfecs collested
No refund

Z, Lessees that frequently fail to provlde approprlate cancellatlon notice, or repcatedly cancel their

reservations, willbe dented futulc room reseryatlons.

EsglD.Besuletlsn

1. The lessee schedullng use of the facility must be over 18 and ls responslble for the room whether or

not the lessee personally is In attendance throughout dre scheduled time. The lessee or his/her

designee should have their copy of the rental agreemcnt wlth them.

2. All retulations apply to the lessee's guests end the lessee is responslble for thelr conduct. The

lessee shall be held monetarlly llablc for damagc to equlpment, frtmlshings, and the bullding,

whether caused by the user, tuests, exhibltors, or contractors, ordinary wear exempted.

Replacement and repalr to above items will be made by thc Gty and thc cost of such rcpairs or

replacement will be assessed to the lessee. Future use of the facilities may be denied.

3. Lessees may not charge fees for admlssion, materials, or servlces on site at the Ubrary during

mceting room use. lessees may restrict their meetings to their own members.

4, Room capacity may not be exceeded. Capacltyvarlcs wlth room configuration; plcase checkwith

meeting room coordlnator.
S. The Ubrary ls not responslble for the physlcal a.rar€ernent nor the condltion of the facillty. leasing

groups must perform theirown set-up and return the meeting room to its orlginal configuration
prior to check-out. The Llbrary is not responslble for refreshments. The Library wlll not provide

equipment or supplies for lessees rentang the facilities. No outside firrniture is allowed withln the

building. The Ubrary will not store items belonging to organlzatlons. Llbrary property shall not be

removed from the rooms orfacillty unless granted in advance in writing.

6. Lessees are permltted to post one slgn announcing the event on the door of room belng used.

Sagnage must be removed at the conclusion of the meeting. No addftlonalflyers or posters may be

deposlted or posted on the Ubrary buildlng or on Ubrary properW.

7, publtciry will not glve the lmpresslon that the Ubrary ls a sponsor of the meetlng. Lessees must

provide a telephone number for the public to contact for Informatlon. The Llbrary will not give out

Information about meetlnSs and the Llbrarytelephone number may not be used.

8. Decoradons and Flammable Material:
a. No decoradons arc allowed on anyfixed glass surfaces.

b. No pins, staples, nails or slmilar fasteners are permitted on cunalns, stage, walls, tables,

chalrs or other fixtures.

c. Decoragons may be applied onlywith non-residualtape. Decorations are onlyfor rooms

rented and not for halhuays, lobbles, or other cornmon areas-

d. No open flames are permltted with the exception of binhday candles.
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e. No confettl or glitter is permitted

9. Smoktng alcohol, gambling activiries, and animals (exceptiru service animals) are not permitted in

the librarY mceting rooms.

10. Ampllfled music may be allowed only with wrltten approval. All sound must be contained in the

immediate area and kept at a roasonabte level, as detcrmtncd by staff. "Smokc' mashlnes are nQt

PgfIDlttedl
ll. Leasing Broups are responsible for supervlsingthelr own astfultles, including clean-up. Faclllties and

equlpment must be left In good condltlon. Tables are to be wiped off, and spills must be removed

from the floor as soon as posslbte. All trash must be placed In appropriate contalners.

12. The [ibrary assumes no responslbility for items, equipment, or decorations left at the facility. ltems

left will be maintained at the Llbrads Lost & Found for seven days. After seven days onclaimed

items wlll b€ sent to the Clty of Glendale's Materlals Management Depanment for disposal. The

Ciry reserves the right to charge storage for large items left.

13. The library reseiles the rlght to conrol and manage hs facllltles and to enforce all necessary and

proper rules. Llbrary staff wlll have full access at all dmes to all facility spaces.

14. The Chlef Llbrarian and the Parks, Reffeatlon & Library Executlve Director have full authorlw to

grant, refuse or revoke permission to usethe meetint rooml

15. Thc Chief librarlan and Executive Dlrector have autlrorlty to requlre monltorlng staff whenever they

deem it necessary to protect the interest of the Gty. The size of the leasint trouP and nature of the

functlon will determlne the numberof staff requlred and any addltlonalfee assessment.

lG. The Ubrary reserves fie right to relocate leasing groups to an altemate location if special

circurnstances arlse.

17. The Ubrary/Oty reserves the right to elect from the premises any objectionable person or persons.

Neltherthc Clty nor lts offlcers, agrnts, or employees shall be llable to the lessee for any damages

that may be sustained by user through the exercise by the Ubnry/oty of such rlght'

18. Any violation of Llbrary or meetlng room pollcywlll resuh in denlalof future meeting room

reseryataons.

Terms

A1 tocalftre and safety regulations and state law relatlng thereto shall be complied with.

Lessees shall obtain all applicable permlts.

The fact tfiat a leaslng group is permltted to use the tlbrat's meetlng nooms does not in any way

constitute the Librany's endorsement of the leasing troup's policies or beliefs.

The Library/Clty assumes no rcsponslbillty whatsoever for any proPerty placed by lessee in the

faciliry. Lelsee hereby expressly releases and discharges the Library and the City from any and all

labilities for any losl Iniury or damages to property which may or do arise out of or be related to

the occupancy and use of sald premlses under this agreement. All protectlve services desired by the

lessee must be arranged for by spedal agreement wlth the City, and t'he lessee ls responslble for all

cost$ connected the rewith.

Indemnlficaflor/tlabllity: The lessee shall Indcmnlfy and save harmless the Llbrary/Cityfrom all loss,

cost, and expense arislng out of any llabllity, or clalm of llablliw, for InJury or dama8ies to persons or

properW sustained, or clalmed to havc been sustaincd, by anyonc whomsoever, resulting In whole

or in partfrom any act or omlssion of lessee or any of its offlcers, agents, employees, guest, patrons

or invitees and lessee shall pay for any and all damage to thc propcrty of the Library/City, 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 neSllSence of or by tibrary/City, its officers or employees.

1.
2.
3.

4.

5.
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7.

8 .

Asslgnment: The lessee shall not asslgn or sublet this agreement without the written consent of the

Library.
Notice of Default: The lessee and Clty mutually agree to provide reasonable notice and time to cure

or remedy a dcfault underthls agGement, whh the exceptlon of sltuatlons Involving personal

safety, waste, and damage to the facillties.

Termination bv tibrary/city: The ubrary/city reserves the rlght to terminate the use granted by thls

agreement for good cause. Should the tibrary/City exercise thls right the lessee agrees to foreto

any and allclaims for damages agalnstthe Ubrary/City and further agrees to waive any and all rlghr

which might arise by r€ason of the terms of thls use, and lessee shall have no recourse of any kind

agai nst the Ubrary/GtY-
patents, Tradema*s, Licenses: Lessee will assume allcosts arising from the use of patented,

trademarked, franchised, or copyrighted music, materlats,6lqvlses, processes, or dramatlc rlghts

used on or incorporated in the event.

10. Schedullng of Other Evente: [ibrary/City may schedule and contrast wlth other events in parts of the

faclllty that are not part of the les3ee's agreement. The tlbrary/Clty may schedule and contract for

similar events both before and after the dates of the lesseCs agrcement wlthout notise to the

lessec, unless othcrwlse spcclfled In wrltlng In the contract.

I have read and agrce to ablde by ttrc Glendale Public Ubrary's Rental Policies:

Event Date: I \--1 - >olu nmc! 5)sD - - l :3o

Q->r- 
"o(t,

Peggy Campbell
Foothllls Ubrary
19055 N.57th Ave.
Glendale, A285308
52:r-930-3849

Room Rentedr t-d. 2^t*. Today's Date:

organiration Name (if appli".o,"r'i*n"^ F r"to-..' ^ t 6fro.rf,

Prlnted Name:

signeture:

Rental Policies must be signed and returned within l week after reservation ls made.
Plcase mall, cmall, or brlngto:

Cynthia Burmelster
Main Llbrary
5959 W. Brown St.
Glendale, AZ 85302
623-930-3545




