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Effectlve Date: 0729/14

tlbrory meetlng rams are avollable on a ftrst come, firct served basls.

Reeewlma Rom

1. The reserved time is the total tlme the lessee wlll occupy the room Including any tlme needed by the
lessee forset-up and clean-up. Additional charges wlll be assessed for usage beyond the contracted
tlme.

2. A two.hour minlmum ls reguired to rent a room. Refunds are not lssued for unused time.
Anangements for use of Llbraq/s meeting rooms must be made at least hlro (2) weeks In advance of
meeting date by an adult representatlve of the group or person requesting the room. Applications
and any accompanylng documents are due wlthln 1 week of room reservataon.

3. Meeting rooms may be scheduled for use durlng hours the Ubrary is open to the publlc. Before or
after-hours use requlres addltlonal fees.

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

To book a meetlng room, please contact the followlng:

Maln Ubrary: Cynthia Burmeister at 623€30-3545
Foothllls Ubrary: Peggy Gmpbell at 623.93G3849

Please provlde the following Information: your name, the name of the organlzatlon or Sroup booklng
the room, and a contact number where you can be reached. You wlll be contacted by Ubrary staff
wlthln three (31 buslness days.

Pavment

1. Allfees are due wlthin 1 week of the tlme the reservation is booked, including any applicable
refundable cleaning deposlts and after-hours fees.

2, Payment can be made by credit card or deblt card lVlSA, MasterGrd or Amerlcan Expressl, cashle/s
check or money order, or wlth cash. Cashler's checlC, money orders, and cash payments must be
submltted In person at the Llbrary Publlc Servlce Desk. Personal or business checks must be
submttted in person at the Llbrary Publlc SeMce Desk at least 30 days priorto the meetlng room
reservatlon.

3. The lessee ls requlred to pay for contlnuous use. A break In the rental tlme ls not permltted.
4, Additlonal charges wlll be assessed fn the event that any damages have occured, items are mislng

rental pollcles were not observed, and/or contract tlmes were exceeded.
5. Any vlolatlon of Llbrary or meetlng room pollcy may result In denial of future meetlng room

reservatlons. Refunds wlll not be granted to groups that are asked to leave for vlolatlng pollcy.



Cancellatlons

1. Short notlce cancellatlons allow little or no tlme to book another event for rental. The cancellation
pollcy recovenr a portlon of the revenue lostfrom short notice cancellatlons. Rentalfees wlll be
refunded accordlng to the followlng schedule:

45 or more days prlor to event:

30-t[4 days prlorto event:
29 days or less prior to event:

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

2. Lessees that frequently fail to provlde approprlate cancellatlon notice, or repeatedly cancel their

reservatlons, wtllbe denled future room reservatlons.

Roon Reruhtlotu:

l. The lessee schedullng use of the faclllty must be over 18 and ls responslble for the room whether or
not the lessee personally ls In attendance throughout the scheduled tlme. The lessee or hls/her
deslgnee should have thelr copy of the rental agreement wlth them.

2. All regulatlons apply to the lessee's Suests and the lessee ls responslble for thelr conduct. The
lessee shall be held monetarlly llable for damage to equipment, furnlshlngs, and the buildlng
whether caused by the user, guests, exhibitors, or contractors, ordlnary wear exempted.
Replacement and repair to above ltems wlll be made by the CIW and the cost of such repairs or
replacement wlll be assessed to the lessee. Future use of the facilitles may be denled.

3. Lessees may not charge fees for admlsslon, materlals, or seMces on site at the Ubrary durlng
meetlng room use. Lessees may restrict thelr meetlnS5 to their own members.

4, Room capaclty may not be exceeded. Capaclty varles wlth room configuratlon; please check with
meetlng room coordlnator.

S. The Ubrary ls not responslble for the physlcal anantement nor the conditlon of the facillty. Leasing
groups must perform thelr own set-up and return the meetlng room to lts orlglnal configuratlon
prlor to checkout. The Llbrary is not responslbfe for refreshments. The Llbrary wlll not provide

equlpment or supplles for lessees renting the facllities. No outslde fumlture ls altowed withln the
bulldlng. The Ubrary wlll not store ltems belonglng to orgariizatlons. Library property shall not be
removed from the rooms or facillty unless granted In advance In writinS.

6. Lessees are permltted to post one slgn announclng the event on the door of room being used.
Slgnage must be removed at the concluslon of the meeting. No additlonal flyers or posters may be
deposlted or posted on the Ubrary buildlng or on library property.

7, Publlclty wlll not glve the lmpresslon that the llbrary ls a sponsor of the meetlng. Lessees must
provlde a telephone number for the publlc to contact for Informatfon. The libnry wfll not gfve out
Informatlon about meetlngs and the Ubrary telephone number may not be used.

8. Decoratlons and Flammable Materlal:
a. No decorations are allowed on any flxed glass surfaces.
b. No plns, staples, nails or slmllar fasteners are permltted on curtains, 5td8€, walls, tables,

dralrs or other flxtures.
c. Decoratlons may be applled only wlth non-resldual tape. Decoratlons are only for rooms

rented and not for hallways, lobbles, or other common areas.
d. No open flames are permltted wlth the exceptlon of blrthday candles.



e. No confetti or glltter ls permltted
9. Smoklng; alcohof tambltng actlvitieg and anlmals (exceptlng seMce anlmalsf are not permlfted In

the Ubrary meetlng rooms.
10. Amplifled muslc may be allowed only with written approval. All sound must be contalned in the

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

oefmttted.
11. leaslng groups are responslble for supeMsing thelr own activltles, Includlng clean'up. Facllltles 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 posslble. Alltrash must be placed In approprlate containers.

12. The Ubrary assumes no responslbllity for ltems, equlpment, or decoratlons left at the facility. ltems

left wlll be malntalned at the Ubrafs Lost & Found for seven days. After seven days unclaimed
Items will be sent to the City of Glendale's Materlals Management Department for disposal. The

Clty reserves the rlght to charge storage for large ltems left.
13. The Ubrary reserves the right to control and manage lts facilitles and to enforce all necessary and

proper rules. Ubrary staff wlll have full aoqess at alltlmes to allfacility spaces.
14. The Chlef Ubrarian and the Park, Recreatlon & Ubrary Executlve Director have full authority to

grant, refuse or revoke permlsslon to use the meetlng rooms.
15. Tlre Chief Ubrarlan and Executlve Director have authority to requlre monitoring staff whenever they

deem lt necessary to protect the Interest of the ClW. The size of the leaslng group and nature of the
functlon wlll determlne the number of staff requlred and any additional fee assessment.

16. The Ubrary reserv$ the rlght to relocate leaslng group3 to an alternate locatlon lf speclal
clrcumstances arise.

17. Ttre Ubrary/Clty rEserves the rlght to eject from the premises any obfectlonable person or persons.

Nelther the CIU nor lts offlcers, agents, or employees shall be liable to the lessee for any damages
that may be sustalned by user through the exerdse by the Ubrary/City of such rlght.

18. Any vlolatlon of Ubrary or meetlnt room pollcy wlll result In denial of future meetlng room
reservatlons.

Terms

All localflre and safery regulatlons and state law relatlng thereto shall be complled wlth.
lessees shallobtain all appllcable permits.
The fact that a leaslng group ls permitted to use the Llbrary's meetlng rooms does not In any way
constltute the Ubran/s endorsement of the feaslng grouy's polhles or belieft.
The Ubrary/Ory assumes no responslbility whatsoever for any property placed by lessee in the
facll$. lessee hereby expressly releases and dlscharges the Ubrary and the Clty ftom any and all
llabllltles for any loss, injury or damages to property whlch may or do arlse out of or be related to
the occupancy and use of sald premlses under thls agreement. All protectlve servlces deslred by the
lessee must be ananged for by speclal agreement with the Oty, and the lessee ls responslble for all
costs connected therewlth.
Indemniffcation/tlablllty: The lessee shall Indemnlfu and save harmless the Ubrary/City from all loss,
cost, and apense arlslng out of any llablll$, or claim of llability, for inJury or damages to percons or
property sustalned, or clalmed to have been sustalned, by anyone whomsoever, resulting in whole
or In part from any act or omlsslon of lessee or any of lts offlcers, agents, employees, 8t €st, patrons
or Invitees and lessee shall pay for any and all damage to the property of the Ubrary/City, or loss or
theft of such property, done or caused by such peruons, save and excepting therefrom any claim
rislng out of or related to negllgence of or by Ubrary/Clty, tts officers or employees.

1.
2.
3.

4.

5.
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Prlnted Name:

Slgnature:

Cynthia Burmelster
Maln Ubrary
5959 W. Brown St.
Gfendafs NZBSSO2
623-93&354s

6.
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Asslgnment The lessee shall not aslgn or subletthls agreement wlthout the wrltten consent of the

Ubrary.
Notlce of Default The lessee and Oty mutually agree to provide reasonable notlce and tlme to Cure

or remedy a default under thls atreement, wlth the exception of situations InvoMng personal

safeU, waste, and damage to the facllities.
Termlnatlon by tlbrary/Oty: Ttre Ubrary/Oty reserves the rlght to terminate the use grianted by thls

agreement for good Gause. Should the Ubnry/Oty exerclse thls right, the lessee agrees to forego

any and allclalms for damages agalnst the tlbrary/Clty and further agrees to walve any and all rlghts

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

agalnst the tlbrary/Oty.
Patents, Trademarks, Licenses: Lessee wlll assume all costs arlslng from the use of patented,

trademarked, franchlsed, or copyrlghted music, materlab, devlses, processes, or dramatic rights

used on or incorporated In the event.
10. Sclredullng of other Events: tibrary/Clty may schedule and contract wlth other events In parts of the

facility that are not part of the lessee's agreement. The Ubrary/Ctty may schedule and contract for

simllar events both before and after the dates of the lesee's agreement without notlce to the

lessee, unless otherwlse speclffed in writlng In the contract.

I have read and agree to ablde by the Glendale Publlc Llbrary's Rental Policles:

9.

Event Date:

RoomRented: {,iloll lh a+l 6J 0 r^ m*fsDate:

Peggy Campbell
Foothllls Ubrary
19055 N.57th Ave.
Glendalg A285308
623-93$3849

Rental Pollcles must be slgned and returned wlthln l week after reservatlon ls made.
Please mall, emall, or bring to:


