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Meeting Room Use Agreement 

 

MEETING ROOM POLICY AGREEMENT 

I have read the regulations regarding use of the conference room and entrance area and agree to its 
provisions, including possible fees and damage charges.  It is my responsibility and the responsibility of 
my group or organization to adhere to these policies. 

Date______________________ 

Printed Name ________________________________________ Phone Number ___________________  

Name of Group or Organization __________________________________________________________  

Relationship to Group or Organization _____________________________________________________  

Use for Conference Room ______________________________________________________________  

Date Needed  ____________________  Time of meeting _________________________  

Room was inspected prior to use by:  

Signatures: 

Library staff member(s) _________________________________  Date _____________________  

Organization member(s) ________________________________  Date _____________________  

Note any stains or pre-existing damage ____________________________________________________  

The original of this document will be kept on file at the library and copy given the person signing 
the form. 

 


