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APPLICATION TO USE CONFERENCE ROOM

Thank you for your interest in using the conference room at Toledo Public Library. The room is available
to registered non-profits for no cost or for $50 per event for private use. Room availability is generally on
a first come, first served basis. Events outside of the regular open hours of the library can be
problematical. Please make sure you have read and understood the procedures for after-hours use.

GENERAL ROOM USE GUIDELINES

1. No intoxicating substances or tobacco are to be consumed in the facility.

2. The library does not have staff available to maintain this room after each use. Expect to do your
own set up and take down of chairs and tables. Expect to take away you own garbage and sweep
the floor if necessary.

3. Your use of the room does not include access to any other parts of the library. There is a
restroom located downstairs for your use.

4. You may arrive early to set up ONLY if you have reserved this time when you signed up for the
room and have gone through the procedures to secure access.

5. You may not remove any of the furniture or features of the room.

6. Expect to pay for any damage caused by you or your group’s use of the room.

SIGNING UP GUIDELINES

1. Complete this form and submit it to the librarian on duty. We will check the calendar
immediately if it is possible. If it is not possible to check immediately, we will call you to
confirm your date. Do not assume you are cleared to use the room until we confirm with you.

2. Check the hours of operation of the library. If you wish to meet outside those hours, you must
make arrangements to pick up the key to the downstairs door and return it directly following the
close of your event through the book drop on the front of the library. If someone is using the
room before you, this might not be possible, so make sure you have completely communicated
your needs on this form.

I am applying for the right to use the library conference room on the following dates at the following
times: DATE(S):

TIME(S):

PURPOSE FOR ROOM USE:

PRINT FULL NAME:

First Middle Initial Last
ORGANIZATION:

TELEPHONE:




MAILING ADDRESS:

Street or P.O. Number

City State Zip

STREET ADDRESS (if different):

E-MAIL ADDRESS:

By a signing below | promise to comply with all its rules, to pay fees or damages charged to me promptly,
and to give immediate notice of change in my address or phone number.

Signature Date

Print name

Please write any information below that you want the library to know about your event in order to better
assist you.



