Mountain Home Public Library areedy@mountain-home.us
790 North 10™ East 208-587-4716
Mountain Home, ID 83647 fax 208-587-6645

CONFERENCE ROOM USE APPLICATION
(Library Board Policy Manual Section 4.00/#4.03 pg2)

Name

Organization

Address

Phone(s)

Date(s) of Use

Start & End Time
(Include setup
and teardown)

Event Description
& Estimated
Attendance

Billing Info To:

Address:

Street /PO City State Zip

The Library’s Conference Room (Policy Manual Section 4.00/#4.03 pg2) is available on a first-come,
first-pay basis Monday through Sunday from 6:30am. to 11:00pm. and has a maximum occupancy
of 45.

Library sponsored activities & City Departments are given first priority.

The library offers the facility as a location for workshops, seminars, lectures, and other professional
and educationally oriented meetings or presentations but is not intended to substitute as a
permanent operational location for any individual, group, and/or organization.

All meetings must be open to the public unless otherwise approved by the Library Director or
Library Board. No fee may be charged for admission to a meeting held in the library conference
room.

Parties are not allowed.


mailto:areedy@mountain-home.us

All bookings will be confirmed upon payment

To receive credit for future use, cancellation notification must be provided to the Circulation Desk (5) working days prior to the date

scheduled.
A 520 cleaning fee will be billed if the conference room has not been restored to its original condition.
Replacement and/or repair fees will be charged for damage to the facility, furnishings/fixtures, and/or damage to or

loss of Library equipment.

Per Hour

Key Pad Access #

Rate
$10.00 per hour

$10 Overhead projector
$10 LCD projector

$10 Additional cleaning fee required
for all groups that wish to serve
food and beverages

**$25 per 30 minutes will be
assessed to ALL groups who stay
later than 10 minutes past the end
of their reserved period. No
additional reservations will be
allowed until paid.

Amount Due

X hours S
X day(s) $
TOTALDUE §
Cash
Credit Card
Check

Remit Check payments to:
Mountain Home Public Library

Key Pad Access #

$10 Additional cleaning fee required
for all groups that wish to serve
food and beverages

**$25 per 30 minutes will be
assessed to ALL groups who stay
later than 10 minutes past the end
of their reserved period. No
additional reservations will be
allowed until paid.

Cleaning / Damage Fees Reason for billing Total Additional Charges
Billed on S
Paid on By Inv# Date
ALL DAY Rate Amount Due
$100.00 per day X hours $
$10 Overhead projector
$10 LCD projector X ___day(s) $

TOTALDUE S
Cash
Credit Card

Check

Remit Check payments to:
Mountain Home Public Library

Cleaning / Damage Fees
Billed on

Paid on

Reason for billing

By.

Total Additional Charges
$

Inv# Date

I have read the regulations governing use of the conference room and the library’s Conference Room Application and
agree to abide by the conditions set forth.
| understand and agree that any related fees will be assessed to the responsible party listed on the application.

Signature: Date:

Date Reviewed: Reviewed/Approved by: 0 APPROVED [JDENIED




Responsibility of Users
Only removable poster putty may be used to attach items to wall surfaces or the white board
No tape please

Groups requiring assistance with and or the set-up of audiovisual technologies available must
specifically request assistance at the time the room is reserved. Groups should be aware that staff
availability is limited and may not be available to assist at the time of the event.

No group may use the library’s address as its address. All news releases, publicity or
advertisements relating to any program or meeting held in the library conference room shall clearly
state the name of the sponsoring organization/individual and unless the event is co-sponsored by
the library, must include the following disclaimer: “This is not a library sponsored event. The City of
Mountain Home is neither responsible nor liable for information provided by users of the library’s
conference room.”

Groups that don’t show up within fifteen minutes after their reserved start time will forfeit the
reservation. Monies collected for reserved spot can be utilized for another time within 180 days
allotment.

Any group that abuses the conference room privilege shall lose the right to use the conference
room.

All users are responsible for complying with the provisions of the Americans with Disabilities Act,
which requires that a meeting or materials at a meeting be provided in an accessible format in
response to a request.

If refreshments are served, care must be given to the preservation of the library carpet and
furnishings. Each group using the conference room is responsible for providing their own serving
equipment. Damage done to the facility or its furnishings will be billed to the contact person
indicated on the Conference Room Use Application form.

Reservations

Reservations may be made in person, or by phone between 9am and 5pm., Monday through
Friday.

Reservations are preferred at least one week in advance of the meeting date and may be made no
more than 1 year in advance. The library reserves the right to set appropriate conditions for use.

Reservations will be confirmed upon full payment towards a completed and signed conference
room use application.

At the conclusion of the meeting, the room must be returned to its original condition.

The library reserves the right to deny or revoke a reservation to use the conference room if:

J payment is not made before the tentative reservation date

. when there’s a violation of the Mountain Home Public Library’s Rules of Conduct Policy,
any other library policy or regulation

. when there’s a violation of any local, state or federal law

J users who utilize the conference room later than 10 minutes past their reservation time

will be billed at a rate of $25 every 30 minutes and are unable to reserve the conference
room until payment is received.



Cancellations

NO REFUNDS WILL BE ISSUED -- Monies collected for reserved spot can be utilized for another time
within 180 days allotment.

Credit(s) for future use will expire 180 days after being issued except in extenuating circumstances,
such as a global pandemic.

Liability
Groups or individuals using the conference room are responsible for all damages to any property of

the Mountain Home Public Library resulting directly or indirectly from the conduct of any member,
officer, employee, agent or guest of the group.

All conference room users agree to hold harmless the City of Mountain Home and the Mountain
Home Public Library from and against any and all liability which may be imposed upon them either
entity for any injury to persons or property caused by the organization or any person connected
with the meeting.

The City of Mountain Home and Mountain Home Public Library assume no responsibility for any
property placed in the library in connection with a meeting; and the City of Mountain Home and
Mountain Home Public Library are hereby expressly released and discharged from any and all
liability for any loss, injury, or damage to persons or property which may be sustained by reason of
use of a conference room.

Amendment of Rules

The Library Director is authorized to establish reasonable regulations governing use of the
conference room and related fees. Based upon information contained in the application, the library
reserves the right to decline conference room requests that do not meet the spirit of this policy.

The Mountain Home Public Library reserves the right to review and amend this form and
conference room policy at any time.

If any conflict should arise during a scheduled time slot
while the library is closed, please contact,

Library Director
Shasta Hochstrasser
208-513-3091

I have read the regulations governing use of the conference room and the library’s Responsibility of Users form and
agree to abide by the conditions set forth.
I understand and agree that any related fees will be assessed to the responsible party listed on the application.
I also understand that permission to use a library conference room does not imply endorsement of the aims, policies,
or activities of any group or organization.

Signature: Date:

Date Reviewed: Reviewed/Approved by: 0 APPROVED [1DENIED




Conference Room Cleaning Requirements
Please notify Library Staff during library hours or notify after hours by contacting
the Library Director, Shasta Hochstrasser at 208-513-3091 in the event there are:
*Spills on the carpeting
*Damages to or missing equipment
*Faulty meeting room tables or chairs
*Restroom problems

*Wall damage, etc.
Only removable poster putty may be used to attach items to wall surfaces or the white board.
No tape please.

Check In Time:

Cleaning supplies are located under the sink and a vacuum is provided
in the conference room closet.
A $20 minimum cleaning fee will be charged if the following items aren’t completed,
and the checklist is not signed before exiting the building:

[] Wipe down chairs/tables and restack them in the storage area

L] Clean the white board if used

[] Disconnect/turn off the TV or other connections, roll cords, and store remotes
[ ] Clean sink area if used

|| Check and pickup restrooms - sensor lighting will go off automatically

| ] Vacuum hall and room carpets as need

|| Open blinds

| | Remove trash to outside dumpster

] Turn out room lights — one bank of security lights will remain on

|| Secure outside door

[] 1, do attest that all above items have been completed.
(Name)

Check Out Time:
Please leave this completed form on the counter upon leaving the room. Thank you.




