River Forest Public Library 

Meeting Room Rules and Regulations

Reservations:

Meeting rooms may be reserved only by a person with an River Forest Public Library card in good standing, an officer of an River Forest business, or a member of a River Forest governmental agency. This contact person is responsible for the room. He or she must be present throughout the scheduled meeting.  

Reservations may be made no more than 90 days in advance. Payment must be received at least a week before the reservation date. The contact person should notify the library of a cancellation as soon as possible but no less than 24 hours in advance. 

Repeated cancellations or unused reservations (2 or more within a 12-month period) will result in denial of meeting room use. 


Meeting Room Use Application forms must be submitted to the Head of Circulation.


Reservations are not final until confirmed by the Head of Circulation.


Reservations will be taken on a first-come, first-served basis. 

Fees:

Library-related groups, River Forest governmental organizations, and non-profit groups comprised mainly of River Forest residents and non-business related local clubs and organizations comprised mainly of River Forest residents may use the meeting rooms free of charge. 
River Forest businesses and other for profit organizations (individuals benefiting financially or being paid for their time) will be charged a fee of $30 per hour or  $120 for four hours of use. Businesses may use the room only for non-commercial meetings. 

Hours: 

Meetings may be scheduled during regular library hours only. All meetings rooms must end by 8:45 p.m. Monday through Thursday, 4:45 p.m. Saturday and Sunday. The room will restored to original condition by 9:00pm and 5:00pm respectively. 

Set-up and Clean-up: 

Both the setting up and the cleaning up of the meeting room is the responsibility of the organization using the room. 

The room must be returned to its original condition at the end of the meeting. The organization is expected to sign and submit room set-up chart at the end of the event. 

Equipment and Amenities: 

Capacity:  81 maximum

	Coffee Maker
	Large Pull Down Screen
	Folding Tables

	Sink
	Projection Cart
	Chairs

	
	
	Lectern


Damage: 


No flames of any kind are permitted, including lit candles and Sterno cooking fuel. 
Costs for damage resulting from use of the meeting room that requires replacement or professional cleaning will be the responsibility of the contact person. 

Publicity

All publicity must state that the River Forest Public Library is not a sponsor of the organization’s program.

Regular Use by Groups: 

Groups may not use the Library’s address or phone number as the organization’s contact point. 
Groups may not store any items at the Library. 

Food: 

Only non-alcoholic beverages and light snacks are permitted.
All supplies must be provided by the organization. 

Supervision: 

Adequate supervision by an adult must be provided for groups of young people less than 18 years of age. Attendees accompanied by children under 10 are required to supervise them during the meeting. 

Penalties: 

Failure to comply with the above regulations will result in loss of meeting room privileges. 


Disputes: 

Disputes may be brought to the attention of the Director. 
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