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             Application and Agreement for Room Reservation
Indiana State Library

    







315 W. Ohio Street
    







Indianapolis, IN  46204








Ph: (866) 683-0008








Fax: (317) 232-3713
INSTRUCTIONS:

1. Fill out the application completely and fax to Scott Lambert at 317.232.3713 or e-mail the form to Scott at slambert@library.in.gov for approval and room assignment.
2. Wait for confirmation from a library representative. If you have not been contacted about your request within 48 hours of submission, please call (866) 683-0008 to follow up on your request.
               NOTE:  Information provided on this form is a public record

	Name of Company, Organization, or Person Requesting Room (“User”)
             Phone Number



	Street Address                                                     City/State                                           Zip Code



	Contact Person
                                            Phone                                                E-Mail Address           


	Date of Initial Request
                                     Date of Reservation                          Hours Needed                                       

                                                        



	Intended Use & Estimated Number of Participants:  (Please also note any special needs or requests)  
______________________________________________________________________________________________________



Meeting rooms are available during the Library’s regular business hours.  Agencies located within the building have first priority on meeting room reservations; for other groups, reservations are on a first-come, first-serve basis.  Usage of meeting rooms is at the discretion of the director of the Indiana State Library.
The following equipment is available free of charge for use within Library meeting rooms:  AV screen, LCD projector.  There is a sound system, stage, and AV screen in the History Reference Room. The stage and AV screen in the History Reference Room are considered permanent fixtures and may not be disassembled or moved. Requests for equipment must be made at least five working days in advance.

Room reservations should be made at least five working days in advance of the meeting.  The State Library reserves the right to limit the use of its meeting rooms, or to cancel with ten days advance notice.  The User may cancel the meeting, but must do so no later than 48 hours in advance of the reservation date. Any cancellations by the User that occur less than 48 hours in advance of the meeting date, including no shows, may result in the denial of future room reservations requests.
Refreshments may be served with prior approval.  The State Library does not provide food or drink.  Alcoholic beverages and smoking are prohibited.  The User is responsible for making its own catering or food arrangements and for disposal of trash into the receptacles provided. If a caterer will be providing refreshments, State Library staff must be notified at least 48 hours in advance of the meeting so that parking arrangements can be made for the caterer. The State Library cannot guarantee parking for meeting attendees.   

If time permits, State Library staff may arrange the room prior to the meeting, in accordance with the group’s request. The User is responsible for leaving the meeting room in good order and is financially responsible for any damage to, or loss of, State Library property. The State Library is not responsible for accidents, injury, theft, or damage of personal items occurring in connection with the use of meeting rooms.  

The User is responsible for ensuring that the scheduled meeting or activity does not disturb State Library customers or other building occupants, interfere with work-related activities of staff, or interfere with the continuing conduct of state agency business.

Permission to use the State Library meeting rooms does not imply endorsement of, or agreement with, the purpose(s) or the expression of any individual or organization by the State Library or its staff.  The State Library does not provide publicity for meetings.  
The State Library may have one security guard present in the building during the User’s meeting. If the User requests the presence of additional security guards or if the State Library determines additional security guards are necessary for the User’s meeting, the User is responsible for the costs of the additional security guards. The State Library will provide the User with an estimate of the cost of the security guards before the meeting occurs and the User will be invoiced for the actual cost of the security guards after the meeting.

The User is responsible for any necessary special accommodations that need to be made for its meeting attendees.
I attest that I am the User or that I am a representative of the User and have authority to execute this Application and Agreement for Room Reservation (“Application”) on behalf of the User.  I agree that I have read the Application in its entirety, and on behalf of the User I agree to the terms stated herein. I understand that any violation of the above terms may result in being denied future use of the State Library’s facilities and/or resources.
Signature ________________________________ Printed Name _____________________________ Date________________

The Indiana State Library hereby agrees to let the person/organization noted above use Room(s) _______________________ on ___________ from ___________a.m./p.m. to ____________a.m./p.m. for the purposes, and under the terms, stated above.
Signature ________________________________ Printed Name _____________________________ Date________________ 
