
























EXHIBIT C 
 

EL PASO PUBLIC LIBRARY 
Meeting Room Policy 

 
 
6‐401.   USE OF COMMUNITY ROOMS.    It  is the policy of the Library to allow public use of  its community 
rooms within established guidelines for activities not resulting in the generation of profit or income when 
such use will not  conflict with  Library business or  activities.   Persons or  groups may  reserve  the use of 
community rooms within the guidelines that follow. 
 
6‐401.01  LIMITATIONS 
 

A. Meeting room used must be requested and approved at least seven (7) working days in advance, 
and be submitted to the facility manager where the room is being reserved. 

 
B. Walk‐ins will be accommodated on a case‐by‐case basis. 

 
C. Meeting  room  request  changes  will  only  be  allowed  pending  the  availability  of  room  and 

resources. 
 

D. Rooms may not be reserved more than three calendar months in advance.  Each use of the room 
must be requested separately. Standing reservations will not be honored. 

 
E. Rooms may not be used for illegal activities. 

 
F. Noise  must  be  kept  to  a  moderate  level  so  that  the  use  or  activity  will  not  disturb  library 

operations. 
 

G. No music or voice amplification may be used other  than  that which  is currently  installed  in  the 
room unless previously authorized by the facility manager. 

 
H. No smoking, burning, or activity that will result in the generation of smoke is allowed. 

 
I. No alcoholic beverages will be served, consumed or introduced onto the premises unless properly 

permitted and authorized by the facility manager. 
 

J. Occupancy limits, as posted in each room, will be strictly followed. 
 

K. Room usage  is subject to cancellation without notice  in the event the room  is needed for Library 
Department business.   

 
L. No  connection  between  the  activity  and  the  Library  can  be  made  or  implied  without  the 

Department’s consent.   Any advertising of programs  sponsored by an outside agency  should be 
approved by the facility manager in advance. 

 
M. Library Management will have access to and may enter the room at any time. 

 
N. With the exception of licensed Peace Officers and Federal Agents authorized to carry weapons, no 

weapons of any kind, including concealed handguns, are permitted in the room. 
 



REQUIREMENTS 
 
A. Rooms will be reserved during Library hours at the facility in which the room is located 
 
B. A meeting room user fee (payable at least 48 hours in advance) will be charged in accordance with 

the attached  fee  schedule.   This  fee may be waived  to  those groups whose goals coincide with 
those of the Library. The facility manager will determine if a group qualifies for this waiver. 

 
Rental of meeting rooms  is also available to “for‐profit” and “fee” groups. The fee schedule also 
applies to for‐profit groups.   
 

♦ A full refund will be made only if cancellations are made at least 24 hours prior to the scheduled 
event.   

 
C. “No show” users or those who fail to cancel may be denied future use of facilities. 
 
D. Meeting  rooms  are  available  during  regular  library  hours  and must  be  vacated by  closing  time 

unless specific arrangements have been made and approved.  An additional fee of $30.00 per hour 
will be charged for after hours to cover staff time and overtime facility usage. 

 
E. Food and drinks may be served in the meeting rooms, except for the Auditorium at Main Library.  

The group serving them will be responsible for immediate clean up.   
 

F. Any damage or  loss to Library property will be charged to the users.   An additional fee of $50.00 
will be charged for maintenance services if the room is not left in good order and condition.  

 
G. Special  arrangements  for  meeting  room  set  up  must  be  made  in  writing  when  this  form  is 

submitted and will be honored as staff time permits.  Cleanup will be the responsibility of the user 
due to staff limitation in all libraries. 

 
H. At the conclusion of the meeting, it is the user’s responsibility to notify library personnel to review 

the condition of the meeting room. 
 

I. Persons using community  rooms will obey all municipal  laws and adhere  to all Library  rules and 
regulations and limitations and requirements imposed by this policy.  Failure to do so may result in 
the immediate termination of permission to use the room, denial of future use of the facility until 
such time as the requester can establish that the policy will be followed, or both.  
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EL PASO PUBLIC LIBRARY 
 

APPLICATION FOR THE USE OF MEETING ROOM 
 

Name of Group: ________________________________________________________________________ 

Room will be used for: (Please be specific) _____________________________________________________ 

_______________________________________________________________________________________________ 
(Failure to completely describe planned activities may result in refusal of request) 

Purpose of Group:  Non-profit _____ Commercial _____ 

Will Pay Fee Charged With:  Check ______ Cash ______ 

Open to Public:   Yes _____ No _____ 

MEETING ROOM REQUESTED: 

(   )  Auditorium (capacity 250 people, no food or drinks allowed) 
(   )  Mary I. Stanton Room  (seats approximately 10 people,) 
(   )  Maud Sullivan Gallery  (seats approximately 90 people) 
(   ) Computer Lab Classroom 
(   )   Branch Library ______________________________________________________________________________ 
 
Indicate set-up desired  ______________________________________________________________ 

Date needed: __________________________________ Time: _______________________________ 

Please give an estimate of the number of persons expected to attend: ______________________ 
 

 I have read the rules and regulations (attached) governing the issuance of this application   
and understand them.  Furthermore, I (we) the undersigned, personally and officially, in the 
name of ________________________________ agree to abide by Library Regulations.  I (the 
User) agree to defend, indemnify, and hold harmless from all costs and claims, suits, causes of 
action and liability resulting from injuries, including death, to any person or persons, or 
damage or destruction to property occasioned by or in connection with users of the 
_____________________________ Meeting Room. 

 
Do you need:  
(   )  Overhead projector 
(   )  Slide Projector 
(   )  Digital projector  
(   )  TV 
(   )  VCR/DVD Player  
(   )  PA System (portable, 
wireless, podium)   
(  )   Presentation Computer 
(   )  Other 

 
Signature ___________________________________________ 

Name ______________________________________________ 

Date _______________________________________________ 

Address ____________________________________________ 

Telephone __________________________________________ 

Email:  _____________________________________________ 

PLEASE CALL 543-5401 SHOULD YOU WANT TO CANCEL YOUR RESERVATION. 

Approved:  YES _______   NO _______   Post Meeting Room Inspection 

By: _________________________   By: ____________________________________ 

Date: ________________________   Date: __________________________________ 
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