Leesburg Public Library
100 East Main Street

Leesburg, Florida  34748

Phone: 352-728-9790/ Fax: 352-728-9794

Meeting Room Agreement



When public meeting space is not being used for the Library, City of Leesburg, or Lake County Library System programming, it is available for public use without discrimination toward race, color, creed, national origin, or religion.
Please read and initial the following information:

_______Meeting space will be available during regular library business hours only.  Events should be concluded at least 15 minutes before the library’s scheduled closing time.  Library business hours are: 

Monday-Thursday 9:00 a.m. - 8:00 p.m.
Saturday 9:00 a.m. - 5:00 p.m.
_______A completed reservation application is required and must be made with the library’s Administrative Assistant no earlier than 365 days and no later than 7 days prior to the event.  The library reserves the right to cancel any reservation during an emergency situation (i.e. natural, national, local, state or county emergency) or conflict with library or City of Leesburg programs, activities, meetings, or events.  Should the library cancel an event, the user will be notified as soon as possible and will receive a full refund if monies are involved.  
_______No group or individual may schedule use of a meeting space more than once per month, up to a maximum of ten months in one year. 
_______Programs must not interfere with or disrupt regular library activities.

_______Programs must be free and open to the public, and they must be non-commercial in nature.   When available, meeting space may be rented by groups for a closed non-commercial meeting.  All policies apply equally to public and private programs regarding discrimination, hours of availability, reservations, and conduct.  For-profit groups and groups holding closed meetings are subject to Florida sales tax on the space rental fee.  A non-refundable rental fee will be charged for all profit-sponsored and private-sponsored programs.  Events that include food and/or beverages will require a damage deposit double the amount shown in the Fee Schedule. The damage deposit will be charged and will be returned once the room is determined to be in its original condition.  Payment of all rental and damage deposit fees must be received not less than 72 hours (3days) before the event, payable in cash or check to the City of Leesburg.
_______The library cannot provide storage space and is not responsible for any equipment or articles of value, exhibits, food, flowers, beverages, or belongings left behind which are lost, stolen, destroyed, or damaged.

_______The Leesburg Public Library can provide a limited selection of audio-visual equipment for public meetings within the library.  Arrangements must be made in advance of the meeting date. The required damage deposit will be refunded upon  inspection of the equipment.  The library is not responsible for items damaged by library equipment. 
_______Adult (21 years of age or older) supervision of any minor participants (under age 18) is required at all times.  Children age eight and younger who accompany their parents or legal guardians to meeting room functions must remain in the meeting room with them.

_______Groups or individuals using the meeting rooms may not use library telephones to collect or relay messages. 

_______All signage related to all public meetings requires the pre-approval of the library before it can be displayed; signage may not advertise a fee or the sale of any service or merchandise.
Meeting Room Fee Schedule

Please indicate your type of scheduled meeting:
________Non-Profit Group Open to the Public - will be charged only a deposit fee*

________For-Profit Group – Open to the Public** 

________Closed Meeting  (Home Owners Association, staff meetings, retreats, baby showers, reception, etc.)***
   Non-Profit*

For-Profit Group**

Closed Meeting*** 
                                                            





   Open to Public
Open to Public                       Private Groups 
	Meeting Room A
	Deposit:  $25


	Rental Fee:  $25/hr
(Non-Refundable)

$25 + Sales Tax=26.75

Deposit:  $25
	Rental Fee:
(Non-Refundable)
$35 + Sales Tax=$37.45/hr
Deposit:  $35

	Meeting Room B
	Deposit:  $25


	Rental Fee:  $25/hr

(Non-Refundable)

$25 + Sales Tax=26.75

Deposit:  $25
	Rental Fee: 
(Non-Refundable)

 $35 + Sales Tax=$37.45/hr
Deposit:  $35

	A & B Combined
	Deposit:  $35


	Rental Fee: $35/hr

(Non-Refundable)

$35 + Sales Tax =$37.45

Deposit:  $35
	Rental Fee: 
(Non-Refundable)
 $45 + Sales Tax=$48.15/hr
Deposit:  $45


*    Non-profit groups must provide documentation of non-profit status (e.g. tax exempt number).
** Florida Sales Tax will be added to Rental Fee for For-Profit groups
***Florida Sales Tax will be added to Rental Fee for Closed meetings. 
Events that include food and/or beverages will require a damage deposit double the amount shown 
	


Meeting Room Reservation Form

Please check one:

________Non-Profit Group Open to the Public - will be charged only a deposit fee*
________For-Profit Group – Open to the Public** 

________Closed Meeting  (Home Owners Association, Staff meetings, retreats, baby showers, reception, etc.)***
Group size _________   (Determines one or two rooms required) Capacity for each room is 85 maximum
Audio-Visual Equipment needed:   Y [ ] or N [ ]

Will food be served?      Y [ ]   or N [ ] 

Food and/or a caterer of your choice are allowed.  Z-Café is located on the premises of the Leesburg Public Library and provides a catering service.  Contact David Kahan at 321-576-5208.  Debbie’s Catering at 352-728-1669 will also provide food/refreshments . A group may also bring in their own food/beverages. 
Payment of all rental and damage deposit fees must be received not less than 72 hours (3 days) before the event, payable in cash or check to the City of Leesburg.
After the event, an inspection of the premises will be conducted within 2 business days.

If acceptable, a return of the deposit will be issued.
Mail or deliver to: 

Leesburg Public Library

100 East Main Street

Leesburg, Florida  34748

ATTN: Administrative Assistant
Contact (352)728-9790 x 8707 or fax 352-728-9794

Contact Person or Representative of Organization: _______________________________ 
Organization Name________________________________________________________

Address of organization or person responsible for the event/program:________________
_______________________________________________________________________
Telephone Number for Contact:______________________________________________
E-Mail Address of Contact:_________________________________________________

Date Needed: ____________________________________________________________
For recurring event, please complete:                             
Every ________________________of the month
(Example: 3rd Monday, 1st Thursday)
Select up to a maximum of ten (10) months: 
___Jan___Feb___Mar___Apr___May___June___July___Aug___Sept___Oct___Nov___Dec

For Office Use Only: 

 [  ] Carroll Zeigler Gregg  Meeting Room Side A  (without windows)  
 [  ] Carroll Zeigler Gregg Meeting Side B (windows) 

 [  ] Both Meeting Rooms (A & B combined)
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