Sodus Township Library
3776 Naomi Rd, Sodus, MI 49126	 (269) 925-0903		www.sodustwplibrary.org

COMMUNITY ROOM, DONATION and RESERVATION REQUEST POLICY

1. This is the policy for the Community room (the “room”) and the reservation request/agreement between the Requestor (the “responsible party”) and the Library.
2. The availability of the Community room on a specific date is determined by the Library Director.
3. The person reserving the room (the “responsible party”) must sign the reservation request and be present at the function being requested.
4. A non-refundable donation of $75.00 is requested to reserve the room for a function lasting up to 4 hours.  For a function lasting 5 or more hours, a non-refundable donation of $100.00 is requested.
5. An additional non-refundable donation of $15.00 is requested if the room is reserved for the day before the function for decorating and set-up. Room set-up is limited to two hours, must take place while the library is open, and is dependent on whether the room is already reserved by another group.
6. The signed Reservation Request and the non-refundable donation are requested at least THREE WEEKS before the date of the function.  
7. No keys will be loaned out; library staff or board members will open/close the facility.
8. Functions are limited to the Community room, kitchen, bathroom, and outside lawn. After the function, the kitchen must be cleaned, and trash removed and placed in the outside trash receptacle.
9. No scotch tape, nails, pins, or other adhesives may be used on the walls.
10. The individual reserving the room will be given a diagram of the standard table set-up.  If a different set-up is desired, the party reserving the room is responsible to move the tables and chairs for that set-up. Before leaving, the responsible party will ensure the room is put back to the original set-up.
11. No alcoholic beverages are permitted on the property or in the building; there is no smoking in the building or within 20 feet of the building.
12. Please – NO RED PUNCH!

Reserved by: ___________________________________   Today’s date:  _________________________
Address:  ______________________________________    Phone number:  _______________________
Date room is requested for:  _______________________    Time:  _____________   to: ______________

Donation amount: ________ Date Received:____________  Date & time approved:  _________________
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