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FACILITY USE: FEES
ROOMS IN THE LIBRARY

(Generally limited to the second-floor auditorium, the Hoxie Gallery, and the 
third-floor Terrace Room—see Guidelines)

1.
Business/for-profit groups:



Deposit (applied towards fee)


$100



Base Fee (4 hours or less)

  
  200



After-hours/weekends/over 4 hours
  @75/hour

2.
Non-profit groups:



Deposit (applied towards fee)

 
  $50



Base Fee (4 hours or less)

  
  100



After-hours/weekends/over 4 hours
  @40/hour

(If food is served, there is an additional $35 cleaning fee.)

COTTAGE IN WILCOX PARK

(See separate guidelines/description)



Base Fee (hourly rate)

  
  
$100
Deposit (applied towards fee)

  
    50

In effect January 1, 2007
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       44 Broad Street ● Westerly, RI 02891 ● 401-596-2877 ● FAX 596-5600

FACILITY USE FORM
Requested Space (circle one):
Auditorium

Terrace Room

Cottage

Date of use______________________Starting Time_________Ending Time_____________

Name of Business or Group____________________________________________________

Address_____________________________________________________________________

Contact Name_______________________________email____________________________

Daytime Phone_______________________Evening phone____________________________

Description of event___________________________________________________________

Number of guests/participants__________________________________________________

Type of refreshments to be served_______________________________________________

Equipment requested__________________________________________________________

Other________________________________________________________________________

Total fee $___________________

Deposit   $___________________  (confirms reservation, along with signed copy of this form)

Balance   $___________________  (must be received 7 days prior to the event)

Please call Facilities Manager Frank Illuzzi, 596-2877, ext. 314, at least 14 days prior to the event to discuss the set-up and equipment needs.

I have received and read a copy of the Facility Use Guidelines and agree to abide by them. I understand that I am financially responsible for loss of or damage to Library/Park property.

Signature____________________________________________Date_____________________

Please return this form to the address or fax number above.


3/20/07
[image: image3.jpg](&

MEMORIAL AND LIBRARY ASSOCIATION OF WESTERLY

WESTERLY PUBLIC LIBRARY AND WILCOX PARK




LIBRARY FACILITY USE GUIDELINES

FACILITY INFORMATION:

Westerly Public Library makes space available for community gatherings. The primary use of the auditorium (41’x34’) is for programs requiring audience seating. The primary use of the third floor Terrace Room (43’x43’) is for roundtable discussions or less formal meetings.

Third Floor capacity is 100—170, depending upon set-up. To discuss plans, call Facilities Manager Frank Illuzzi, 596-2877 x314, two weeks in advance. 
Auditorium is pre-set for 120 in rows.

Floor plans and more specific information about rooms, furniture, and equipment are available. Restrooms are located on the third floor and, for those using the auditorium, in the Children’s Room. Both rooms are accessible by elevator. A baby grand Steinway piano is available in the auditorium; it is the user’s responsibility to have it tuned.

Library Hours: MTW, 9 to 9; ThF, 9 to 6; Sat. 9 to 4; Sun. (October to May) 12 to 4.

To reserve a room, call 596-2877, x329.

Use Guidelines:

· A deposit is required when the reservation is made. The deposit is refundable if the library is notified of cancellation 30 days before scheduled date.
· Rooms may be booked up to 12 months in advance under a “first-come, first-served policy, based upon receipt of the deposit.

· The donation balance is due at least seven days before scheduled date.

· No “adult” entertainment is permitted.

· No alcoholic beverages without permission of the Library Director.

· No admission fees or donations may be collected.

· Publicity must not list the library as co-sponsor of scheduled event without permission of a Library Manager or Director.

· If children are present, they are to remain in the room during the event. (When the Library is open, they are allowed in the Children’s Room if accompanied and supervised by someone 14 years or older.) 

· Both rooms have adjacent kitchen facilities for setting up only. No preparation utensils or equipment are provided. The kitchen must be left in good order.
· The room is to be left as you found it. Nothing is to be attached to walls, doors, or ceilings.

· At the start of your program, you must announce the location of the fire exits. (See map on wall of the room for exit routes.)
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