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Meeting Room Request Form

Contact Name:






____
     
Phone:
 



          
Organization:






____
       
Email:






On behalf of the organization, I acknowledge receipt of a copy of the State Library of Louisiana Meeting Room Policy and agree to abide thereby. I understand that payment must be received within 7 days of placing the reservation or it will be cancelled.  Cancellations received 14 days prior to the event will receive a full refund.  No refunds will be granted within 14 days of the event. I am duly authorized to act on behalf of the organization, group, or individual requesting use. 
Signature:






____
       
Date:






Meeting/Event Information

Event title:






         
Requested date:




Purpose:















Expected Number of Attendees:
  

     
	Meeting Room Choice:
	Floor
	Maximum Capacity (attendees)
	
	Governmental Agency Use Fees
	
	Private Use Fees
	

	
	Room
	
	
	
	Full Day
	Half Day
	
	Full Day
	Half Day
	Setup

	(
	Seminar Center
	1st
	100
	
	$200
	$125
	
	$500
	$300
	Classroom Style 

	(
	Capitol View Room
	5th
	30
	
	$200
	$125
	
	$500
	$300
	U shaped

	(
	Room 221
	2nd
	15
	
	$100
	$65
	
	$200
	$125
	boardroom only

	(
	Room 128
	1st
	8
	
	$75
	$40
	
	$125
	$75
	boardroom only

	(
	Room 136
	1st
	8
	
	$75
	$40
	
	$125
	$75
	boardroom only


The default setup for the Seminar Center is classroom style. The default setup for the Capitol View Room is U-shape. Rearranging rooms will be the responsibility of the reserving party, as well as ensuring rooms are back to the default setup at the end of event.

Will food be served?
( No






Equipment Needed
( Yes
($200 refundable cleaning deposit required)
( Laptop ($25)

Will audio be required?
( Yes






( Projector Use ($25)

Total amount due: $



Check or money order should be made payable to State Library of Louisiana.

State Library of Louisiana 

Attn: Administration

701 North Fourth Street

Baton Rouge, LA 70802

State Library of Louisiana Meeting Room Policy

State Library meeting rooms are first and foremost for State Library programming and library events.  The State Library reserves the right to cancel a reservation at any time.

When not in use, the rooms may be reserved by other organizations in the following priority order:

1. Library programs, events, and organizations, other than State Library

2. OLG/CRT agencies

3. Other state agencies

4. Other public agencies

5. Non-profit organizations

6. Private individuals and for-profit entities 

Unless specifically authorized by the State Librarian, Governmental agencies may only reserve rooms up to 60 days in advance; all others may only reserve rooms up to 30 days in advance.
Fees for meeting room usage will be assessed according to the fee schedule listed on the room request form.  Meetings may be scheduled Monday through Thursday between 8:30 and 4:00 when the library has security.  Any exceptions must be with permission of the State Librarian, in which case additional fees may be assessed.

Meeting rooms are not available for commercial purposes including selling, trading, or promotion of services, except by permission from the State Library.  Such permission does not suggest endorsement of a product, service, or organization.  
Activities that would interfere with the work of the State Library staff or would disturb library patrons due to noise or other factors are not permitted.

Users of the meeting rooms are expected to provide their own audiovisual equipment; alternatively, library equipment may be rented for a fee.  State Library staff members are not responsible for technical support on non-library equipment.  State Library staff will only provide support for State Library equipment.

Users of a meeting room shall return the room to its original condition and remove all food, beverages, and trash from the premises.  Failure to do so shall result in not being permitted to use the facilities in the future, cancellation of upcoming reservations, forfeiture of the deposit, and/or financial restitution to the State Library.

Tables must be lifted from floor when rearranging rooms. Dragging tables may cause damage to the floor and result in an additional fee up to cost of floor maintenance/repair.

The fact that the State Library of Louisiana has authorized a group or individual to meet in the Library does not constitute endorsement or sponsorship of the organization or individual, nor an endorsement of the views expressed by the group as a whole or by individual participants.

*Contact Library Administration at 225.342.4948 for room availability and complete the meeting room request form.

