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8 Town Square Murrieta, CA 92562 (951) 304-BOOK FAx (951) 696.0165

Facility Rental Application Form

Please camplele the following and relurn to the Murriata Public Library. Completion of this form does not guarantee that
your request will be granted. If the facility is available, the complete deposit must be submitted to raserve tha date(s).

Group:

Contact/Responsible Person: (MUsTbe 21 o eldsr, end a site durng event]

Alternate Contact Person: [MUST be 21 ar clder, fnd on sile dering svenl]

Address

Phone

Address

Phone

City, Zip

E-mail Address

City, Zip

E-mail Address

General Event Information

1. Date(s) requested:

Z. Reservation Times;

Room is not reservable 30 minules prior to closing

3. Total Reservation Hours:

Reservation times must include set-up and clean-up and be within library business hours.

(Renlers are not to excead reservation timas, must not amive early or lzave late)

4, Time guests will arrive:

5. Purpose of Event:

6. Estimated Attendance:
adults

children

7. Is this event open to the public?

YIN

8. Will you need to use the audio/visual equipment? Y /N

If yes, what will you need to use?
{Musl gel approval al least 10 days prior io evenl| and AN equpment 1o be cperaled by sfaff only)

9. Will you bring your own equipment?

YIN

10. Wil contributions be solicited?

YIN

11. Will items be offered forsale? Y/N

12. Will food be sold? YIN

13. Will food be served?

YIN

14. Will the event bo catored? Y /N

For questions 10-11, describe purposes for proceeds collected,

Fee Schedule

{In addition to room rental fee)

Description Resident: Non Resident: Non-Profit
Raegerdiess of residency siaius
Hourly Rental Fee: $100 hr $150 hr $25 hr
Must provide IRS 301C3 form
Piano Use Fee: $25 per rental

Facility Deposit:

$300 refundable deposit

Ceposil raguired far aach rasanvalion date

Kitchen Deposit:

$100 refundable deposit

Daposi required for mach resorvatian date

Cleaning Fee:

Room must be returned to the same condition it was when rented. If not, eleaning
costs of $65.00 per man hour will be deducted from the Facility and/or
Kitchen Deposit and the balance (if any) will be refunded.

Insurance Co. & Policy #:

additionally insured.

Any parson or group resarving the Community Room must provide a $100,000 general liability insurance policy naming the City of Murrieta as

For Office Use Only

Date Received

Received By

Approved By

Date Approved

Notes:

PLEASE PRINT CLEARLY

Reyised 6-5-15 AP
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MURRIETA PUBLIC LIBRARY
COMMUNITY ROOM/FACILITY RENTAL

POLICY STATEMENT: The Murrieta Public Library upholds the following policy outlined by
the American Library Association “Library Bill of Rights” concerning meeting rooms:

“Libraries which make meeting rooms available to the public they serve should make such facilities
available on an equitable basis, regardless of the beliefs or affiliations of the individuals or groups

requesting their use."

The Community Room is reserved primarily for activities conducted or sponsored by the
Library, and these events take precedence over all others. Priority will be given to regularly
scheduled meetings of Library sponsored organizations and programs and City of Murrieta
affiliated organizations first, then to community groups such as community councils, planning
groups, recreation councils and other. The Library also welcomes the use of the Community
Room for educational, civic, charitable, commercial and cultural purposes. All organizations,
private and non-profit, will conduct their activities under the following conditions:

Programs, services and activities should be accessible to all individuals, including
individuals with disabilities.

Use of meeting facility does not constitute Library endorsement of the program.
No advertisement or announcement implying such endorsement will be allowed.

No organization using the Library as a meeting facility or for any program or event,
other than one sponsored by the Library, shall use the Library as its official
address.

The Murrieta Public Library, in accordance with the adopted fee schedule of the
City of Murrieta, may charge fees for the use of the Community Room, may
charge deposits for cleaning, may charge for additional cleaning if deemed
necessary by Library staff, may collect a cancellation processing fee, and may
collect a service charge on all returned checks.

Proof of a general liability insurance policy with a minimum of $100,000 in
coverage, with an endorsement naming the City of Murrieta as additional insured,
is required for use of the Community Room and must be provided prior to rental.
(Sample attached.)

Imek — 12/28/11 Revised by ges — 10/9/14 Edited by ap 5/13/15



MURRIETA PUBLIC LIBRARY
COMMUNITY ROOM/FACILITY RENTAL

A refundable deposit must be made at the time of application submission. Full
payment must be received for the total invoiced amount on or before the date of
the event, which is thirty (30) days prior to the first event date requested. When a
reservation is made less than thirty (30) days in advance, full payment must be
provided within three (3) days of the application submission. Failure to make full
payment on or before the due date will result in cancellation of all the tentative
reserved dates by the organization or individual.

The deposit refund will be issued within two to three weeks of rental date. A
deposit for the facility rental can be kept for consecutive bookings. See Fee
Schedule for details.

The number of attendees shall not exceed the max capacity of 185, as posted by
the Fire Marshal.

Smoking is prohibited. Use of fires and candles is prohibited.

The applicant is responsible for managing the orderly behavior of all attendees
and must remain onsite for the duration of the event.

Alcoholic beverages are not allowed in the facility or parking lot. Failure to comply
with this policy will result in immediate closure of the facility and the Police being
called.

Adult supervision is required for any group of minors. There must be at least one
(1) adult present and responsible for each ten (10) minors (ages 13 - 18) and/or
one (1) adult present for each six (6) children (ages infant to 12) at all times.

Misconduct by participants or misrepresentation on the application may result in
rejection of an organization's future applications. (In the event of severe
misconduct, Library staff may immediately terminate the event/meeting and clear
the premises.). Groups are responsible for controlling noise that could be
disturbing to other activities within the Library.

Applicants must be age twenty-one (21) or older.

The individual signing the Facility Rental Application Form will be held responsible
for all fees and damages.

Use of the facility is not transferable to another person or group.

Imck - 12/28/11 Revised by pes — 10/9/14 Edited by ap 5/13/15



MURRIETA PUBLIC LIBRARY
COMMUNITY ROOM/FACILITY RENTAL

Facility reservations will not be approved for any group or individual for use on an
ongoing basis. Other than City or Library sponsored groups, all other groups,
Organizations and individuals are permitted up to two (2) meeting dates per
month, and no more than three (3) consecutive months of booking the Room.

During the third month, the reserving group may check the availability of the
Community Room for the next three (3) months and if available, may reserve the
Room for another three (3) months. This procedure can continue as
required/needed by the group. The Community Room is reserved on a first come,
first served basis. Applications for reservations must be made at least ten (10)
days in advance, but may be reserved no more than three to six months in
advance.

Access to and security of the Community Room and equipment will be controlled
by Library personnel. The Community Room is available for use during the
Library's normal hours of operation as follows:

Mondays & Tuesdays: 10:00 a.m. — 8:00 p.m.
Wednesdays & Thursdays: 10:00 a.m. — 6:00 p.m.
Fridays & Saturdays: 12:00 p.m. — 5:00 p.m.

ALL MEMBERS OF THE ORGANIZATION AND AUDIENCE MUST LEAVE THE
COMMUNITY ROOM AND LIBRARY BUILDING 30 MINUTES PRIOR TO THE
LIBRARY'S CLOSING TIME. Cleaning the Room and putting the furniture back
as required is included in the organization's booking time and must also be
completed within the 30 minutes prior to the Library’s closing. No additional time
for set up or clean up will be permitted. SET UP TIME MUST BE CALCULATED
TO OQCCUR AFTER 10:00 AM ON MONDAY THROUGH THURSDAY AND
AFTER 12:00 PM ON FRIDAY AND SATURDAY.

The sponsoring organization/individual will be responsible for setting up, cleaning
up and returning the furniture to the original arrangement. At the end of the event,
the person responsible for reserving the Room must ask a Library staff member to
examine the Room, with a check-off list, to assure that it has been returned to its
original state before the security deposit refund is processed.

The Community Room kitchen is not intended for cooking, but rather to provide
convenient space for the preparation of ready-to-serve foods. All
organizations/individuals must bring their own kitchen supplies. The Library is not
responsible for supplying paper goods, cups, food, tea, coffee, condiments or
containers.

Imck — 12/28/11 Revised by ges — 10/9/14 Edited by ap 5/13/15



MURRIETA PUBLIC LIBRARY
COMMUNITY ROOM/FACILITY RENTAL

Refreshments may not be taken from the meeting facilities to other areas of the
Library. Groups using the kitchen are expected to leave it in the condition in which
it was found. Failure to do so will result in a clean-up fee.

The grand piano can only be used with the permission of Library personnel,
specifically, and only for scheduled concerts and recitals.

The audio visual and computer equipment is operated by the City of Murrieta and
Murrieta Public Library staff only. Request for the use of the equipment must be
made at the time the application for the Room is submiited or no later than ten
(10) business days prior to the event.

The Library Manager must approve any for-profit use. Groups using the
Community Room will be permitted to make sales within the following parameters:

o All sales must be confined within the Community Room.

o No effort shall be made to solicit Library patrons, entering, exiting or using the
Library facility.

o No signage may be posted on or outside of the Community Room walls.

__ The folluwmg are NOT permltted

No decorations using nails, tape, staples, or glue on the walls, floors, doors, or
ceilings may be used.

= No pets or animals inside the building.

= No driving vehicles on the Library's sidewalks or entry-ways to load or unload
event paraphernalia.

= No throwing of rice, hird seed, confetti or other small bits of materials.

= No use of Library telephones, or equipment other than what is normally
provided in the Community Room.

= No deliveries are to be made to the Library unless the sponsor is present to
accept them and temporary storage space has been pre-arranged.

= Political and religious signs may not be posted on or outside of the Community
Room walls,

= All signs must be taken down at the end of the event’s activities.

Permission to use the Community Room does not constitute an endorsement of

an organization's beliefs, policies, or procedures by the City of Murrieta, the
Library Advisory Commission, or the Murrieta Public Library staff.

Imck — 12/28/11 Revised by ges — 10/9/14 Edited by ap 5/13/15



MURRIETA PUBLIC LIBRARY
COMMUNITY ROOM/FACILITY RENTAL

All publicity for the activity or event is the sole responsibility of the applicant and
must clearly identify the sponsoring organization. The location of the Library as “8
Town Square” may be publicized, but the Library telephone number may not be
placed on publicity, nor written into any press information since the Library is not a
source of information concerning the event or activity.

The Library staff may refuse or cancel any application. Notice will be given with
appropriate explanation. Cancellation or an application for use may be denied for
the following reasons:

Applicant has unsatisfactory record of prior use
Hazardous conditions exist within the facility
Non-payment of fees before due date

Failure to give proper cancellation notice

Civic emergencies

False or misleading information from the applicant
Other applicant misrepresentation

Nom LN

An individual, group or organization that has been denied permission to use the
Community Room may appeal such denial by submitting written documentation
within ten (10) calendar days of denial to the Library Services Manager.

There are NO exceptions to the aforementioned policies and procedures.

| have read and agree to adhere to the above rules. | understand that violation of any of the
above rules may result in my event being cancelled and forfeiture of all fees paid.

Signed: Date:

Witnessed by Library Staff Member: Date:

Imck — 12/28/11 Revised by ges — 10/9/14 Edited by ap 5/13/15



DATE (RIIDONYY) |
ACORD CERTIFICATE OF LIABILITY INSURANCE
PR - THIS CERTIFICATE S ISSUED AS A HIATTER OF INFOSMATION ONLY AND CONFERS NO
Your Ingurance Agent & Address RIGHTS UPON THE CERTIFICATE KOLDER, THIS CERTIFICATE DOES NOT AMEND,
EXTEND OR ALTER THE COVERAGE AFFORDED BY THE PCLICIES BELOW,
INSUREERS AFFORDING COVERAGE
ISURED INSURER A: Insurance Company Name
Hane @ iy INSURER B: Insurance Company Name
MSURER C:
INSURER [:
/\ BISURER E:
GESE _u.‘ﬁ' TWITHETANDENG ANY REGUIREIENT, TERMOF
THE POLIGIES OF INSURAFCE LISTE uem‘mmz EENISEUEDTU VEmR'mE POLICY PERIOD INGIGA TED, A
CONDITION OF ANY CONTRAGT OR ATHER DCUNE 15SL/ED OR MAY PERTA, THE INSLRANCE AFFORDED BY THE POLICIES
I:JEMRIBEJ Hauem 5 sumzcr SHOWN Y HAVE wm BY PAI CLAWS,
T rypggr mewmancd P5.F IERANG ‘Tcau%w“‘g” LTS
GENERAL IL " Poligy M / Da / D, EACH OCCURENCE $1,000,000.00
Icum BIAL ERAL (ABILITY FIRE DAMAGE (Any ana firc} $100K, XK.
| MED EXP {Any cae persan} 3008, 3000
\ NAL & ATV INJURY $1,000,000.00
GENBGAL AGGRREGATE $4,000,000.00
i W ”E"‘ 4 Pnnnuc)s-cumwur' Ac6 | 4100000000
LiCY Owe / i y .
Aummnm UA Paliey Muub, Da i Dat CoMpiED SHiGLE L $1,000,000.00
& ANY AUTD
1 ALL OWNED AU Aoy INJURY, 5
, |2 scHeouLED auTas pesson)
03] HIRED AUTOS ’aamw URY 5 \
[E] HOM-OWNHED ALTOS / dent)
a Psnwmme §
] ™ AN Peraciden)
| CARAGETRRILTY \/ / AUTO ONLY-EA SCCIDERT /™ | © /
0 ANY AUtO OTHERT] JFAace /
o / MO0 /re |3V
EXCESS LABILITY Policy Ni / Date 7 te EACHCCURRENCE :
EFOCCUR LI CLAIMS MADE ADGREGATE ~ |F
8 7 3
O3 oenveTiBLE / N\ / 3
(3 RETENTION  $ . FH
i | WORKERS COMPENSATION AND Pollcy Wumber e ‘ s | | ER
'i EMPLOYERS' LIABILITY < EL EACH ACCIDENT $1,000,00060
hEL. DISEASEEA EMALOYEE ﬂ.@_&i&
EDDISEASE - POLICY LT | $1,000,000.00
OTHER / §
IESCRIFT T mea@mﬂmouaAoueﬁwnumasﬁﬁiiﬁiwmﬁovmﬂs\/
111 COparations Performed at the City of Murrieta.
'ERTIFICATE HOLDER [ PHOIIONAL INSURED; DiSURER LEVTER: _ CANCELLATION nil
SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE GANGELLED BEFORE THE EXPIRATION
y . ATE THEREQF, THE ISSUING COMPANY WILL EMOEAUDRFD MAIL 30 DAYSWRITTEN
City of Murrieta NOTICE T0 THE CERTIFICATE HOLOERNANED Y0 THE \EFT, BUHRARTRETQ 00 S0-ERML
IMROEE N BGOSR O AN-KINGY ERATEACERSSS
1 Town Square
Hi 73
Murrieta, CA 92562
’ John Doe




INSURKED:

POLICY NUMIBER: 'Q-H'Q X COMMERCIAL GENERAL LIABILITY

CNDORSEMENT cHANGES THE POLICY. PLEASE READ IT CAREFULLY

THI
DDITIE L% OWNXERS\LESSEES OR CONTRACTORS
FORMWB)

This endorsement podifies insprfnce :u‘ ader the following:

COMMERCIAL GENERAL LIKMLIPFCO 20 AGE
CHEDI]]

Name of Person or Orgadizatios”

The City of Murrvicta and its rey
insureds under the policy.

Insured’s insurance coverage shall be primary i»
cmployees and volunteers.

(If no entry appears above, information requitsd to complels this ¢
Declarations as applicable to this endorsement.)

WHO IS AN INSURED (Section II) is amended to inghide as anSgsured thé4ferson or organization
shown in the Schedule, but only with respect ta liabilith\arisi af “your work™ for that insured

by or for you.

Signature
Authorized Representative



