Meeting Room Checklist

Before the meeting:

O
O

O
O

a

O

If using technology, set up training with ]J’braly~ staff.

Ask attendees to leave parking in front of G Street restaurants open for
restaurant customers.

Arrive within 15 minutes of reservation time.

For before/after hours meeting, check the room temperature setting and, if
needed, adjust using directions posted at thermostat.

Set up the room according to my needs. Extra furniture is in the equipment closet
to the left of the sink. Ask library staff if you need to attach anythmg to the walls.

Post directional signs to the room if needed.

During the meeting:

O

If offering food, make sure no food is taken into the library. Covered drinks are
allowed.

After the meeting:

O

o

o O |

Set up the room according to the diagram on the back of this page, putting away
extra equipment used in the equipment closet.

Sweep the floors of crumbs, trash, etc., as needed.

Empty trash if used. Dispose of your bags in the outside garbage container on the
West side of the hbrary Fresh bags should be‘located inside the bottom of the
trash can.

If used, wipe down and rinse out the counter and sink.

Remove any directional signs.

If you changed the thermostat, set to ‘follow schedule.’

Let library staff know if you had any problems.

Thank you for your cooperation!

Please leave any feedback about the Spage or OuT Pracess or the room below and turn in
to hbrary staff:
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Lakeview wireless internet speed for meeting room is: Download: 176.3 and Upload 180.11

Capacity for Meeting Room is: 65 persons.

33.5 ftlenght x 18.5 width

. U -Place dirty rags in bucket and return bucket and cleaning supplies to library

staff. If meeting was after hours, leave bucket and cleaning supplies on counter

next to meeting room sink.
U Let library staff know if you had any problems,

Thank you for your cooperationl

Flease leave any feedback about the space or our process or the room below and turn in

to library staff;
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Please leave the meeting room in this configuration when you are finished, Thank youl!

The library is happy to offer meetin g rooms for free for many community events.

, Please consider making a donation to help keep the room, its furnishings, and
' equipment up to date. Thank you! ' '
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