
University of Maryland Libraries 

Special Events Room (McK 6137)                      

Reservation Contract  

 
Date of Event:   ________________________ 

Title of the Event: ____________________________________________   Start time: _____________ 
 
Name of Group or Department: _______________________________________________ 
 
Name of Event Liaison:  _________________________________________ 
 

Email address:   ________________________________ Phone No.:_______________________  
 
 Address: ________________________________ Fax No: _________________________ 
 
Special Items requested:   Alternate room setup (Small tables, cleared space, etc.) $50.00 
   Projector and laptop, with or without internet hookup  $25.00 
   Additional microphone(s) (one is already supplied)  $25.00 
   Additional flipchart(s) (one is already supplied) each   $8.00 
   Coat rack         $5.00  
 

Total Cost: $____________ 
 
Payment will be made by:    Intracampus transfer of funds from Account No:  ________________  

 Check made payable to: University of Maryland Libraries 
 
Conditions of Room Use as agreed to by the Event Liaison on Behalf of the Group: 
 

1. Immediate notice to the Library Contact if any of the above details change or if the event is 
cancelled. 

2. Observance of federal, state, and local laws and the regulations of the University of Maryland, 
including the guidelines appended to this agreement. 

3. Financial responsibility for all charges for services and room equipment use. 
4. Payment of $50 if room is not cleared and restored to original condition after the event. 
5. Additional charge (minimum $50) if special cleaning of room is required after the event. 

 
Conditions of Room Use as agreed to by the Library Contact on Behalf of UM Libraries: 
 

1. Provision of space, equipment & furnishings as stipulated by the Event Liaison & the Library Contact. 
2. Immediate notice to the Event Liaison if UM Libraries need to cancel the reservation. 
3. Refund of monies received if the Libraries cancel the reservation for a reason other than the Event 

Liaison’s or the Group’s failure to comply with terms of the agreement. 
 
Event Liaison:   
Please print and sign this Room Reservation Contract and send the original to Melissa Bonardi, 6131 
McKeldin Library, or fax it to 301-314-9408. She will sign it and send a copy back to you. 
 
 
Event Liaison Signature      Date 
 
 
Melissa Bonardi, Office of the Dean of Libraries   Date 
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University of Maryland Libraries 
 

Event Liaison Responsibilities  

 
Please keep this checklist with you to refer to during your event:  
 
 
   TECHNICAL ASSISTANCE 

If your event is scheduled during regular work day hours (i.e., Monday to Friday between 8:30 a.m. 
and 5:00 p.m.) you may obtain technical assistance by calling the Libraries’ Help Desk at  
5-9188 or 301-405-9188.  You are responsible for insuring that the equipment is in good working 
order during and after your event concludes. Please do not leave technical problems unreported; 
please inform library staff about any equipment failures or other technical problems. 
 

 CLEAN and TIDY 
You are responsible for insuring that the room is clean and tidy once your event concludes. 
Straighten chairs. Recycle used flip chart sheets. Recycle handouts. Remove food trash by taking 
bags to the 1st floor loading dock dumpster.  
 

 FOOD and DRINKS 
The Special Events Room Events permits food and drinks: 
 

o Food may be brought in or catered for an event. However, food must be brought in through 
McKeldin Library’s 1st floor loading dock. 

 
o Cleaning up after the event is required (i.e. cleaning up food and removing trash by taking 

bags to the 1st floor loading dock dumpster). 
  

 ROOM LIGHTS 
The lights in the Special Events Room will take 5 minutes to fully light. Flicking the switches is 
counterproductive – you will then need to wait 10 minutes before trying again. If turning off the lights 
is necessary for a video or to view a presentation, remember to switch the lights on prior to the end 
of the session. Turn off room lights at the end of the event. 

 
 CLOSING the DOOR 

You are responsible for making sure the door is locked (it will lock automatically) once your event 
concludes. Do not leave guest lecturers, presenters, students or others unattended in the room. 

 
 THEFT 

McKeldin Library is open to the public.  It only takes a minute for a thief to strike. Do not leave 
personal belongings unattended in the room, even briefly. 

 
 EMERGENCIES  

If an emergency occurs, call the campus police: 911 
 

 FIRE ALARM! 
If you hear the fire alarm, do not panic or run or assume that it is a false alarm. Exit the room 
immediately by taking the stairs to the 1st floor to leave the building. 
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