
Library Meeting Room Checklist

Please take care of this list of responsibilities after each meeting:
_____ 
Room arranged back to its original state (tables, chairs, etc.)

_____ 
Vacuum any excessive debris due to meeting

_____ 
Kitchen area/counter is cleaned up, if used

_____ 
Throw out any accumulated trash during meeting

_____ 
Turn off lights of meeting room

_____ 
All property belonging to your organization removed from the meeting room

_____ 
Check all restrooms for excessive debris and to be sure that no one is remaining in the building (if using the meeting room after regular library hours)

_____ 
Be sure that the main library door closes and locks when you leave (if using the meeting room after regular library hours)

_____ 
Return key as instructed

