






CCoommmmuunniittyy  RRoooomm  AApppplliiccaattiioonn  FFoorrmm  
  
Date of Application______________________  
 
This application must be filed at least two weeks in advance to reserve the Needham Public Library Community 
Room. Please fill out completely and return to: Reference/Programming Librarian Needham Public Library 
1139 Highland Avenue Needham, MA 02494. 
 
Fee There is a $30.00 fee for groups using the Community Room. There is an additional charge of $30.00 for 
use of the audiovisual equipment (microphone excepted). Payment is due one week before the meeting date. 
Please make check payable to TOWN OF NEEDHAM and submit to the Reference/Programming Librarian.  
 
 

(Name of Organization) 

requests the use of the Community Room on: __________________________________________________ 
         (dates and times)  
This application is being made for the organization by: 

_______________________________________________________________________________________ 

_______________________________________________________________________________________  

(Name, Address, Daytime Phone, Evening Phone, Email Address) who personally accepts responsibility 
for payment of fee, damage to library property, and observance of regulations.  
 
Number in group ______________ 
Purpose of Meeting _______________________________________________________________________  
Equipment required:  
How many Tables________  
Arrangement of tables?  (Square, U-shape, School Room, etc.) ______________ 
How many Chairs? ___________ Arrangement of chairs (Lecture style, Circle, etc.) ______________ 
Please Diagram your setup on the back of this form. 
Do you need to use the Projector: YES or NO   (please circle one) 
Are you bringing your own laptop: YES or NO   (please circle one)    PC or MAC   (please circle one) 
We can connect via VGA or HDMI cords.  We do not support Macs, so please bring your own dongle to 
connect using our cords. 
Do you need a Computer:  YES or NO   (please circle one)   We have Microsoft Office Suite 2013 installed on 
our desktop machine.  Please bring your presentation on a thumb drive the day of your event. 
Do you need to use the Screen: YES or NO   (please circle one) 
2 Hand Held, 2 Lavalier and 4 Wired Microphones are available – Please list your needs on the line below:  
________________________ ______________________________________________________________  
Do you need a Whiteboard? __________________  
Do you need access to the Pantry?  YES or NO   (please circle one) 
 
All Applicants who intend to use the audiovisual equipment must make arrangements to come in 
for training on the system with the Reference/Programming Librarian at least one week prior to 
your event. 
 



WAIVER AND RELEASE

I,       , declare that I intend to use some of the activities, 
facilities, programs or services offered by the Town of Needham.  In consideration of being 
allowed such use, I do hereby waive, release, and forever discharge the Town of Needham, its 
officers, employees, agents, representatives and all others acting on its behalf from any and all 
claims or causes of action (known or unknown) for any and all injury, illness, damage or loss 
that may occur to me or my property as a result of my participation in any aspect of the activities, 
facilities, programs and services offered by the Town of Needham. 

I agree that my participation in any and all activities, facilities, programs, and services provided 
by the Town of Needham is strictly voluntary.  I further agree that I assume full responsibility for 
my participation in such activities, facilities, programs, and services provided by the Town of 
Needham and I assume any and all risk of injury, illness, damage, or loss that might result.  I also 
agree to assume all risk of damage, loss, or theft to or of any of my personal property. 

By signing this WAIVER AND RELEASE, I acknowledge that I have read and understand its 
contents, and agree to be bound by the terms thereof in its entirety. 

Print Name: 

_____________________________________________
Signature:

_____________________________________________     Date: _____/_____/_______ 

If 18 or under, signature of parent or guardian required: 

_____________________________________________     Date: _____/_____/_______ 


