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Meeting Room Guidelines 
 
Meeting Room use requests are accepted on a first-come, first-served basis. The Library reserves the 
right to reschedule or cancel a meeting to accommodate library programs, operations or weather 
conditions.   
 
Cancellations 
If you need to cancel your meeting, please do so at least 24-hours in advance. 
 
Cleaning 
Your organization is responsible for cleaning the room at the completion of your meeting.  All trash must 
be placed in a trash receptacle or removed by your organization immediately following the meeting.  A 
vacuum cleaner is available if needed. Any handouts or materials left in meetings rooms will be recycled. 
 
Damage 
Your organization is responsible for any damage to library furnishings, fixtures or equipment.  Users may 
not use staples, tacks or nails to hang items on walls. 
 
Equipment and Supplies 
You may bring your own audiovisual equipment, laptop computers, flip charts, etc. for your organization's 
use.  Please bring an extension cord for any equipment needing power. 
 
If you would like to use the Library’s equipment, you will be required to receive instruction on its operation 
from a Library employee prior to the event. Contact the Library to check on availability of staff for training.  
Wireless internet access is available at all libraries. 
 
Meeting Times 
Meeting Rooms are available only during hours the library is open to the public.  Meetings need to end and 
cleanup must be done 15 minutes prior to the library closing. Confirm Library hours at the Branch where 
you will be meeting. 
 
Refreshments 
Light refreshments are permitted in Library rooms.  Serving of alcoholic beverages is prohibited.  Library 
rooms are not designed to accommodate full sit-down meals.  Only drinks in covered containers are 
allowed the rooms.  No red drinks, please. 
 
Set-up  
Your Organization is responsible for setting up and taking down tables and chairs in the meeting rooms.  
Please reserve sufficient time.  Library staff is not available to assist. 
 
 
Central Library East Waco Library South Waco Library West Waco Library & Genealogy Center 
1717 Austin Ave 901 Elm Ave 2737 S. 18th 5301 Bosque Blvd STE 275 
Waco Texas 76701 Waco, Texas 76704 Waco, Texas 76706 Waco, Texas 76710 
254-750-5990 254-750-8620 254-750-8621 254-745-6018 
254-750-5940 Fax 254-750-8413 Fax 254-750-8606 Fax 254-745 6019 Fax 
 


