
Mamie Doud Eisenhower Public Library 
Eisenhower Room Reservation Form 

3 Community Park Road, Broomfield CO  80020 

Updated July 1, 2004 

Responsible Party’s Name   

Sponsoring Group, Agency, or Event Name   

Street Address   

City,  Zip   Day Time Phone:              Evening: 

Email Address: 

Day & Date Needed   

Reservation Time:                                                                   Program Time:   

Approximate number of attendees 

Broomfield Resident (Circle one)    Yes  No Non-profit (Circle one)     Yes   No      

 
 Meeting Room Capacity 

Lecture Style 
Deposit Non-Profit 

Resident 
Non-Profit 

Non-Resident 

Business Use 

 Eisenhower Room 

(Rooms 224A and 224B) 

81 $40 no charge $55 /hour $75 /hour 

 Eisenhower Room A (Room 224A) 45 $20 no charge $30/hour $40 /hour 

 Eisenhower Room B (Room 224B) 36 $20 no charge $30 /hour $40 /hour 

  Before / After Hours Fee   $25 / hour    

 
 Equipment Cost   (Flat Fee) 

 TV / VCR / DVD $25 

 Overhead Projector (transparencies) $10 

 LCD Projector (laptop hook-up) $50 

 Slide Projector $10 

 Sound System $25 

 Easels $5 

 Kitchen Use [see Kitchen section] $25 

 
By signing below, I indicate that I am the responsible party for the use of the reserved meeting room.  I certify 
that my residency and non-profit status is true and correct.  I agree to abide by the rules of the Mamie Doud 
Eisenhower Public Library Eisenhower Room Policy. 
  
Signed          Date     
 
 

FOR OFFICE USE ONLY 
Use Fee  $ X  # Hours   = $ 

Before/After Hours Fee $ X  # Hours   = $ 

Total Use Fee           $  

Total Use Fee $ 

Equipment Fees $ 

Deposit $ 

Total Fee Received $  
 

Staff            Date    
 

 City Use (remind about parking and cell phones) 
 Library Use 
 Provide copy of Eisenhower Room Policy 

 Collect Deposit $20 or $40 

 Select Setup on back of page 

 Record on calendar (include setup time) 

 Need extra trash can 

 Screen Use 

 Before/After hours meeting – Need Facilities Open/Close 

 Before/After hours meeting – Need HVAC Adjustment  



 

C:\Documents and Settings\cgerman\Local Settings\Temporary Internet Files\OLK1E6\Eisenhower room reservation form.doc 

Eisenhower Room Setup  
 

Maximum of 24 Tables Available  (Tax Time - 20) 
Table measurements (5 ft long; 2 ft wide) 
Maximum number of Chairs - 76 
 

 
Boardroom Style 

A&B Attendance Limit 30 
A or B Attendance Limit 16 

  □   □      □   □   
  
  
  □   □      □   □ 

 
Lecture Style (Max 76) 

A Attendance Limit 40 
B Attendance Limit 30 
 
□ □ □ □ □ □ □ □ □ □ 
□ □ □ □ □ □ □ □ □ □ 
□ □ □ □ □ □ □ □ □ □ 
□ □ □ □ □ □ □ □ □ □ 
 
 

 
Classroom Style  

A&B  Attendance Limit 48 – (Note: people on the ends) 
A or B Attendance Limit 24 (tight) 
□    □      □    □     □    □     □    □     
    
□    □     □    □      □    □     □    □     
    
□    □      □    □     □    □     □    □        Tight Fit Due to Wall 

    
□    □      □    □      □    □     □    □     
    

 

Conference Room Style 
A&B  Attendance Limit 24 
A   Attendance Limit 16 
B  Attendance Limit 20 

 
U-Shaped Style 

A&B Attendance Limit 20 (outside only) or  
32 (chairs inside U too) 

A   Attendance Limit 12 
B  Attendance Limit 16 
 

 
 
Activity Style 1 

Maximum 10 Table Pairs 
Attendance Limit 20 per room 
 

 
 
Activity Style 2 

Maximum 10 Table Pairs 
Attendance Limit 20 per room 
 

 
 
Activity Style 3 

A&B Attendance Limit 24 
A or B Attendance Limit 12 
 

 
 
Chair HorseShoe Style 

A&B Attendance Limit 22 (1 row), 36 (2 rows)  
A  Attendance Limit 12 

 


