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POLICY STATEMENT

ELM ROOM
April 16, 2008
As of this date, this policy, subject to change without notice, shall apply to non-profit organizations, associations, and groups that are Broadview Heights based, and are solely for the benefit of City residents.

The Elm Room on the second floor of the Community Building may be used, for up to 37 people, for the purpose of meetings only.  No food or beverages shall be served without prior approval from the Mayor’s office.

The Elm Room is available only during times when the Community Building is open to the general public and shall be reserved on a first-come basis for a specific date and time period.  Annette Phelps in the Mayor’s office shall coordinate all reservations.  To reserve the room, check with the Mayor’s office for availability, and then follow up with a written request.   One person shall take sole responsibility for the reservation and any cleanup or damage to the Elm Room that may result during the time of occupancy.

Any organization, association or group that uses the room shall be responsible for set-up and for returning the room to its original state, including cleanup and the arrangement of chairs and tables.  All trash shall be removed from the room.  The room shall be vacated at the agreed upon time.  Any janitorial or maintenance services that may be required as a result of the usage of the room shall be billed to the person responsible for reserving the room.

There shall be no fee charged for the use of the Elm Room as noted above.

Samuel J. Alai, Mayor 

