Guidelines for Greene County Extension Meeting Room 

Revised and Approved by the Greene County Extension Council on
4-27-00

.
1.
Extension satellite programs have first priority, and can pre-empt any previously scheduled use. Extension Council meetings have second priority, and other Extension sponsored meetings have third priority, on a first come, first serve basis.

2.
Meeting room must be reserved in advance, indicating your table, chair and equipment needs at that time.   Meeting room key must be picked up in advance as well as get instructions for cleanup. 

3.
Extension sponsored or related groups, Non-Profit, Government, and Greene County commodity groups may use the facility free of charge.  Greene County Extension Director has authority over determination of eligibility and interpretation of these guidelines.  

4.
There will be a $25.00 deposit for groups using this facility, including 4-H clubs.


Minimum clean-up requirements: 

· Vacuum the entire meeting room when completed (vacuum cleaner provided in closet.)

· Clean up any dirt or mud in front entry floor (brooms, etc. in closet.)

· Wipe all tables and countertops clean

· Place the tables and chairs back in original position OR set up for the next meeting as directed by staff.  

Table layout formats are in drawer beneath coffee pot. 

· Empty garbage (garbage cans located outside on NW corner of building)

· Turn off all lights, including bathrooms


To receive the $25.00 deposit back, the clean-up procedures MUST be done. 

5.
When leaving, lock front door, leave key on the table, and exit through the side or back door.  


Ensure all doors are locked.  

6.
All items in cabinets and refrigerator belong to Extension office and/or its personnel.  Therefore, non-Extension meeting participants need to provide own supplies such as cups, napkins, utensils, coffee, sugar, dishtowels, etc.

7.
Coffee pots, tables, chairs, easels, and dry erase whiteboard are for your use. Please ensure only dry erase markers are used on the whiteboard.  

8. 
Lessee will be billed for any damages. NO SITTING ON TABLES.  Please ensure all equipment is turned off.  If spills occur, please clean them up immediately.  Shampoo is under the sink with instructions attached.

9.
Groups not determines to be in item #3 will pay a rental fee of $50.00 per day, in addition to the deposit as outlined in #4. Make check payable to the Greene County Extension when reserving the facility.  

10.
The satellite system can be rented for programs as provided for in the ISU Policy Statement for the Satellite Delivery System of Iowa State University Extension, dated Feb. 1990.

11.
The charge for satellite reception shall be a $50.00 hookup charge per day for viewing during normal office hours, and a $100.00 hookup charge per day after hours.  These charges are in addition to the room rent.  Lessee is solely responsible for paying program origination fees or distribution charges.

12.
This is a no-smoking facility. Alcohol not permitted on Extension property. Meeting sponsor is to ensure that this is enforced. 

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on the basis of race, color, national origin, gender, religion, age, disability, political beliefs, sexual orientation, and marital or family status.  (Not all prohibited bases apply to all programs.)  Many materials can be made available in alternative formats for ADA clients.  To file a complaint of discrimination, write USDA, Office of Civil Rights, Room 326-W, Whitten Building, 14th and Independence Avenue, SW, Washington, DC 20250-9410 or call 202-720-5964

