Guthrie County Extension & Outreach
Conference Room Policy

· The Guthrie County Extension Office Conference Room is used primarily for monthly meetings of the Extension Council, Youth Committee, 4-H Clubs, Master Gardeners, Guthrie County Coalition, and other Extension related groups.

· The Conference Room can be used free of charge by groups and organizations that are community based and open to the public.  Per the Guthrie County Extension & Outreach Council, the Conference Room will not be available to anyone requesting to use it in affiliation with a single political party.
· Those wishing to use the Conference Room need to schedule their date and time with the Guthrie County Extension Office. One individual will be responsible for the key and any arrangements being made. That person must leave their name, address and phone number with the Extension Office.

· FEES for the Conference Room are $25.00 for a half day or up to four hours, and $50.00 for a full day or up to eight hours. A $100.00 damage deposit will be held till after the event and returned if no damages are incurred. 

· Individuals or organizations will not have access to the Extension Office or any of the equipment unless use of media equipment is set up prior to the meeting. Cost’s for multi-media equipment is to be set up prior to the meeting. Costs for multi-media varies, photocopies are .25 each. Please inform staff if you plan on using equipment prior to the meeting. 
· Kitchen is open to those attending meetings for making coffee, etc. Kitchen MUST be left clean and all appliances turned OFF.

· Place tables and chairs back as they were, making sure they are clean. Vacuum floor if needed.

· NO smoking or alcoholic beverages are allowed on the premises.
· Remember to turn off all lights prior to leaving, and check front and back doors to make sure they are locked. 

· Return key to staff or place key back in the security box.

· Guthrie County Extension has the right to refuse or cancel any meeting.

· Phone Number: Guthrie County Extension: 641-747-2276
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