
Meeting Room  
Reservations 

Step 1: Go to our website publiclibrary.org 

Step 2: Click the                                                             link 



Step 3:  

Click on the room 

you want to 

reserve 

Step 4:  

Click on the date 

you want to 

reserve 



Step 6:  

Fill in the fields on the 

application. Some fields are 

optional, but anything with 

an asterisk (*) is a required 

field and must be filled in. 

Step 5:  

Click on the drop-down 

menus to select the 

start time and  

end time for your 

meeting 



Step 8:  

If you entered an email address in the application, 

you will be sent an email confirming that your 

application was submitted. You will also receive a 

confirmation email when your meeting room 

reservation is approved by the Library. 

Step 7:  

Once all fields have 

been completed, click  

 

at the bottom of the 

application 



Step 9:  

When you arrive for your scheduled meeting (or if 

you happen to stop by the Library beforehand), 

please come to the front desk so that we can have 

you sign the application that you submitted. 


