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P

lease en
su

re yo
u

 read
 th

e V
en

u
e H

ire P
o

licy 
fo

r all th
e co

n
d

itio
n

s o
f u

se.     
- B

ookings are m
ade via your M

elbourne Library    
  S

ervice C
ard 

- O
ngoing bookings are taken in N

ovem
ber each year 

- K
eys for after hours use m

ust be collected during   
   library opening (at least 45 m

inutes before closing) 
- A

 security deposit m
ust be m

ade, it w
ill be 

   forfeited if:  
           - The alarm

 is set off  
             - A

ny external doors are left unlocked  
             - A

n excessive am
ount of rubbish is left in            

                the room
s/room

s are not left tidy  
             - Loss of key  
             - B

reakages or loss of library property. 
- K

eys are returned via the library book chute at the  
  end of the booking. 
- Facilities m

ust be left in a clean and orderly state 
 B

o
o

kin
g

 F
o

rm
  

Today’s D
ate: 

 

N
am

e: 
 

M
em

bership N
o: 

 

Telephone: 
 

Em
ail: 

 

D
ate and tim

e 
of room

 
request: 

 

 For m
ore than 1 booking or annual bookings use 

the A
nnual M

eeting R
oom

 B
ookings Form

. 

  

               

 
 M

elbourne L
ibrary S

ervice 
C

ity Library  
253 Flinders Lane M

elbourne 3000 
Telephone 03 9658 9500 

E
ast M

elbourne Library 
122 G

eorge S
treet E

ast M
elbourne 3002  

Telephone 03 9658 9600 

N
orth M

elbourne Library  
66 E

rrol S
treet N

orth M
elbourne 3051  

Telephone 03 9658 9700 
  w

w
w

.m
elbourne.vic.gov.au/libraries

  

U
pdated July 2008
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E
ast M

elb
o

u
rne Lib

rary an
d

  
C

o
m

m
u

n
ity C

en
tre

  
D

esigned to be ecologically sustainable the 
m

eeting room
 is located on Level 1 of the E

ast 
M

elbourne Library.  The room
 is ideal for 

m
eetings, sem

inars and group activities. 

C
ap

acity 
60 people (theatre style) 
30 people for m

eetings and 
group discussion 
 F

acilities 
7 tables, 70 chairs 
Lectern, P

A
 system

 
D

ata show
 projector and screen 

D
V

D
 and video access 

W
ireless internet 

E
lectronic w

hiteboard 
A

ccess to kitchenette w
ith fridge, urn, cups and 

saucers, dishw
ashing facilities. 

D
isabled access and toilets 

 C
o

st 
C

om
m

ercial rate:    Full day (9am
 – 5pm

) $
140 

                                P
er hour $

22 
C

om
m

unity rate:     Full day (9am
 – 5pm

) $
27.50 

                                P
er hour $

4.40 
                                        
S

ecurity D
eposit all out of hours users: $

80 
C

om
m

unity w
ith library/council link: Free 

P
artners by negotiation 

     

N
o

rth
 M

elb
o

u
rn

e Lib
rary M

eetin
g

 R
o

o
m

 
S

et in the historic N
orth M

elbourne Library the 
m

eeting room
 seats up to 50 people theatre 

style.  The room
 is very popular for m

eetings and 
group activities. 

C
ap

acity 
50 people (theatre style) 
30 people for m

eetings and 
group discussion 
 F

acilities 
9 tables, 70 chairs 
Lectern, P

A
 system

 
O

verhead screen 
V

ideo access 
W

hiteboard 
A

ccess to kitchenette w
ith fridge , urn cups and 

saucers, dishw
ashing facilities 

D
isabled access and toilets 

 C
o

st 
C

om
m

ercial rate:    Full day (9am
 – 5pm

) $
140 

                                P
er hour $

22 
C

om
m

unity rate:     Full day (9am
 – 5pm

) $
27.50 

                                P
er hour $

4.40 

                                        
S

ecurity D
eposit all out of hours users: $

80 
C

om
m

unity w
ith library/council link: Free 

P
artners by negotiation  

    

M
eetin

g
 R

o
o

m
 C

h
arg

es 
W

h
at rate sh

o
u

ld
 I b

e
 ch

arg
ed

?
 

The rate is dependant on the follow
ing criteria:  

C
o

m
m

ercial  
  for-profit organisations  
   businesses  
   groups w

hich charge fees for the activities held 
This includes private, local, state and federal governm

ent 
bodies, com

m
unity and not for profit organisations that 

receive governm
ent funding.   A

n exam
ple w

ould be a 
theatre group w

hich receives funding from
 local 

governm
ent but w

ho charge for their activities.  A
nother 

exam
ple w

ould be a state governm
ent body running a 

training program
 for W

ork for the D
ole.  

C
o

m
m

unity w
ith lib

rary links 
G

roups w
hose activities have clear links to the library, 

such as library sponsored book groups or Friends of the 
Libraries groups.   

C
o

m
m

unity w
ith co

uncil links 
G

roups convened or co-ordinated by C
ity of M

elbourne 
council officers.  Library m

eeting room
s are not 

considered part of the council staff m
eeting facilities 

because they are prim
arily for public use. Therefore use 

by C
ity of M

elbourne m
ust be considered in the context 

of public dem
and.    

C
o

m
m

unity (all o
thers)  

C
om

m
unity-based groups, w

ho do not charge fees for 
the activities held in the library facility. 

S
p

o
n

so
rsh

ip
  

The Library S
ervice m

ay enter into a special 
arrangem

ent w
ith specific conditions for organisations 

that provide a direct com
m

unity benefit and contribute 
to the library m

ission.   S
ponsorship decisions w

ill be 
m

ade by the Library S
ervices C

oordinator.  There are 
separate guidelines to inform

 sponsorship decision-
m

aking. 


