
Hickory Public Library Meeting Room Request Form 
If you have any questions about library meeting rooms or about this form, call Kay Willis 
(828)304-0500 ext. 7276. Forms and policies are available online at 
https://www.hickorync.gov/library-policies 

Will your meeting be free and open to the public?  ☐ Yes       ☐ No 

Preferred Room: 

Patrick Beaver Memorial Library 

☐ Meeting Room (max. 75 people with tables and chairs, 99 with chairs only) 
☐ Conference Room (max. 15 people)                 ☐ Study Room (max 4 people, 2 hours/day)  
 
Ridgeview Branch Library 
☐ Community Room (max. 100 people)               ☐ Study Room (max. 4 people, 2 hours/day) 

A designated group or organization member, aged 18 or older, must complete a 
reservation request form each time they wish to reserve a meeting room.  

No reservation can be confirmed until a signed request is submitted, either online at 
hickory.librarycalendar.com or by returning this signed form.  

Your Name________________________________________________________________________ 

Group Name______________________________________________________________________ 

Your Position in Group_____________________________________________________________  

Mailing Address___________________________________________________________________ 

City______________________________ State_______________ Zip Code___________________ 

Telephone Number: _______________E-mail Address _________________________________ 

Type of Organization: 

☐ Business ☐ Nonprofit (Nonprofit # _____________)  ☐ Government    ☐ Other:  _________ 

Date of Meeting _____________________________________________________________________ 

Requested Time (include setup & cleanup): from___________________ to__________________ 

Purpose of Meeting __________________________________________________________________ 

____________________________________________________________________________________ 

Expected Attendance _________________________________  



 

Equipment requested 
☐ podium      ☐ projector, screen  ☐ laptop 

☐ whiteboard      ☐ microphone   ☐ Vibe smartboard 

Will food and drinks be served? (Catered or covered dish meals may only be served at Ridgeview 
Branch Library’s Community Room) 

☐ packaged snacks ☐ box lunch ☐ drinks only      ☐ catered meal ☐ covered dish  

Fees: 
Study Rooms                                             No Charge 
Meeting Rooms 
           Nonprofit Agency                          No Charge 
           Business (up to 4 hours)           $100 
           Business (up to 8 hours)           $200 
 
Amount of payment enclosed ______________ 

 

I have read the attached policy and rules concerning the use of the library meeting 
room. I agree to abide by these rules.  

Applicant's signature_________________________________________________________ 

 

*Any publicity for your meeting must include the following statement: 

The Library is not a sponsor, nor does it endorse any practices or points of view of 
the sponsors of the program. 

 

Return Completed Form:  

• In Person: Submit to the front desk at Patrick Beaver Memorial Library or Ridgeview Branch Library  

• By Mail: Hickory Public Library, 375 Third Street NE, Hickory, NC 28601 • By Email: 
kwillis@hickorync.gov 

 

FOR LIBRARY USE ONLY: Approved_____     Notified_____     Payment received _____ 


