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Four Star Public Library District
Meeting Room Deposit Inspection Checklist
Reservation Date: ____________________
Group/Event Name: ____________________
Staff Initials: ____________________
Room Condition
☐ Room was vacated on time (at least 30 minutes before library closing)
☐ Tables returned to original locations
☐ Chairs returned to original locations
☐ Trash removed or placed in designated receptacles
☐ Floors reasonably clean and free of debris
☐ Food, beverages, decorations, and personal belongings removed
☐ No excessive cleaning required

Library Property
☐ No damage to walls, ceilings, windows, doors, furniture, or equipment
☐ Library equipment/materials borrowed for the event were returned
☐ Borrowed equipment is in the same condition as when checked out

Policy Compliance
☐ No prohibited items or activities observed (alcohol, etc.)
☐ No complaints or policy violations reported during the event
☐ Parking and access areas left clear and unobstructed

Deposit Determination
☐ Return Full Deposit ($25)
☐ Partial Deposit Withheld — Amount: $_________
Reason: ___________________________________________

☐ Entire Deposit Forfeited
Reason: ___________________________________________



Staff Comments






Staff Signature: __________________________
Date: __________________

Guidance for Staff:
The $25 deposit should be refunded unless the room required unusual cleaning, property was damaged, equipment was not returned, the event exceeded the reservation period, or other meeting room policy violations occurred. Minor issues that can be corrected in a few minutes should generally not result in withholding the deposit.
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