
   Date received ___________

Date reply sent__________
Facility Use Request

Carnegie Center

Arizona State Library, Archives and Public Records

Library Development 

1101 West Washington, Phoenix, AZ  85007

Phone (602) 926-3604; Fax (602) 256-7995
http://www.azlibrary.gov/carnegie/meet.aspx 
e-mail: ctapia@azlibrary.gov

Contact name
Date of activity (1/form)

Organization

Please check one:          Government Agency    or        Non-Profit 501(c)3
Address

City 
State
Zip

Phone
Fax
E-mail

Title/ Brief description of activity



Carnegie Center hours are 8:00 a.m. – 4:00 p.m. 

Time setup will begin 


Starting time of event



Ending time of event


Approximate number of attendees expected 

Refreshments may be brought into the Carnegie. Will you be providing refreshments for your event? 
 yes 
 no 
Area Requested (1 area per form)

 Auditorium ( Maximum occupancy – 30 )

 Main Floor ( Maximum occupancy – 100  * depending on set-up arrangement ) 

 Breakout session space for 
 groups of 
 in the lobby

 Grounds
Support Resources Requested

 Data projector

 Microphone (Main Floor only)

 Laptop with CD/DVD drive

 Wireless microphone (Main Floor only)

 Screen

 Whiteboard

 Internet access

 Easel for chart pad

 Conference Phone

All other supplies (dry erase markers, chart paper, etc.) and equipment will be furnished by the user. Please check with Carnegie Staff at (602) 926-3604 if you have any questions.
Area setup

Round tables (9 available, seating capacity of 6 each)


Rectangular tables (12 available, seating capacity of 6 each)


Small rectangular tables (2 available, seating capacity of 3 each)


Chairs (100 available for indoor seating, 50 folding chairs available for outdoor use)

Select one room style


Theater style (rows of chairs with no tables)

Classroom style (tables with chairs in rows)

Restaurant style (tables with chairs staggered)

U-shape (tables with chairs in a U)

Staff will set up the area as directed above.  If you wish a different setup from the four listed, please plan to arrive early to place tables and chairs. Carnegie security/staff will assist, if available.
Please read the Terms of Use and sign on Page 2 to indicate agreement to comply with those terms.
Terms of Use
1. Use of the Carnegie Center by other State government or government-sponsored groups will be considered as facilities are available for appropriate activities and with priority given to educational, literacy, and cultural groups on a first-come, first-served basis with approval of a Facility Use Request.

2. Arizona state and local government agencies and 501(c)(3) nonprofit organizations may use the facility at no charge. Nonprofit organizations may be asked to provide IRS documentation confirming their 501(c)(3) tax status.

3. Request for use of the Carnegie Center by non-State government or non-State government-sponsored groups should be submitted no less than two weeks and no more than three months in advance of the activity by filling out a Facilities Use Request. Applications will be considered on the basis of availability, the appropriateness of the activity and availability of Carnegie Center resources, i.e., staff.

4. Solicitation Notice: No solicitation may take place on the property. SOLICITATION means any activity which can be interpreted as being for the promotion, sale, or transfer of products, services, memberships, or for the participation in any venture of any kind, including organizational or grievance activities. The distribution and/or posting of handbills, leaflets, circulars, advertising, posters, or other printed material for these purposes is solicitation. A.A.C. R2-6-301.

5. Political or religious meetings and other activities promoting partisan political interest are inappropriate for the Carnegie Center.
6. Applications for use of the Carnegie Center will be processed on Facilities Use Request forms. The Library Development staff can approve activities that are clearly within these guidelines. Requests for use of space outside these guidelines will be submitted to the Director of the Arizona State Library, Archives and Public Records.
7. Commercial photographers may apply for special permission to use the Carnegie Center by completion of a Facilities Use Permit and approval of that request by the Director of the Arizona State Library, Archives and Public Records.
8. Photographs or video recordings made in the Carnegie Center for political campaigns or use in political literature must be approved by the Director of the Arizona State Library, Archives and Public Records.
9. Caterers should be advised that beverages containing alcohol are not permitted at the Carnegie Center. This includes nonalcoholic beer and wine that contains a very low percentage (.05%) of alcohol.

10. For activities that include food service, candles or Sterno, requiring open flames, may not be used. Electric warming trays will be permitted.

11. Security cannot be provided for personal property.

12. Signs may be used on easels but nothing should be affixed to the walls or furnishings.

13. Parking is available on Washington and Jefferson streets. No parking will be allowed in front of the dumpsters, in the loading zones, or fire lanes. Directions and a map are available at http://www.lib.az.us/carnegie/meet.cfm.
Persons with a disability may request a reasonable accommodation such as a sign language interpreter, by contacting the 
Carnegie Office at (602) 926-3604. Requests should be made as early as possible to allow time to arrange for the accommodation.

INDEMNIFICATION

Facility User shall indemnify, and save harmless the Arizona State Library, Archives and Public Records Agency and the State of Arizona, from any and all claims, demands, suits, actions, proceeding, losses, costs and damages of every kinds and description, including any attorney’s fees and/or litigation expenses, which may be brought or made against or incurred by the Arizona State Library, Archives and Public Records Agency or the State on account of loss of or damage to any property or for injuries to or death of any person, caused by, arising out of, or contributed to, in whole or in part, by reasons of any alleged act, omission, professional effort, fault, mistake, or negligence of Facility User, their employees/members, agents, representatives, or subcontractors, their employees, agents, or representatives in connection with or incident to the performance of this Agreement, or arising out of Workers’ Compensation claims, and or their subcontractors or claims under similar laws or obligations. Facility User’s obligation under this section shall not extend to any liability caused by the sole negligence of the Arizona State Library, Archives and Public Records Agency or the State, or their agents, officials and employees.

Note: This indemnity shall not apply if the facility user(s) is/are an agency, board, commission, or university of the State of Arizona.

Signature of agency representative requesting permit, indicating agreement to comply with terms of use

Title
Date:

Mail or fax to Carnegie Center
Address: 1101 West Washington; Phoenix, AZ  85007

e-mail: ctapia@azlibrary.gov   Fax: (602) 256-7995

Confirmation will be sent within 5 working days
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