
 

 

Procedure for Booking a Meeting Room  

Applications for use of the meeting rooms must be submitted at least two months prior to the 

date of the use / event.  

  

1. Fill out application  

    The application can be picked up at the library or printed out from the library’s website:           

     http://oldbridgelibrary.org  

  

2. Return filled out application  

    Place in box at the Information Services desk, email, or fax.  

    Email: mra@oldbridgelibrary.org 

    Fax: 732-607-4816  

  

3. Confirmation  

    An appointed staff person will call you to confirm the date, as well as to discuss the insurance                 

    Form.  Every effort will be made to make these calls as quickly as possible.  

  

4. Insurance Form  

    Businesses and organizations desiring to use a meeting room must secure a Certificate of      

    Insurance reflecting liability insurance coverage of $1,000,000 prior to use of the room.  

    The Old Bridge Public Library must be listed as an additional insured on the Certificate of         

    Insurance. Please submit this form with your application, or as soon as possible after filling       

    out an application. Please email a copy of the Insurance form, or bring it in as quickly as    

    possible.  

  

5. Day of your Meeting  

    When you arrive the day of your meeting, please check-in at the Information Desk. Please        

    bring your confirmation with you.  
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