
 
 

 
 
 
 

POLICIES AND PROCEDURES FOR 
CONFERENCE ROOMS 

 
 
The Marin Community Foundation and MCF Property Holdings, in cooperation with the Center 
for Volunteer and Nonprofit Leadership, is pleased to be able to offer conference and meeting 
rooms to Marin-based nonprofit community groups at little or no cost. To enable us to continue 
to offer these rooms to a large number of groups on a regular basis, we require that you read the 
following policies and procedures, which explain how this process works.  This packet contains: 
 

1. How to Reserve a Conference Room 
2. Procedures to Follow Upon Arrival 
3. Information for Your Group Members 
4. Accessing and Using Conference Rooms after Business Hours  
5. Check-Out Procedures Preview 
6. Agreement of Policies and Procedures 
7. Maps 
 

If you have any questions, please contact the Reservations Coordinator at 415.464.2500. The 
agreement must be signed and dated by a designated contact person for your organization. Your 
nonprofit organization will be held responsible for following all of the required procedures.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 Hamilton Landing, Suite 200 • Novato, California 94949  
Phone: 415.464.2500 • Fax: 415.464.2555 • www.marincf.org 





 

 
If you have no prior experience with audiovisual equipment, you may want to 
schedule a time to come before your meeting to practice.  
  
Our Check-out Procedures list will make it easy to leave the room in the same 
condition you found it.   

 
4. Frequency:  Groups will be able to use our conference rooms on a first-come, 

first-serve basis for a maximum of two times per month. It is possible to make 
your monthly/bi-monthly meeting a regular event. It is your responsibility to keep 
track of your group’s usage. If we feel that your group is not following the 
policies and procedures and/or we have charged your group the $250.00 penalty 
three times, we reserve the right to revoke the group’s access to our rooms. 

 
5. Availability: Room availability varies by location and is listed online. Generally, 

meeting and conference rooms are available during business hours, 8:30 a.m. until 
5 p.m. during the week. After-hours reservations are available in some locations 
including weekend use. Please refer to the building and room descriptions online.  
In the rare case we need the room for an unforeseen internal meeting, we will 
unfortunately ask you to reschedule. 

 
6. Catering: The rooms are available for catered meetings. We do not have 

refrigerator space to store food, so it is important to schedule your food drop-off 
time to coordinate with your break. Please make all arrangements as necessary 
with your caterer, including delivery and pick-up times, clean-up and supply of all 
plates, glasses, utensils and napkins. Catering materials cannot be left overnight in 
our conference rooms or kitchen.   
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