Scheduling of the Meeting Rooms

Meeting Room Calendar may be found on the county website (http://co.hubbard.mn.us) for verification of availability.

Rooms may by utilized by non-profit organizations only and be reserved on a first come, first served basis by contacting the Coordinator’s Office (218) 732-2362.  The County Board Room, when not utilized by the county board, may be used by others and if it is locked, the key is available in the Coordinator’s Office on the second floor.  No groups may hold meetings on Friday evenings, holidays or weekends when county staff is not available.

Note:  Hubbard County reserves the right to cancel a reservation at any time due to County Board authorized groups needing the room.

The following meeting rooms are available for utilization by county employees, court functions and/or the public with adult supervision (18 years of age or older) to be provided at all times.

Enter off Court Avenue or Third Street:  (location address: 301 Court Avenue, Park Rapids, MN 56470)

· Room B2 (west side courthouse basement with kitchen facilities), maximum capacity 40 – 50 people

· Room B-11 (south side courthouse basement), maximum capacity 20 people

· Room B-1 (east side courthouse basement, county board room), maximum capacity 20 people.

· Room B-5 (Employee Lounge, primarily evening meetings) maximum capacity 15 people.

Access obtained by southeast entrance to Law Enforcement Center building
· Room B-109 (LEC basement meeting room) maximum capacity 50 people.  A projection screen is available.
ITV conferencing is available in rooms B1, B11 or B109 and may be arranged through the Social Service Department, ext 2408.

The following meeting rooms are available for utilization during the day by county employees only:

· Public Works Conference Room, contact 732-3302 for scheduling.
· Extension Office Conference Room, contact 732-3391 for scheduling.
On date of meeting, notices must be posted one half hour in advance of the meeting at all county entrances by party conducting the meeting.
Room must be returned to original condition. This includes cleaning up, rearranging chairs, tables etc.  Any damage done or cleaning needed by county maintenance staff will be charged back to the group.

No group may tape or staple items to the walls or other areas. Any equipment required must be provided by the group or scheduled ahead of time with the appropriate county department.

All evening meetings must conclude by 9:00 PM.

Note: Drivers License has room B-11 (south side) reserved for every Thursday (9:00 a.m. to 4:30 p.m.) until such time as contract is no longer renewed.
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