THE WAGNALLSMEMORIAL
Building Use Guiddines and General | nformation

“Now, this is our deed and | hand it over with rbreonishments at all, because | know you will
guard our building and use it wisely. My only hapén using it you will find as much joy as |
have found in giving it."—Mrs. Mabel Wagnalls JormsMay 30, 1925 at the dedication of The
Wagnalls Memorial.

Room Reguests:

1. Room reservation requests may be made in persan\Widgnalls Memorial, 150 E.
Columbus St., Lithopolis, OH 43136-0217, by ph@i4-837-4765 ext. 126), by fax
(614-833-4767), by e-maiéfncclay@wagnalls.ojgor by mail (The Wagnalls Memorial,
Attn: Room Reservations, P.O. Box 217, Lithopdh$] 43136.Dates are not secur ed
until depositsarereceived. Please contact Room Reservationsto check availability.

2. Room set-up information and equipment requestsldhlmmade when requesting the
room or at least two weeks prior to the event.

3. No reservations for holidays when the facility issed will be taken unless special
approval is granted. An extra charge will apply.

In General:

1. No photographs or videos, except of the eventfjtsey be taken without prior approval.

2. Children must be supervised at all times.

3. Tape_cannobe used for attaching decorations to tables aands;twalls and/or ceilings.
Sticky-tac is permissible.

4. Smoking is prohibited on the premises.

5. The use of intoxicating substances is prohibitethenpremises except for wine and/or
champagne toasting during weddings and receptions.

6. All rooms will be set-up as indicated on the congadeFacility Request Form. Users are
NOT permitted to re-arrange tables and chairs afeerabm has been set-up, unless prior
approval is granted.

7. The release of balloons and/or use of bubblesrisifted during wedding ceremonies and
ONLY outside. Rice, glitter or birdseed st acceptable.

8. Use of helium balloons is permitted but may notdfeovernight.

9. No open flames are permitted inside except fohday candles, unity candles (weddings) or
Sterno for chafing dishes or food warming devices

10. Clean-up and exiting after library and office hoomsst be by 9:00 p.m. unless permission is
received from the Executive Director or MaintenaScgpervisor.

11.Events occurring on Saturdays and Sundays arectubjpremium weekend rates. The
facility is closed on Fridays and is not availafdeevents.

12.1f you need assistance or when you ar e ready to conclude your event, please contact the
maintenance cell phone (614-806-3749). You may leave a voice mail if no one answers and
a maintenance staff person will assist you as ssquossible.

13. All rooms must be left in the condition that they were found.

(over please)
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Kitchen Use:

1. The kitchens musdte returned to an orderly condition. Altébles and chairs mulsé cleaned.
ALL dishes and utensils must washed and returned to their proper placeashlimusbe
bagged and taken out to dumpster in the back ofpa&ing lot.

2. Immediately following the use of the kitchens, Aldftover food musbe removed from
refrigerators and freezers unlegher arrangements have been made with a staftyeem

3. No pans, dishes, cutlery, glassware, tables, dirfglchairs can be taken from the Memorial or
used outside.

4. When using the stove/range in the Banquet Halhlkitc

a. DEEPFAT FRYING ISNOT ALLOWED!

b. Children are not permitted to use range unlesgadittg an approved class/craft requiring
the use of the range, and then only under the gigpmr of a responsible adult.

c. Users will not perform any maintenance or makeajystments to the range. If any
maintenance or adjustments are required they neusgtfbrred to the maintenance person
on duty.

d. Proper safety habits should be used at all timesnwising the stoves or any other
kitchen equipment.

5. Be sure taise the exhaust fan when cooking in the kitchen. The switch is lodatethe small
room by the ice machine.

Outside events.
Tents are permitted on the grounds but must ngebared with stakes driven into the ground
(other options are available). Any tables andrshair outdoors must be supplied as well.

Statement of Limitations:

The Board of Directors and the Executive Directofloe Wagnalls Memorial reserve the right to make
any changes at any time concerning the use of mthyakhequipment or facilities of any organization,
group, or individual when it deems the use notd@bnsistent with the stated purpose of The Merhoria

Contact infor mation:
The Wagnalls Memorial, Attn: Room Reservations
150 E. Columbus S, P.O. Box 217
Lithopolis, OH 43136-0217
614.837.4765, x 126 for reservations and information
Directions;
Are located on our website atvw.wagnalls.org

In general:
From Columbus:
» Takel-270 South to 33 East toward L ancaster
» Takethe OH-674/Canal Winchester exit
 TurnRIGHT onto OH-674/Gender Rd.
e Continuetofollow OH-674 South until it dead endsinto Lithopolis Rd.
* Turnleft and go past 674 into the village of Lithopolis
From Lancaster:
e From US 33, turn onto Collins Road acrossfrom Meijers
 Makeanimmediateright onto LithopolisRd. and follow it approx. 10 milesto Lithopolis
Once in Lithopolis:
 Gotothestreetlight and turn north onto Walnut St. (left from Columbus, right from
L ancaster)
e Turnright onto North Street into our parking lot at therear of our facilities
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