Writer’s Room Guidelines

Nashville Public Library

1. Writer's Rooms may be booked up to one year in advance.

2. Writer's Rooms may be used for up to six months. If no one else is waiting to use the room, additional time up to three months may be booked at the end of the initial reserved time period. Applications will be considered quarterly in January, April, July and October during the first full workweek of the month. A letter of notification will follow the next week.

3. Usage of a Writer’s Room is restricted to persons who have a signed publisher’s contract, are underwritten by a third party, have been formerly published (with evidence of previous publication), who have a letter of interest from a publisher, journalists possessing valid press credentials, visiting scholars and academicians (current and retired).
4. A three-member committee, comprised of library staff members and a community representative, will determine priority usage of the rooms. Preference will be given to authors using the Nashville Public Library collections. The Library Director, the Main Administrator, or Special Collections Division Manager may approve short‑term Visiting Scholars’ requests for Writer's Room assignment on a space-available basis for a period not to exceed one month.

5. There is no charge for usage of a Writer’s Room

6. To reserve a room, submit a completed Writer's Room Request Form and supporting material as listed in item 3 electronically to jena.schmid@nashville.gov or via U.S. mail to

Main Library Administrator


Nashville Public Library


615 Church Street


Nashville, TN 37219

Forms may be obtained from the library’s website (www.library.nashville.org) under Services or at the service desk in the Nashville Room on the second floor of the Library. 

7. Writers wishing to check out library materials will need a Nashville Public Library card.  Library cards are available at the Return Desk on the first floor.  If the writer is from outside Davidson County, the fee for a card will be waived.  The card will expire at the end of the Writer's Room assignment.

8. Writers may borrow materials for three weeks at a time with unlimited renewals, unless another person has a hold on the item(s).

9. Reference materials must be returned at the end of each day.

10. The writer must abide by all the rules, regulations and policies of the Nashville Public Library.

Writer’s Rooms Guidelines

11. While the room will be assigned to one writer exclusively during the period approved, library staff may enter Writer's Rooms, as necessitated in the normal daily operation of the facility.

12. The Library is not responsible for loss or damage to personal items left in the assigned room.

13. The Nashville Public Library welcomes donations of published materials produced, in whole or in part, utilizing the resources of the Nashville Public Library.

14. Questions about policy and procedures may be directed to the Main Library Administrator, 862‑5806.

15. Exceptions:

a.
If writer requests an extension following the six‑month period, time limits indicated above should reflect appropriate limits.

b. Visiting Scholars, by the nature of the classification, are short‑term users and are from outside what would be considered reasonable daily travel for library use. This classification must meet the criteria indicated above, but time limit will be in weeks or month. Time limits indicated above should reflect appropriate limits.
I

Writer’s Room Application

Main Library Administrator

Nashville Public Library
615 Church Street

Nashville, TN 37219-2314



    Date Submitted

Writer’s Room Request For:

Name
Address


Daytime Phone





    Home Phone

Email Address

Use of Room Requested:




From:

/
/


  To: 
            /          /




Month
   Day      Year

       
           Month     Day    Year

Please submit one of the following as well as a summary of the project you plan to work on in the writer’s room.  All documents should be submitted electronically to jena.schmid@nashville.gov :

( Publisher’s Contract


( Journalist Credentials


( Academician Credentials


( Letter of Support from underwriting source


( Copies of Former Publications


( Publisher’s Letter of Interest


( Visiting Scholar Credentials


( Other

Applications are reviewed in January, April, July, and October during the first full work week of the month.  Notice of assignment will be sent the following week.

I have reviewed, understand and agree to comply with policies and procedures on The Use of Library Facilities and Meeting Rooms at the Main Branch – Writers Rooms and Library Rules of Conduct.

Signature 


Committee Action:



Approved







Not Approved

Letter of Notice 

Sent






Main Administrator


Date


Revised 3/22/2010


