TORRINGTON LIBRARY

PROGRAM SUMMARY CHECKLIST

Groups or individuals wishing to present a program at the Torrington Library must provide a written Program Summary, on a separate piece of paper, preferably on letterhead stationery, containing the following information:

· Name/title of program

· Contact name, address & phone number

· Description/summary of program content

· Target audience (adult, children [age group], senior citizens, young adult, etc.)

· Duration of program (1 hour, 1.5 hours, etc.)

· A list of other libraries, if any, where this program was held

· Fee, if any, and Pay to the Order of… information for remittance

· Optional cost to participants (book signings: cost to purchase book, if desired)

· Special space requirements, if any

· Equipment to be provided by library, if any

· Arrival time of program facilitator (minimum 30 min. prior to start of program)

· Brief biography of program facilitator

The Program Summary may be submitted:

· Directly to the Library

· Mailed to the Library: 12 Daycoeton Place, Torrington, CT 06790-6399

· Faxed to the Library: 860-482-4664
Thank you for your interest in the 

Torrington Library!

