
 

7813 Mitchell Boulevard, #106    New Port Richey, Florida 34655 
phone: 727.375.9700       www.TrinityMeetingCenter.com 

Welcome!! 
Thank you for choosing the Trinity Meeting Center for your depositions and mediations.  We know you have 
many choices when referring your clients, so we appreciate your confidence in us to assist you.  Below are a 
few things to know about using our facility for your meetings. 
 
Scheduling a Conference Room 
There are three ways to schedule a conference room.  When the meeting is scheduled, a confirmation is emailed 
to the email address on file for your organization.  A reminder email is also sent prior to your meeting time. 

1. Visit http://trinitymeetingcenter.appointy.com/ and log into your account. 
2. Email Scheduling@TrinityMeetingCenter.com with the date, time, duration of the meeting and the 

case name.   
3. Call us at 727.375.9700 to verbally reserve the room.  If you have to leave a voicemail, please state 

the date, time, duration of the meeting and the case name. 
 

Client Sign In/Sign Out 
Please note, the rental rate begins when the client enters the conference room.  We ask that either the first 
attorney, court reporter and/or the videographer sign in on the sign in sheet and sign out when the last person 
leaves the room.  If the deponent or witness arrives early, we ask them to sit in the lobby until their attorney 
arrives.  If you prefer we handle this in a different manner, please be sure to let us know. 
 
If a videographer is required for the deposition, please notify us if they will be arriving prior to the scheduled 
meeting time so we can adjust the calendar.   
 
Beverages 
The hourly rate for a meeting room includes cold water for your guests.  Guests can purchase coffee for $2.00 
per cup or soda for $1.00 each.  We make every effort to communicate these rates to the guests, however, in 
the instance that your guest does not pay for these items, it will be added to your invoice. 
 
Copies 
We provide copies for your court reporters and will invoice you at $0.15 per copy. 
 
Billing 
You will be invoiced after each meeting, in 15-minute increments, after the first hour.  The rate is $35.00 per 
hour, plus sales tax.  An invoice will be emailed to the email address we have listed on file for every meeting.  
You will also receive a credit card receipt, if paying by credit card.  We include the case name/number on both 
of these receipts, to make your accounting easier. 
 
Cancellation 
Please cancel your reservation within 24-hour of your appoiment or you will be charged a $35 cancellation 
fee. 

 
If you need any assistance at all, please note that the office phone will forward to a cell phone for our on call 
team after hours.  If there is an emergency or urgent matter, you can call or email. 
 

http://trinitymeetingcenter.appointy.com/

