Room Reservation Form

Requestor

Date Request Submitted

Room(s) Requested

Date(s) of Reservation

Times of Reservation
(i.e. 8am — 1pm)

Anticipated attendance number

Contact Person for Reservation

Title of event

Will food or beverages be served?

Date Returned to Requestor

For events outside of standard business hours that include food/beverages, housekeeping will need to be
ordered.
For events outside of standard business hours, security will need to be arranged.



