College of Management

Room Request Form 

Completing and submitting this form is not a guarantee that the room you requested has been reserved. You will receive a confirmation if your room request has been approved, or a note stating the status of your request. Your confirmation will state exactly what room you will be using. 

Requestor information

Organization/Department/Program

Name of requestor






Email 



Phone number

Name of individual who will be using the room (if different)

Email  


Phone Number

Date submitting this request

Room Reservation Details

Date needed

Time needed: 
Start ___
End __

Building and room preferred

Number of seats needed

Requirements, if preferred room is not available

*  Teaching computer

*  Projector

*  Laptop connection

*  Executive style (tiered seating) 

Seating specifications (indicate if required)

*  Moveable Tables & Chairs __

*  Moveable Tablet Desks __

Comments/additional information

