
Meeting Room Request Form
Use this meeting room request form sample to streamline the booking process for corporate events. It ensures all
necessary details are captured efficiently, facilitating smooth coordination and successful meetings. Customize the
form to meet the specific needs of your organization and event types.

Organizer Name

Department

Organizer Email

Contact Number

Meeting/Event Title

Purpose of Meeting

Date

Start Time

End Time

Number of Attendees

Room Preference
Please select

Required Equipment

e.g., Projector, Whiteboard, Video Conferencing

Refreshments Required?
Please select

Additional Information or Requests



Submit Request
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