Sample Meeting Room Reservation Request Form for Training
Sessions

Use this meeting room reservation request form to efficiently book spaces for training sessions. The form captures essential details to ensure
smooth scheduling and setup. Streamline your event planning with this easy-to-use resource.

— Reservation Details

Organizer Name:

| |

Department:

| |

Contact Email:

| |

Training Session Title:

| |

Date:

| |

Start Time:

| |
End Time:

| |

Expected Number of Attendees:

| |

Preferred Room (if any):

| |

— Additional Requirements

I_ Projector

I- Whiteboard
r Laptop

I- Microphone
Other requirements:

|

— Setup Instructions / Comments

Submit Reservation Request
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