Meeting Room Request Form
	
	Response
	Comments (if any)

	Date (if recurring, start date and end date 

	
	

	Day


	
	

	Frequency of meeting (weekly/ monthly etc)


	
	

	Time slot  (start and finish time)


	
	

	Organiser or Chair (name and contact number)


	
	

	Meeting subject  (lab meeting, seminar etc etc)


	
	

	Average number of participants  (internal or external participants (eg internal only meeting or number of external participants {even if only one}


	
	

	Special Needs (overhead projector etc)


	
	


NOTE:
This form will be used for all meeting room bookings, so please copy this form to your desktop. In 2009 all bookings for meeting rooms will be accepted via email on this form only, which you will need to email bio21-reception@unimelb.edu.au
 
