
 

TWU ROOM RESERVATION REQUEST 
 

Name Click or tap here to enter text. Department Click or tap here to enter text. 

Room Requested Choose an item.                                         Enter additional rooms in remarks 

 

Event Name Click or tap here to enter text. Number of Attendees Click or tap here to enter text. 

Start Date Click or tap to enter a date. End Date Click or tap to enter a date. 

Start Time Click or tap here to enter text. End Time Click or tap here to enter text. 

Set-up 
Start Time Click or tap here to enter text. Clean-up 

End Time Click or tap here to enter text. 

Event Type Choose an item. Recurring Event- Enter 
Details in Remarks              ☐ Yes                   ☐ NO 

Accessories 
          ☐ Podium/Lectern                       ☐ Microphone 
 
     ☐ Computer/Laptop                    ☐  HDMI Cable 

Other Click or tap here to enter text. 

 

☐  Chairs Only Total Number of Chairs Click or tap here to enter text. 

☐  Tables & Chairs Total Number of Tables Click or tap here to 
enter text. ☐  Round              ☐ Rectangle 

  Number of Chairs per Table Click or tap here to enter text. 

Remarks and Special Instructions  

 


