
Request for Board Room Reservation & Refreshments for Meetings 

Name of the meeting: ………………………………………………………………. 

Date & Time of the Meeting: ………………………………………………………. 

No. of participants expected: ……………………………………………………. 

Items required and quantity: 

Items to be purchased Other 

Place to be 
purchased 

Tea/Coffee/Soft 
drink 

Designation: …………………………………………………………… 

Signature of the Officer: …………………………………………… 

Faculty/Branch: ………………………………………………………. 

Date: ……………………………………………………………………… 
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