UNIVERSITY AT ALBANY
SCHEDULING  OFFICE
ROOM RESERVATION
Index Number:  

442-5546
(Fax: 442-5532)
Please type form
Use to Request Classroom or Lecture Center for Special Meeting

(E-mail the completed form to the Scheduling Mailbox scheduling@albany.edu)

This request form must arrive in the Scheduling Office (Campus Center B52) one week prior to requested reservation date. Reservation requests received less than one week prior to date of reservation may not be confirmed in time for advanced announcement of room assignment. A confirmation of your reservation will be sent through e-mail. Confirmation is for space only; requests for media equipment, food service, etc. should be made through appropriate offices. Should it

become necessary to cancel this reservation, please contact the Scheduling Office immediately.
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