
 
Meeting Request Form 

 
Name of Organization:  ____________________________________________ 
 
Requestor:  ___________________________________________________ 
 
Brief Description of Meeting:  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Requested Date:  _____________________________ 
Requested Time: _____________________________ 
From: ________  To: ___________ 
 
Estimated Number of Attendees:  _______ 
 
Is a computer needed?    ____Yes      ____No 
 
AV Needs (Depending on AV needs, additional fees may be incurred):  
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Materials (Flip chart, markers etc.) 
______________________________________________________________________________
______________________________________________________________________________ 
 
Room Set Up Needs (Classroom, Hollow Square, Stadium, etc.):  
______________________________________________________________________________
______________________________________________________________________________ 
 
Additional Information:  
______________________________________________________________________________
______________________________________________________________________________ 
 
Once completed, please email form to IMC@hq.doe.gov 
 
Approved By:  ____________  Approval Date:               _____________   
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