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 t m n  
Office of the Registrar 

eventscheduling@montana.edu 

Please read the "Classroom Reservation Policy" below before completing this form. 
For academic course classrooms, please use the "Changes to Schedule after Final Update" form. 

 

This is an initial room This is to confirm   Confirmation 
reservation request. an existing reservation. Number*:   

*required if confirming a previously scheduled room. 

 
Department or Name of 

Organization:   Requestor:   
 

 
Send Classroom Reservation Confirmation to: 

 
Name: Phone: Email: 

Event: 
Will a Registration or No Yes 

     Admission Fee be Charged? 

 

Building & Room Start 
Time 

am 
or 

pm 

End 
Time 

am 
or 

pm 

Start 
Date 

End Date 
(If more than a 
one-day event) 

Day of the Week 

(If a one-day event) 

how 
many 

coming 

 
 

 am 

pm 

 am 

pm 

    

  am 

pm 
 am 

pm 
    

  am 

pm 
 am 

pm 
    

    am 

pm 
 am 

pm 
    

 
 
 
 

  
 

~  Classroom Reservation Policy ~ 
 non-campus organizations are to use this form to reserve classrooms.  The Registrar's Office must receive this completed form at least 3 

business days prior to the event. 
  Scheduled academic classes, common hour exams, and final exams have priority for all general classrooms.  Classroom reservations are 

only made after all classes have been scheduled.  Academic classrooms may not be used as study rooms during holidays or weekends.  Food, 
beverages, and smoking are prohibited in all classrooms.  After classroom use, all furniture must be placed in an orderly, tidy fashion.  The 

hosting organization is responsible for cleaning the classroom after its use. Any extra cleaning required will be charged to the faculty advisor 
or the organization. Failure to pay for extra cleaning will result in loss of room use for one year.  The faculty/Staff advisor or organization 

will be held responsible for the room and any damages incurred.  The room will be cleaned and vacated by the time specified on this request.  
Verified serious infractions of this policy or lack of cooperation will result in the forfeiture of room use. 

 
 
 
 

 

  

Complete, Print, 
Sign, Submit 

Please email signed requests to: 

eventscheduling@montana.edu 

requests may also be faxed to 994-1972, or Dropped off at the Office 
of the Registrar, 101 Montana Hall 
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