






VENUE RESERVATION FORM 

 
Event/Activity : ________________________________________________________________________ 
   
                            ________________________________________________________________________ 
     
Purpose  : ________________________________________________________________________ 
 
    ________________________________________________________________________ 
 
Date/Time/Duration : ________________________________________________________________________ 
 
Number of  
Participants  : ________________________________________________________________________ 
 
Requesting Office : ________________________________________________________________________ 
 
Requested by and : ________________________________________________________________________ 
 
Contact No.  : ________________________________________________________________________
  
 
Date Requested : ________________________________________________________________________ 
 
Supporting Documents: ___   Letter request dated _________________________________ 

              ___   Notice of Meeting dated _____________________________ 
    ___   DENR Special Order No. _____________________________ 
    ___   BMB Special Order No. ______________________________ 
    ___   Others (Pls. specify) _________________________________ 
 
 

 
Date Received by HRDU/AFU: ______________________________________________________________________ 
 
Action Undertaken: 
 
 

Approved     : _________ with venue at ______________________________________________________  
 
Disapproved:  _________ due to ______________________________________________________________ 
 
 
 
      NORMA M. MOLINYAWE 
     Action Officer, Administrative and Finance 
                   Office of the Director, BMB 


