FACILITIES RESERVATION FLOW CHART

(FOR ALL EVENTS OUTSIDE OF INTERNAL BUSINESS MEETINGS/FUNDRAISING EVENTS)

Completed
Facilities Use

Request Form

y

NON-SCNM No

sponsored
event?

Yes |

First point of contact will be the Academic Coordinator (AC). This is
because the AC is capable of gauging availability of rooms in relation to

school/curriculum related needs

Space
available?

alternative date

No AC regret to the requester or seek

Yes

AC holds tentative room reservation. Forwards request to the
Administrative Services Manager (ASM) who seeks necessary
approvals and requests liability certificates as needed

v

Approved and
necessary
paperwork

provided?

ASC regrets to requester

Yes ¢

ASM confirms back to the requester under copy to Business
Office, Facilities and IT as necessary

Revised 4.21.2016

v

Yes

An approved
student
organization?

Yes ¢

No

SCNM

approved No

VP of Student Clubs and
then Dean of Students
(DOS) for approval

v

Approved?

Yes *

Medicine
related?

No

No

v

vendor
event?

Yes |

v

SCNM
sponsored
event?

First point of contact will be the Academic Coordinator (AC). This is because the AC is
capable of gauging availability of rooms in relation to school/curriculum related needs

VP of Clubs regrets to
the requester

y

First point of contact will be the Academic Coordinator (AC).
This is because the AC is capable of gauging availability of
rooms in relation to school/curriculum related needs

AC checks

No Regrets to the
approved

—> requester

vendor list

Yes/space available? ¢

VP of Clubs confirms
directly back to the
requester with
instruction to contact
the AC for room
assignment

Outside of No

hours of
8am-6
pm?

the requestor

AC confirms back to

Yes

v

No

Space
available? AC regrets to the

requester

Yes ¢

All coordination by the department including dealing directly
with facilities and IT for all their needs.
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FACILITIES RESERVATION APPROVAL PROCESS

FUNDRAISING AND VENDOR EVENTS

Completed
Completed
et Student Vendor
Fundraising (
Request Form Representative
Room Request

Y v

An approved No SCNM
stu_den_t > Not permitted approved No >
organization? vendor
event?
Yes |
Yes §
SGA and then Dean of
Students (DOS) for
approval
¢ Event
scheduled No
during normal >
business
VP of Clubs sends denial hours?
Approved? NO —» | tothe requester under
copy to the DOS
Yes ¢ Yes

DOS forwards for approval to Development Associate &
Principal Accountan_t under copy to the Administrative Director of Career Services (DCS) (who currently
Services Manager (ASM) oversees the program) for approval

v v

If there are any liability concerns, the ASM will reach
out to the DOS NG

v

Not permitted. Should request
room as an External group.
See Internal and External
Group Event Approval process

Should request room as an
External group. Requires
approval from DCS. See Internal
and External Group Event
Approval process

¢ Approved?

After approvals are received, DOS confirms back to
the Club under copy to Academic Coordinator for
reserving space/noting on calendars

Yes ¢

To AC for reserving space who communicates back to
the requestor

DCS sends denial to the
requester
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