Office of Space Management Campus Dept Sponsored Event Request Workflow  KEY II m @

Process Timeframe: Minimum of 60 business days. Large, complex, and/or outdoor requests may require additional processing time.

Campus customer submits Standard Space
Request Form (SRF) and Request for Dept
Sponsorship to Space Management
(60 days prior to event start)

Third party customer
signs contract and
returns to
Procurement &
Contract Services
prior to event start

A

Third party customer submits insurance and minors
on campus information, etc. as required
(No later than 15 business days prior to event start)

Campus
customer accepts event
stipulations and
charges

Customer

Campus & Third
Party (Community)

NO

v

SM cancels event

Request for Dept
Sponsorship and Facility
Rental Fee Waiver is
approved

SM schedules space and sends third
party customer insurance and minors
on campus requirements, etc.

Dates requested
are within active event
scheduling cycle

—

SM forwards insurance
and minors on campus
information to Risk
Management

—

SM reviews space reservation for
accuracy, prepares documentation
for Procurement & Contract
Services, sends event confirmation
to campus and third party customer
and campus service departments,
and prepares invoice
(No later than 10 business days prior
to event start)
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NO NO
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SM notifies campus
customer that request
is not approved and, if
relevant, to have third
party customer contact

SMto start the
community event
process

Request is held on file
until event scheduling
cycle begins.
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SMrequests space
approvals and event
charges from campus
service departments

SM communicates event
stipulations, insurance approval,
and event charges to campus and

third party customer.
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Campus Service

Department

Service departments provide space
approvals, event stipulations and estimated
charges to SM. Service departments plan for

event staffing and services. (Response
timeline varies depending on nature and
complexity of event. Fire Marshal special
events permit can take 30+ days.)

Risk Management reviews and
approvesinsurance, minors on
campus requirements, etc. and
notifies SM. (Insurance must be
approved no later than 10 business
days prior to event start.)

Procurement & Contract
Services prepares contract for
third party customer to sign.
(10 business days required for
this process)

Procurement &
Contract Services
executes contract
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