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Start

Customer submits Classroom/
Conference Room Quick Request 

Form (QRF) to Space 
Management (SM)

Space requested is 
available at day/time 

requested

SM offers 
customer alternate 

space, days or 
times

SM schedules space

Customer accepts 
alternate space, days or 

times

QRF is submitted 
during current term

QRF is not processed. SM 
notifies customer to 

submit Standard Request 
Form for space requests 

beyond the current term.

SM cancels event
QRF goes into 

scheduling queue. 
(Processing timeline 

is dependent on 
number of requests 

in queue.) 

YES

SM reviews space reservation for 
accuracy and sends event 
confirmation to customerEnd

NO

YES

End

Start/End Process Sub-Process DocumentKEY Decision

Process Timeframe: Minimum of 5 business days. QRF requests are accepted during the current term only.

NO

NO

YES
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