Office of Space Management Standard Request Form (SRF) Workflow
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Process Timeframe: Minimum of 12 business days. Large, complex, and/or outdoor requests may require additional processing time.

Customer submits Standard

Space Request Form (SRF) to

Space Management (SM)

Customer accepts
alternate space, days or
times

Customer accepts

event stipulations and
charges

SRF is submitted
during active event
scheduling cycle

SRF goes into
scheduling queue.
(Processing timeline
is dependenton
number of requests
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SMrequests space
approvals and event
charges from campus
service departments

SMschedules space

SM communicates
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customer.
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SMreviews space reservation for
accuracy, sends event confirmation to
x customer and campus service
departments, and processes event billing

SMreviews space reservation for
accuracy and sends event
confirmation to customer

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.)

Campus Service
Department
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