FACILITIES MANAGEMENT INVENTORY/SPACE RESERVATION in EMS
USD Facilities Management (FM) staff members are available 6:00 am – 2:30 pm Mon-Fri.
FM resources (tables, chairs, trash cans, etc.) should be scheduled for delivery during those working hours and reserved to be held until the following day/Monday for afternoon, evening, and weekend events. This is necessary to remove the resources from inventory in EMS and prevent overbooking when resources appear to be available but are not since they cannot be setup or moved during the weekend or evenings.
WEEKENDS
Schedule both the space and FM resources to begin at 1 pm on Friday and continue to hold the inventory for the entire weekend. This requires additional bookings to the reservation in EMS: 

· Friday for drop off/set up beginning at 1 pm.
· Saturday for Hold or the event (8 am-11 pm).
· Sunday for Hold or the event (8 am-11 pm).

The Event Name for the additional bookings should include that they are for FM Hold for Setup or FM Hold for Teardown as appropriate. Setup count for the additional bookings should be “1” and status should be Confirmed Private. This will keep the hold bookings from appearing on the publicly available USD master calendar. Also, this will allow the scheduler to un-select the confirmed private status when sending confirmations so the client won’t see these hold bookings.

EXAMPLE:
Reservation 170738 is for a technology camp occurring on Saturday from 9 am – 4 pm.
There will be three bookings within this reservation.

Booking 1: 1507951 - The actual event - Saturday
[bookmark: _GoBack]Time: 9 am-4 pm
Event Name: USD Tech Camp
Setup Count: 25
Status: Confirmed
Setup Time: 1 hr.
Teardown Time: 7 hr.
Thus, the Saturday reserved time is 8 am – 11 pm, with the event time occurring 9 am-4 pm.

Booking 2: 1507950 – Delivery and setup - Friday
Time: 1-11 pm
Event Name: FM Hold for Setup
Setup Count 1
Status Confirmed Private
The Friday reserved time is 1 pm – 11 pm and facilities management will deliver/setup the resources during that time.

Booking 3: 1507952 – Hold - Sunday
Time: 8 am-11 pm
Event Name: FM Hold for Teardown
Setup Count 1
Status: Confirmed Private
The Sunday reserved time is 8 am – 11 pm and facilities management will tear down and remove the resources on Monday morning.
AFTERNOONS/EVENINGS
Any afternoon or evening requests for FM resources or services should have the actual event time with a setup time to begin at 1pm and Teardown to end at 11 pm. Additional bookings not required.

Example: Event to occur from 1-4 pm on a Thursday afternoon. Use Setup time as needed and Teardown time of 7 hrs. to reserve until 11pm but the actual event still indicated as 1-4 pm.

Example: Event to occur from 4-9 pm on a Thursday evening. Use Setup time of 3 hrs. and Teardown time of 2 hrs. to reserve 1-11 pm but the actual event still indicated as 4-9 pm.

These events should have the actual event name and setup count and should be status Confirmed as appropriate. Confirmed Private may be used when it is not appropriate for the event to display on the public master calendar.

ADDITONAL CONSIDERATIONS
Note: Any outside rentals (i.e. Raphael’s Party Rentals) may require a similar reservation of the event space as appropriate based on the arranged delivery/setup and teardown/pickup times.

CANCELLATIONS
Reminder: Allow others to utilize inventory and avoid unnecessary setup of resources. - Please remember to cancel any event/resources in EMS as soon as you are aware that they will not be needed.
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