Attachment 1:

EVENT SCHEDULING PROCESS

A party requests space for an
event on campus.

Is the event a class?

Is the event a RMAC athletic
event/athletic practice?

Is the event going to occur
within the next 5 business
days?

Event must be requested
utilizing the EMS online request
at https://ems.csupueblo.edu/

Campus Event Coordinator
evaluates event

Approved

Campus Event Coordinator
communicates decision to

the requesting party and the
respective building
personnel.

YES

Denied

Contact the appropriate

Dean’s assistant.

Contact the Athletic
Department.

Contact the Campus Event
Coordinator.

Campus Event Coordinator
communicates decision to
the requesting party.

Campus Event Coordinator
communicates pertinent
contact information to

other appropriate
personnel (catering,
custodial, security, Sheriff’s
Office and Parking).




