
I am requesting space for an
academic program at the UC

Washington Center.

I am requesting academic
classroom space for an

upcoming term.

I am requesting a one-time
change to an existing

classroom assignment.

I am making the request within
the timeframe for scheduling a

classroom for an upcoming
term.

Use the Academic
Calendar link to submit

the request.
Yes Yes Yes

Submit request to the
Associate DirectorNo

No

Use the Internal
Meeting link to submit

the request.

I am requesting space for an
internal business meeting of

my academic program.

No

Yes

No

Use the Events link to
submit the request.

I am requesting classroom
space for a one-time

academic breakout session.

No

My request for space does not
match any of these criteria.

I am requesting space for a
non-academic program or unit
of the UC Washington Center.

I am requesting space for an
internal business meeting of a

non-academic program or
unit.

I am requesting a one-time
change to an existing space

assignment.

Use the Internal
Meeting link to submit

the request.

Yes

YesNo

No

Yes

Use the Events link to
submit the request.

My request for space does not
match any of these criteria.

I am requesting space for a
program or unit of the

University of California.

I am requesting space for an
organization that is not part of

the University of California.

Use the Events link to
submit the request.

Use the Events link to
submit the request.

1

2

3

4

http://www.ucdc.edu/faculty/scheduler_intro.cfm
mailto:karen.akerson@ucdc.edu
http://www.ucdc.edu/faculty/scheduler_internal.cfm
http://www.ucdc.edu/faculty/scheduler_events.cfm
http://www.ucdc.edu/faculty/scheduler_internal.cfm
http://www.ucdc.edu/faculty/scheduler_events.cfm
http://www.ucdc.edu/faculty/scheduler_events.cfm
http://www.ucdc.edu/faculty/scheduler_events.cfm

