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FLAGSEC (AIR-00EA2) RECEIVES E-MAIL RESERVATION REQUEST





REVIEW JUSTIFICATION,


TIME AND DATE


--BOUNCE WITH AIR-7.1.4 AND 7.4


--CONSULT AIR-2.0 AND OFFICE OF COUNSEL IF NECESSARY





YES





SEND APPROVAL VIA EMAIL TO REQUESTOR COPY TO AIR-7.4 AND AIR-7.1.4





INTERNAL SECURITY AND FACILITIES COORDINATOR





POST IN ATRIUM ELECTRONIC CALENDAR





REQUESTOR SUBMIT REQUEST VIA EMAIL





DIRECT REQUESTOR TO COORDINATE WITH AIR-7.1.4 AND AIR-7.4 FOR SUPPORT





NO





NO





1





2





1





EA RECEIVES REQUEST VIA EMAIL FROM AIR-00EA2





REVIEW JUSTIFICATION





RETURN TO AIR-00EA2





IS THE REQUEST APPROVED?





APPROVED REQUEST





START





3





2





FACILITIES RECEIVES


APPROVAL OF REQUEST








CONTACT REQUESTOR VIA PHONE OR EMAIL FOR THEM TO COMPLETE


PWC REQUEST FORM











COORDINATE WITH PWC AND REQUESTOR ON SUPPORT


REQUIREMENTS





ENSURE SET-UP AND 


CLEAN-UP DURING PRESCRIBED TIME


*CONTRACTORS MUST PROVIDE THEIR OWN SET-UP AND CLEAN-UP CREW





END





3





ARE GUIDELINES


MET?





DOES IT


WARRANT


EA REVIEW?





YES





YES





NO





RETURN TO AIR-00EA2





AIR-00EA2


EMAIL REQUESTOR





END





Bldg 2272 Atrium Reservation Process Flowchart





Owner: Flag Secretariat


(AIR-000EA2)





Internal Customers:


   EA


   Air-7.0C/7.1.4/7.4


   PEOs


   PMAs


   Office of Counsel


   AIR 2.0





External Customers:


   Non-Federal Entities


   Public Works





Established: 30 May 01
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