
Facility Reservation Process Flowchart 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

                                                                                   

 

NOTE:  Average processing time is approximately ten 
(10) working days. 

Payment options include major credit cards, checks, 
ACH/eChecks, or currency to:   

North East ISD 
Department of Procurement & eCommerce 
Facility Reservations Office 
8961 Tesoro Drive, Suite 317  
San Antonio, TX  78217                         
                                                             CAS 8/2021 

Start 

STEP 1:  Authorized Community 
User accesses the Event 
Management System (EMS) to 
submit a Facility Request 

 

STEP 2:  EMS auto-generates a 
notification to Facility Reservation 
Staff indicating that a NEW request 
was submitted 

 

STEP 3:  Staff reviews the request and 
submits (via EMS) to appropriate 
Campus Administrator or other 
Designee for review and consideration 

 

STEP 4:  Campus 
Administration 
reviews request 

 

STEP 5:  Staff notifies Community 
User of Campus’ Response 
 

STEP 6:  Through EMS, Staff shall 
generate Invoice to Community User for 
Reservation Confirmation, Certificate of 
Liability Insurance, and Payment 

Not 
Approved 

Approved 

STEP 8:  Staff shall complete process (verify 
insurance, process payment, submit for 
additional services, send campus 
confirmation, sign Use and Indemnification 
Agreement w/Terms & Conditions) 

STEP 7:  
Community User 

CHANGES request, 
revert to STEP 3 

STEP 7:  
Community User 

CONFIRMS 
reservation 

North East Independent School District 
Department of Procurement & eCommerce  
Facility Reservations Office 

or 

or 

End 

End 


