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Select building/floor of rooms
to be audited

4

Identify correct
plans and print off

Identify information required
Data to be captured and cross check with Archibus
Room number
Room Type and Category
Check measurements

Check information against plan

Data point — number 4
Voice point
Department owne ] Identify resource
Occupier and time frame
Occupier belongs to which department

Position of occupier — general or academic
Meeting Rooms
Capture facilities and technology
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Seek approval from Space
Manager and ITS Manager
to proceed

Contact Faculty Managers
HOD'’s and telephone
delegates
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Perform
Audit

Review
process and
data

' Other Considerations

 Room audits procedure

' Flow Chart reference
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