Standard Operating Procedure (SOP): Appointment
Scheduling and Meeting Room Management

This SOP details appointment scheduling and meeting room management processes, including efficient calendar
coordination, booking protocols, conflict resolution strategies, room allocation based on meeting requirements,
equipment setup and maintenance, and policies for cancellations and rescheduling. The aim is to optimize resource
utilization, enhance communication, and ensure smooth and timely meetings across the organization.

1. Purpose

To standardize the process for scheduling appointments and managing meeting rooms, ensuring efficient use of
resources and minimizing scheduling conflicts.

2. Scope

Applies to all staff managing and using meeting rooms and scheduling appointments within the organization.

3. Definitions

¢ Appointment: Any scheduled meeting, consultation, or event requiring advance coordination.
¢ Meeting Room: Any room or space booked specifically for meetings or appointments.
¢ Booking System: The software or tool used for managing calendar appointments and room reservations.

4. Responsibilities

Role Responsibility

Meeting Initiate appointment/meeting requests, select appropriate room, confirm
Organizer equipment requirements, and handle rescheduling or cancellation as needed.
Office Oversee meeting room availability, resolve scheduling conflicts, and maintain

Administrator | equipment.

IT Support Ensure meeting rooms and associated equipment are functioning as required.

5. Procedure

1. Appointment Scheduling
o |Initiate invite using the official booking system.
o Check attendee availability via shared calendars.
o Select a preliminary time, allowing for buffer periods.
o Enter all necessary details: agenda, duration, required equipment, etc.
2. Meeting Room Booking Protocols
o Search for available rooms that meet the required capacity and facilities.
o Book the room through the official system, specifying meeting details.
o Check system-generated booking confirmation.
3. Conflict Resolution
o If schedule or room conflict is detected, contact all involved parties promptly.
o Negotiate alternative times or room choices.
o Escalate unresolved conflicts to the Office Administrator.
4. Equipment Setup & Maintenance
o Specify equipment needs at the time of booking.
o [T Support or Administrator to ensure equipment is ready prior to meeting.
o Report any issues immediately to [T Support for resolution.
5. Cancellations & Rescheduling
o Notify all invitees and meeting room administrator as soon as possible.
o Release the meeting room back to the system.
o Update or resend the revised appointment details as needed.



6. Best Practices

Book meeting rooms and send invitations as early as possible.

Review room capacity and equipment prior to booking.

Avoid holding rooms without a confirmed meeting.

Regularly update the booking system and calendars to reflect real-time changes.

7. Review and Revision

This SOP shall be reviewed annually or as needed. Revisions must be approved by the Office Administrator.
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