One time (ad hoc) General Purpose Classroom Reservation Protocol

During semesters -- the scheduling office controls the scheduling of all general purpose classrooms between 8am and 6pm (with some exceptions) throughout the semester, through the last day of classes. 
NOTE: At the beginning of the fall and spring semesters, the scheduling office continues to schedule classes at any time, including evenings, in general purpose classrooms, so evening/weekend scheduling officers are asked to refrain from scheduling any ad-hoc/one-time reservations until the final notification of evening classes is sent. The exception is you can reserve rooms on the weekend since UNC does not schedule weekend classes in General Purpose Classrooms.

During Final Exams -- the scheduling office controls the scheduling of all general purpose classrooms between 8am and 7pm during final exams. This includes exam Saturdays as well as reading days that fall Monday through Friday. You may schedule your rooms at 7 pm and later after checking the final exam schedule (some exams last well beyond 7pm).  It’s good policy to always check with the scheduling office to see if exams with room conflicts have been moved to one of your rooms if you need to schedule after 7 pm. We don’t make any special notification of these moves to the department.
Between semesters -- the scheduling office controls the scheduling of all general purpose classrooms between 8am and 6pm (with some exceptions) from the day after final exams end, to the first day of classes of the following semester (see note above). 
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Depts may not make one-time reservations (except for weekends)
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Depts may make one-time reservations after 6pm in the evenings and on weekends 





Depts may make one-time reservations after 7pm after checking the final exam schedule. 





Depts may make one-time reservations around evening classes and on weekends after receiving the final notification of evening classes
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