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1. The Venue Manager enters an event using the Event form: 
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2. When the event is sufficiently defined, the Venue Manager sets the status = 'CERTIFY'.  

The system automatically sends emails to several people soliciting their certification. 
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3. Each Certifier clicks on the URL in their certification solicitation email to review and certify 

the event with the status: APPROVE, DENY or FURTHER REVIEW REQUIRED.  The 
system automatically emails the event’s project manager of the event notifying them of 
the certification decision. 

 
 

4. The Venue Manager coordinates the event details with various people and keeps the 
event data up to date using the Event form. 

 
5. The Venue Manager sets the event status to COMPLETE when the event is done. 


