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Efficient meeting room reservation management
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Abstract

Meeting rooms are a resource that plays an important role in supporting an organization's mission.
Especially government agencies and educational institutions, which hold conferences, trainings, seminars, and
academic activities continuously. The lack of an effective management system can lead to double bookings.
Delay The Facility Management Unit, Physical and Environmental Affairs provides a total of 30 meeting rooms
with capacities ranging from 10 seats to 500 seats. The purpose of this article is to study the roles, guidelines,
and processes of meeting room reservation management in order to develop an efficient service system that
is in line with the needs of users. The study method used the analysis of the management process, starting
from the establishment of regulations and criteria for reservations. The application of information systems in
the work process, the pubilicity of information to users, and the continuous monitoring and evaluation of the
use of the The results of the study showed that 90% of users were satisfied with the service. A clear,
transparent, and verifiable booking system reduces duplicate bookings. The online system also allows for
real-time monitoring of the status of the meeting room. As a result, the planning of activities will be more
efficient. In conclusion, systematic and standardized management of meeting room reservations helps to
increase the efficiency of resource utilization, improve service quality, strengthen organizational image, and |

- support sustainable development, in line with the Sustainable Development Goals (SDGs) Goal 10

Keywords : Meeting room management / Online booking system / Service efficiency / Resource management
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