Notification for School Building & Grounds Usage
Logan View Public Schools

Directions:  Save a copy of this to your computer and email it to mgahan@esu2.org after you have filled this out.

· This form is to be used by any person or group using school facilities.

· This form must be on file before the date of use.

· Arrangements for entry keys must be made from M-F during school hours.

Organization:  Example – Booster Club

Purpose:  Example – Soup Supper

Facility Requested:  Example – Cafeteria & Kitchen

Date of Usage:  Saturday, 5/5/55

Hours:  7:00 pm – 9:00 pm

Contact Person:  Jane Doe

Phone Number:  555-555-5555

Approved by: ​​​​​​​________________________

Directions:  Please check  the items needed.

Gym:



Lecture Hall:

Cafeteria:

Kitchen:
__Chairs (number)

__Microphone

__Chairs

__Cooler

__Screen


__Screen

__Tables

__Sink

__Podium


__Podium




__Utensils

__Tables


__Tables




__Pots/Pans

__Hoops








__Ovens*

__Bleachers








__Dishwasher*











__Microwave











__Roasters











__Coffee Pot










__Other










____________




*Must have a kitchen staff person available for use
Instructions for Kitchen Use:

· Leave utensils cleaned and rinsed in west sink

· Tie trash bags and take to dumpsters, add new bags

· Clean all counters and floors

· Pick up chairs and tables

· Shut off all lights

Emergency Contact Number – Dave Rector 402-216-1279 or Blake Wilberding 402-
Condition of Facility After Use

· Good

· Fair

· Poor


