
Day 25
Event Occurred 
(i.e. 8/26/2023)

Community  
User 

•Register the 
Community  
User / 
Organization 
in 
SchoolDude

•Submit the 
required 
documents

•Approves the 
Community  
User 
Registration

•Advises the 
Community 
User reach 
out the 
school to 
check 
community 
calendar and 
availability.

Community  
User 

•Submit 
Rental 
Application 

School 
Designee 

•Approval / 
Denial

School 
Principal 

•Approval / 
Denial

Facility     
Rental 

Administrator 

•Review / 
Approval / 
Denial

Facility     
Rental 

Administrator 

•Activates 
and invoices 
organization

•Payment is 
due 10 days 
prior to the 
event start 
date 

Community  
User 

•Rental 
Application 
is paid in full 

Facility 
Rental

•Finalizes 
utility 
services and 
personnel to 
work the 
event 

Community  
User 

Community  
User 
Event

St
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t
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d

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8.a Step 8.b

Day 1
25 days starts
(i.e. 8/1/23)

If the Rental Application is denied at any point, the event will be canceled.

Day 15
Pay in full
(i.e. 8/15/2023)

Example of Facility Rental Process – Timeline

Facility 
Rentals

Community User Approval
10 Days

Facility Rental Process
25 Days
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