
Facility Use Processing Procedures for Outside Organizations 
 
Outside Organizations, please review the follow procedures before submitting your request. 
Everything begins at the school. To check availability, you should also contact the school 
initially. The Facility Use Office is the final step in the entire process.  
 
To Reserve A Facility within Metro Nashville Public Schools: 
 

1. Outside organization must complete a facility use packet (request form, the hold harmless, 
the certificate of insurance and nonprofit status letter) directly to school for review and initial 
entry. 

2. Facility Request Forms are entered by school’s designee into the district’s Facility 
Scheduling software. This is the very first step in the approval process. 

3.  The request will then be automatically routed to the school principal for approval or 
denial within the Facility Scheduling software (it could take up to 5 days). 

4. Once the physical documents are received in the Facility Use office, and the electronic 
approval from the school principal; the final processing begins (this could take up to 5 
days).  

5. Once our office has verified the submitted information, a final activation notification will 
be issued. Notices are issued to the outside agency, the schedule requestor, the school 
principal, and the facility use office upon final approval. 

6. You are not authorized to utilize any Metro Nashville Public School facility until you 
have received the final approval and authorization email from our office. Please ensure 
that the correct email address is on the request form. 

7. Once you receive final approval and authorization, you will also receive an email with 
your deposit requirements and or payment information. Failure to meet the deposit 
deadline will result in cancellation of your event. 

 
Cancellations: 
If for any reason, you need to cancel your approved request, please contact the Facility Use 
Office in writing at facility.use@mnps.org with your cancellation information to avoid being 
billed. We must receive it 24 hours prior to the event to stop billing charges. If our office does 
not receive a notice of cancellation, original charges will apply.  
 
****Reminders**** 

• Please do not send any request forms directly to the Facility Use Office.  Our office will 
not process any request forms that are not in our electronic facility request system. If we 
need further information, we will contact the outside agency directly. 

 
• Do not pay any MNPS employees or custodial worker directly in cash. You will be sent 

an invoice with all charges and payment information. If you pay someone directly, you 
are still held liable for all invoices charges.   
 

• Video and filming requests must attach song lyrics, proposed video treatment, etc. along 
with the entire application packet. If not received with application, it will not be 
processed. Video and filming requests require additional processing time. 


