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MEMORANDUM

TO:

Sports Organizations
FROM:

Terrie Carpenter
DATE:

July 30, 2009
SUBJECT:
Requests for Use of Buildings/Fields On-Line
It’s finally here!  You can now make requests on-line for use of the Coventry Public School buildings.  Here’s how you need to proceed:
· Go to the internet and www.myschoolbuilding.com 
· The first time you go in you will have to enter the account number – this is 505442108

· Email address is tcarpenter@coventryct.org
· The password is password

· Then you will five choices – pick schedule request

· Then you will see new schedule  - normal, irregular and recurring.  Most of you will be using the normal schedule for your requests, but if you are putting in for every Tues., every Mon. and Wed., etc., you can request that using the recurring schedule.  The irregular one is for use of different rooms in the same facility, i.e. CHS, CNH, etc.
Your name may already appear in the drop down menu so you might not need the account number or password.
Please complete all of the information that you can... any incomplete form will require a phone call or email to get the required info and will slow up the approval time.  Be sure that only the two people who you have assigned put in the requests.

Please feel free to call me if you have any questions or concerns.

Thank you.
