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APPLICANT provides completed  Building Use 
Agreement to school along with certificate of 

insurance. If concussion language applies, a copy of  
concussion certificate must also be attached. 

SCHOOL completes agreement, including all 
applicable fees. Administrator signs, dates and  

submits to: buildinguse@kpbsd.k12.ak.us (link on 
website to sample of properly completed documents).

FINANCE OFFICE reviews Building Use Agreement and 
ensures all attachments are included and forwards to 

Risk Management.

ASSISTANT SUPERINTENDENT reviews, completed 
application and any attachments.

FINANCE OFFICE notifies school, administrator and 
secretary of decision.

SCHOOL notifies applicant, collects fees and schedules 
event.
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