
Step-by-Step Tutorial: Online Application for getting Permits to Use NYC School 
Buildings 

 
1. Visit the Building Maintenance Vendors 
2. Then look for the section labeled "Permit/Extended Use Application Update" and click on the link 

named Permit/Extended Use Application. As shown in below:  
 

1: Screenshot example of the "Building Maintenance Vendors" website 

 
 

3. After that a new tab will open, fill out all the required information. 

2: Screenshot example of the Permit/Extended Use Application form online 

 

https://infohub.nyced.org/in-our-schools/working-with-the-doe/contracts-and-purchasing/building-maintenance-vendors
https://app.smartsheet.com/b/form/d64a632309d44660b45b50fcff4bbd74


 
4. After completing the Organization Information, check the box to move on to the next section: 

Permit Information as shown in below: 

3 Screenshot: Example of check box to move to next section: Permit Information 

 
5. Once you check the permit information, the following options will open as shown in below. Fill out 

all the necessary details for the permit application.  

4: Screenshot: Example of the Permit Information section 

 
6. Then check the box to move on to the next section: Special Request as shown below. 

5 Screenshot: Example of check box to move to next section: Special Request 

 

 



7. If you have any special requests, make sure to answer all the corresponding questions 
appropriately.  

6 Screenshot: Example of the Special Request section 

 
8. Once you have completed the Permit Information section, check the box to move on to the next 

section: Permit Details as shown below: 

7 Screenshot: Example of check box to move to next section: Permit Details 

 
9. Fill out all the required and optional fields in the Permit Details section. 

8 Screenshot: Example of the Permit Details section 

 



10. Next, check the box to move on to the next section: Times of use for the permit. 

9 Screenshot: Example of check box to move to next section: Times of use 

 
11. Complete this section by selecting the appropriate fields indicating when access to the school is 

needed and whether you will be providing external safety agents. 

10 Screenshot: Example of the Times of use section 

 
 

11. Finally, review all the information you have provided, and make sure to check the boxes indicating 
that you've reviewed everything and are aware of D-180 regarding the extended use of school 
buildings.  

 

11 Screenshot: Example of the acknowledgement of correct information and the review of D-180 Chancellor reg 

 

 

https://cdn-blob-prd.azureedge.net/prd-pws/docs/default-source/default-document-library/d-180.pdf?sfvrsn=df75b217_48&_sm_au_=iVV7VvV7FNK0GfqjWvLTfK0V17fQC
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