FORM MUST BE RECEIVED IN DISTRICT OFFICE 2 WEEKS PRIOR TO TRIP
FIELD TRIP REQUEST
	SCHOOL:


	CONTACT FOR FIELD TRIP:


	DATE OF TRIP:


	WHO IS ATTENDING: (grade/organization)


	LOCATION:


	TRAVELING BY:

            School bus               Charter bus


	PURPOSE:




	SCHOOL BUS – Required items for approval:

1. Principal’s signature

2. Complete list of participants and chaperones

3. Complete final itinerary 


	CHARTER BUS – Required items for approval:

1. Principal’s signature
2. Complete list of participants and chaperones

3. Complete final itinerary

4. Copy of charter bus contract with signatures

5. Proof of Insurance showing either district or school as insured       


___________________________________

_________________________________
Signature of Person Requesting Trip


Approval of Principal (signature required)

                APPROVED

                DENIED

______________________________________

_______________________

Sylvia R. Jackson, Ed.D.




Date

Director of K-12 Education


This request can be either faxed (627-3530) or sent via interoffice mail, but only send one time.
REVISED 11/28/11








