UBLY COMMUNITY SCHOOLS
FIELD TRIP REQUEST FORM

Submit form via e-mail to appropriate supervisor, who will then forward by e-mail to Transportation.  After being authorized one copy will be returned to applicant via e-mail and one copy retained by the Superintendent’s Secretary.

	
[bookmark: Text1][bookmark: Text2][bookmark: Text3]     					     				     
Teacher’s Name 			Grade Level 			Date Submitted

Request Information:
[bookmark: Text4]Field Trip Requested:      
[bookmark: Text5]Number of students participating:      
Number of Staff Chaperones attending:      
Number of Parent Chaperones attending:      
[bookmark: Text6][bookmark: Text7]Location of Field Trip:      				Date of Trip:      
[bookmark: Check1][bookmark: Check2][bookmark: Text8]Substitute Needed: |_| Yes |_| No 	(if yes, Hrs. Sub Needed)      
Time Leaving:       			Time Returning:      
[bookmark: Text9][bookmark: Text26]Admission Fees:      		What account will Admission Fees be coming from?      

Transportation Requested:
[bookmark: Text13][bookmark: Text14][bookmark: Text15][bookmark: Text16]Bus:      School Van (7):       Suburban (9):       Own:        
[bookmark: Text25]Mileage:      
[bookmark: Text30]Registration Fee (required):        
Please collect and submit all fees to the Business Office prior to the event and/or indicate what account will be covering all remaining travel costs.      
Type of Field Trip:
[bookmark: Check3][bookmark: Check4][bookmark: Check5]Required Educational: |_| ; Non Required Educational: |_| ; Recreational: |_|
[bookmark: Text19]Comments:      


OFFICE USE ONLY

[bookmark: Text20][bookmark: Text21]Principal’s Signature       Date:     

Transportation |_| Available       |_|  Not Available  
[bookmark: Text31]Number of Buses Needed     

Superintendent’s Signature:       Date:      
[bookmark: Check12][bookmark: Check8]|_| Approved        |_| Not Approved 
[bookmark: Text22]Comments:      
Revised 10/8/2014

