GREENVILLE PUBLIC SCHOOL DISTRICT
Request for Field Trip Approval and Transportation Request



School:   ____________________   Date of Request: _______   Department: ________________
Date of Trip:  ____________________Trip Supervisor:  _________________________________
Destination:  ________________________________Number of people traveling:  ___________
Purpose for trip:  ________________________________________________________________
School Departure Time: _____________________Destination 	Arrival Time:   ________________
Destination Departure Time: _________________School	Arrival Time:  _____________________
Trip Supervisor’s Signature:  _______________________________________________________
Field Trip Request:	      Approved: __________            Disapproved: ____________
Principal’s Signature:  ____________________________________________________________
Field Trip Request:	       Approved: __________            Disapproved: ____________
Superintendent or Deputy Superintendent’s Signature: _________________________________

________DISTRICT TRANSPORATION IS NOT NEEDED FOR THIS TRIP

For Transportation Division
Driver(s) 1.                                                      ____ #____2.____________________________#____ 
                3.                                                                      #____4._________________________# ____ 

Bus Driver's Report
Beginning Mileage: ______                    Ending Mileage: ________              Total Mileage: ______
Driver’s Pay: ____________                     Total Charge: _________
School Departure Time ____________ School	Arrival Time_____________ Total Hours_______

Comments:________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature(s)____________________________________________________________________
Note: This application should be prepared in duplicate with one copy being retained in the school file and the other copy being sent to the office of the Deputy Superintendent, Greenville Public School District. Upon approval of the trip, the school principal will be notified by email, fax, mail or telephone.

[bookmark: _GoBack]This form must be in the Director of Transportation’s Office FIVE (5) days before the DATE OF THE TRIP.
