
 

 

 

 

Procedure for Taking a Field Trip 

 

 Complete a Trip Direct request form – under status be sure to check mark the 
box “Yes, submit for estimate only” then submit the request to the 
transportation department. 

 If the trip is for a competition or sports an estimate is not needed.  Submit trip 
request to the transportation department.  Each principal has a list of events 
that do not require a transportation payment.  All other trips will follow the 
trip policy and require payment. 

 Transportation department will calculate the cost of the trip then route back to 
the requester and the building principal. 

 Use the total charges from the Trip Request estimate and the cost per student 
for the trip destination to determine the total amount required per child to 
attend. 

 Begin collecting money from the students – the money collected should be 
counted then verified by another teacher. 

 After the money is counted and verified take it to the building secretary along 
with an activity fund deposit form for receipt. Follow the procedures for 
making an Activity Fund Deposit.  

 Once the deposit is made, complete a purchase requisition for the cost of the 
trip and give to the building secretary for entry into the financial system.   

 After you receive the actual purchase order you may finalize the trip.  The 
building principal needs to approve the trip and route back to the 
Transportation department so that a driver/vehicle can be assigned and the 
trip can be added to the district trip calendar. 

 Complete an “Arkansas State Police Bus Seating Chart”  

 If possible, have the destination send an invoice to the district for the cost of 
the event. If they are unable to invoice the district and you need to take a 
check you will need to provide documentation showing the exact amount due 
at least 2 weeks prior to the trip. An itemized receipt and a copy of the 
purchase order must be returned to the central office immediately upon your 
return.  


