WILLCOX UNIFIED SCHOOL DISTRICT #13


[image: image1.wmf]STUDENT TRAVEL / TRANSPORTATION REQUEST
***USE THIS FORM FOR ANY STUDENT TRAVEL***
(Fieldtrips, Athletics, FFA, Knowledge Bowl, Clubs, etc.)

(Check One)  IN-STATE TRAVEL  FORMCHECKBOX 
      OUT-OF-STATE TRAVEL  FORMCHECKBOX 

REQUESTOR’S NAME         
AUXILIARY  FORMDROPDOWN 


DESTINATION      
PURPOSE OF TRAVEL     
LEAVE DATE:        TIME:        RETURN DATE:        TIME      
SUBSTITUTE REQUIRED?  FORMDROPDOWN 
  DRIVER NEEDED?   FORMDROPDOWN 

TYPE OF SCHOOL VEHICLE REQUIRED:  FORMDROPDOWN 
  NUMBER OF RIDERS:     
NUMBER OF STUDENTS:       NUMBER OF ADULTS:      
COULD ACTIVITY BE RESCHEDULED?  FORMDROPDOWN 
. 
 IF YES, LIST ALTERNATE DATES  (1)       (2)      
EXPENSES SUCH AS REGISTRATION, MEALS AND LODGING THAT MAY BE INCURRED SHOULD BE LISTED BELOW: (LIST AMOUNTS IF KNOWN) SCAN AND SEND ALL INFORMATION RELATED TO TRAVEL WITH THIS FORM.




 PAID BY DISTRICT

PAID BY OTHERS (LIST SOURCE)

REGISTRATION

 FORMCHECKBOX 
       


 FORMCHECKBOX 
       
MEALS


 FORMCHECKBOX 
       


 FORMCHECKBOX 
       
LODGING


 FORMCHECKBOX 
       



 FORMCHECKBOX 
       
OTHER (SPECIFY)

 FORMCHECKBOX 
       


 FORMCHECKBOX 
       
THIS FORM SHALL BE COMPLETED TWO WEEKS IN ADVANCE FOR ATTENDING ANY ACTIVITY WHICH TAKES THE EMPLOYEE FROM HIS OR HER REGULAR ASSIGNMENT AND/OR WHEN EXPENSES WILL BE INCURRED.

Please keep all receipts and turn them into the Business Office within 5 days after travel is completed.

ADMINISTRATIVE USE ONLY
 FORMCHECKBOX 
 APPROVED
 FORMCHECKBOX 
 NOT APPROVED  
BY SUPERVISOR      
DATE      
RECEIVED AT DISTRICT   DATE      

BUDGET CODE      
VEHICLE ASSIGNED      






Every Student Is Successful; Every Student Meets or Exceeds Arizona State Standards!

Making A Difference in Our Children's Future

