TRANSPORTATION REQUEST
[image: Moorpark Unified School District Logo]BUSINESS SERVICES DEPARTMENT
Transportation Services
	5297 Maureen Lane, Moorpark, CA 93021	
(Dispatch) 805-378-6344 (Fax) 805 531-8936

	Buses are available for approved trips during such hours as they are not needed for regular pupil transportation. Request must be received a minimum of ten (10) working days in advance of the trip. The District must arrange/approve all ground transportation in which pupils are transported. All fields with an asterisk and bold print are required. If you do not know the departure time/date put in “TBA”. Be aware that your trip can not be confirmed until a time and day is provided. (Instructions for completing this form are on the second page - If you are filling this form out electronically press “F1” when the cursor is on the “Form Field” for help. Press the “Tab” key to go from “Form”field to “Form” field.)

	SITE/CUSTOMER INFORMATION

	*School/Site/Customer
	     
	Department/Program
	     

	*Account #/Name:
	     

	VEHICLE TYPE

	|_|
	District Motor Pool (limit 8 plus the driver)
	|_|
	Rental Car (limit 8 plus the driver)

	|_|
	District School Bus/Charter School Bus
	|_|
	SPAB( School Pupil Activity Bus) - Coach, Recliner 

	Pick up location: (If different than school site)

	Name
	[bookmark: _GoBack]     
	Phone Number:      

	Address:
	     

	City
	     
	State:
	     
	Zip Code:
	     

	*DESTINATION

	*Name
	     
	Phone Number:      

	*Address:
	     

	*City
	     
	*State:
	     
	*Zip Code:
	     

	DATE AND TIME

	*Departure Date

	     
	*Day
	     
	*Return Date
	     
	*Day
	     

	Arrive  for loading (AM/PM)
	     
	*Leave school (AM/PM)
	     
	Event time (AM/PM)
	     

	Leave destination (AM/PM)
	     
	
	*Return school (AM/PM)
	     

	PASSENGER INFORMATION

	Trip Type
	
	*Leader
	     
	Contact #      
	Grade
	     

	*# Students
	    
	*# Adults
	   
	*# W/C
	   
	*# Pre-School
	   

	TRIP INFORMATION

	# Buses
	  
	# Other Vehicles
	  
	
	
	
	

	|_|
	Food stop
	|_|
	Overnight
	|_|
	Take To-One Way
	|_|
	Return From-One Way
	|_|
	Drop/Return
	|_|
	Stay

	Purpose
	     

	Trip instructions
	     

	SITE APPROVAL

	*Requisitioner:      
	Date:      
	

	
	*Signature of Requisitioner

	
	

	*Principal/Supervisor Approval
	Date




	School
	Enter the school or site.

	Department/Program

	Enter Department or Program Name(for example: Athletics, Band, English, Math, Migrant Education...)

	Account #/Name:
	Enter the account name and/or # to be charged (For example: ASB, Athletics, 4th Grade field Trip, PTA, Boosters)

	District Motor Pool 
	Check this box to reserve a District passenger vehicle. (No more than eight (8) passengers including the driver).

	Rental Car
	Check this box to reserve a rental car. . (No more than eight (8) passengers including the driver).

	District School Bus
	Check this box to reserve a District School Bus or Charter School Bus.

	Charter School Bus
	Check this box to reserve a Charter School Bus.

	SPAB- Coach, Recliner
	Check this box to reserve a SPAB(Coach/Recliner) bus. If you have a specific vendor contact Transportation to have the vendor approved.

	Pick up location
	

	Name
	Enter the name of your pick-up location.

	Phone Number
	Enter the phone number of the pick-up location if known.

	Address/City/State/Zip Code
	Enter your pick-up location street number and street name /City/State/Zip Code

	Destination
	

	Name
	Enter the name of your destination.

	Phone Number
	Enter the phone number of the destination if known.

	Address/City/State/Zip Code
	Enter your destinations street number and street name /City/State/Zip Code

	Departure Date
	Enter the date your trip will  depart in the following format: M/d/yyyy 

	Day
	Enter the day your trip will depart.

	Return Date
	Enter the date your trip will return in the following format: M/d/yyyy 

	Day
	Enter the day your trip will return.

	Arrive  for loading
	Enter the time the bus should arrive to load in the following format: 0:00 AM

	Leave school
	Enter the time the bus will leave the pick-up location in the following format: 0:00 AM/PM

	Event time
	Enter the time your event will start and/or the time you need to arrive in the following format: 0:00 AM

	Leave destination
	Enter the time the bus will leave the destination to return to your pick-up location in the following format: 0:00 AM

	Return school
	Enter the time the bus will return to your pick-up location in the following format: 0:00 AM/PM

	Trip Type
	Using the drop down menu select the Trip type (None, Athletic, Curricular, Community Trip, Extra Curricular

	Leader
	Enter the Trip Leader/Chaperon. This is the person in charge of the trip and the person the driver will check in with.

	Contact #
	Enter the phone or cell number where the Leader can be contacted.

	Grade
	Enter the grade level of the students on the trip.

	# Students
	Enter the number of students (K-12) to be transported.

	# Adults
	Enter the number of adults to be transported.

	# W/C
	Enter the number of students transported in a wheelchair.

	# Pre-School
	Enter the number of pre-school students to be transported.

	# Buses
	Enter the number of buses requested.

	# Other Vehicles
	Enter the number of other vehicles requested.

	Food stop
	Check this box if you will be making a Food Stop. All stops must be pre-approved.

	Overnight
	Check this box if this is an Overnight trip. Must complete the Overnight Field Trip Request Form & Checklist.

	Take To-One Way
	Check this box if you will be dropped off only. The bus will not return.

	Return From-One Way
	Check this box if you will be returned only.

	Drop/Return
	Check this box if the trip will be split. The bus will Drop @ your destination, leave, then Return to take your group back to pick-up.

	Stay
	Check this box if the trip will be a stay. This is a Roundtrip. The bus will stay with the group for the duration of the trip.

	Purpose
	Enter trip purpose, (For example: JV football game, athletic event, Museum Visit, Attend a play)

	Trip instructions
	Enter Special instructions, (For example: Food stop locations, special pick up or drop instructions)

	Requisitoner
	Enter the person completing this requisition.
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