	STUDENT SUPPORT SERVICES	

REQUEST FOR TRIP AUTHORIZATION

	Ten (10) days prior to the desired trip date, please complete and submit this form to:

	           Student Support Services   
                                                                ATTENTION: RUBY SMITH, SUPERVISOR
800 Claiborne St.
West Monroe, LA 71291
Office: (318)432-5400	Fax: (318)432-5596


Drivers will be paid for trips that correlate with classroom instruction and include follow-up activities.


Request Date: 		 School Name: 				 Group Size: 	 Organization: 		 Trip Date: 	  Sponsor Requesting Bus: 			 Bus with lift needed?: 		 Destination: 					
	 Need Help Finding A Driver
Driver Name: 			 Payment Amount: 	 Departure Time: 		Return Time: 	

Reason:





**A COMPLETE LESSON PLAN MUST ACCOMPANY THIS REQUEST FOR APPROVAL**


Principal Signature: 	

Supervisor Signature: 	
· Approved	○ Not Approved
Please Circle:
Educational
Non-Educational
Other: 	
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