Buford Elementary – Field Trip Form – 2017-18
**Use this form as soon as you book your fieldtrip. Fill out on computer and do the following: 
· Send finished form to Olga via email.
· Print form out, sign it, and deliver to Olga (if you will request reimbursement later, print an extra copy for yourself for future reference). 
	Teachers: 

	Grade Levels:  

	Field trip date: 

	Field trip destination:

	[bookmark: _GoBack]SchoolDude Request Done:  ___Yes          __ No     (If not, do so before turning in this form)

	Hours requested (pick up and drop off time): From ____________ To _____________

	Funds Source (Please note all sources to be used): 

	Signature of person making request:	                                                   Date: September 19, 2017 

	Directions for the following section: Please break down the Field Trip Expenses according to where the funds will come from. Keep in mind, that if you use Buford Elementary General Funds, you must also fill out a Buford Elementary Reimburse Form.

	Type of Expense
	Description
	Cost
	Funding Source

	Entrance Fee
	
	
	

	Materials
	
	
	

	*Bus
	
	
	

	Other
	
	
	

	Other
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total (only needed if there is ONE funding source):
	

	*If you’re not sure of bus cost, you can leave blank

	Funding Sources

District Office: College Trip, Other Grade Level Specific Funded Trips by District
Grants/Outside Funding: Target Grant, Getty Museum/Villa, Skirball Center, Other (Please note source)
Buford General Account Sources:  
A - 2nd Grade      B - 5th Grade           C - ASB Students           D - Fine Arts;    
E - General            F - LEAP 	        G - Library          H – Lost Books       
**J - Spring Carnival $        K – Donations          L – PC Sales             M – Food Sales

**If you are sharing expenses with other teachers from Carnival Funds, please make a note of that.






























