Bus Order form 

School Name: Westside High School 
Campus #: 036 
Date of Trip: Day, Month, Date, Year 
Student Group:  
Destination:  
Destination Address: Street Address, City, State, Zip Code
School Depart Time:  Include AM/PM
Destination Arrival Time: Include AM/PM
School Return Time:  Include AM/PM
Number of Passengers: Number of ppl who will ride the bus 
Number of Buses:  
Pick up location (natatorium, field house, etc):
Wheel Chair Bus Needed?  
Number of wheel chair students who will participate? 
Contact Person:  
Contact Person’s Cell:  
Special Instructions: 



· Type and print this completed form to Helen Tran for approval of the transportation for the trip.
· You will also email this form to htran5@houstonisd.org
· Only when your approval has gone thru will your transportation be ordered.
· You need to reserve your transportation at least 15 school days before your event – longer is preferable to ensure we can secure the trip.
· HISD buses can only be used 8:45 AM – 1:30 PM on weekdays due to bus routes.  
· The approval process for reserving, paying for, and confirming a bus is lengthy.  If we don’t have enough time to process this, you will likely not have transportation.  


Please sign and date this AFTER confirming all information and reading the above paragraph.


Signature of requestor:


Date submitted:

