Pre-Planning MEMO - SAMPLE TEMPLATE

TO: 		Name, Sr. Executive Director
		( Division, Unit #1)

FROM: 	Name, Principal
		(School Name)

SUBJECT:	Pre-planning Approval Request for Student Trip to Washington, DC

CONTACT: 	(Name), (Title), (Telephone Number)

(School name) requests pre planning approval for its 8th grade Social Students to participate in close up Washington, January 19-23, 2022 in Washington, DC. The school has participated in the program for the previous two school years with great success. All 8th grade Social Studies students will be informed that they are allowed to participate. However, it is estimated that only 30 students will participate. The trip encompasses four school days. 

Close Up Washington is a 7-day 6-night program that develops students’ knowledge of basic concepts of government and citizenship. Students will gain a greater understanding of the rights and responsibilities of citizens in a participatory democracy; learn how constituents, interest groups, and party politics affect the government outlined in the Constitution;and explore diverse viewpoints concerning domestic and international policy questions facing Congress, the executive branch and the courts. Students will also see the city’s monuments, memorials, explore the Smithsonian museums, and enjoy the cultural diversity of D.C.’s historic neighborhoods. The pinnacle of the week is Capitol Hill day where students have the opportunity to spend time with their Senator(s), representative, and/or staff. 

The estimated cost of participation is $1,500 per student. Costs of student travel will be covered by activity funds through fundraisers and donations. Students and parent chaperones will not be charged for any portion of the field trip.  Costs incurred by the trip sponsor and any accompanying faculty chaperones will be paid through general funds. 

All policies and procedures governing student trips contained Board policy FMG (regulation) , Student Activities Travel, will be implemented and followed once approval is granted to begin planning.    

The trip sponsor and point of contact for additional information is (Sponsors Name). 

				XXX
IMPORTANT NOTE: Preplanning Approval request memorandum should be addressed to (NAME),original title was Assistant superintendent  CHIEF OF SCHOOLS?However, trips outside of the United States require the Superintendent's Approval signature; therefore the pre planning approval request memorandums for these types of trips should be addressed to Superintendent Mike Miles. If you have any questions regarding the pre planning memorandum, please contact your Senior Executive Director’s administrative assistant.
