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APPROVAL IN CONCEPT

Complete this section for out-of-state, overnight trips of more than one night, and/or trips that involve fundraising. Pre-approval
from the principal and superintendent’s designee is required at least six months in advance when circumstances permit.

TRIP INFORMATION

Event: School:
Date Submitted Teacher/Coach/
to Principal: Advisor:
Grade or Group: Destination:
Trip Dates: # of Students: # of Chaperones:
Estimated Cost: If less than 10 students, two chaperones are required (ex. 2:10, 2:20, 3:30)
Registration: $ Fund Source (check all that apply):
Lodging: $ CIBldg: $ Fundraising (describe) $
OConfirm every student has their own sleeping space CJASB: $
Transportation: $ COPTA: $ Family/Student

Contribution (describe) $
OConfirmed with transportation department CICTE: $
Other: $ OGrant: $ Other (describe) $

TOTAL COST: $

O Prior to any detailed planning, parent or student involvement, the teacher will prepare a conceptual description of the
proposed trip including the curricular rationale, mode of transportation and any special air travel considerations for
undocumented students/ chaperones. Please attach.

U If the trip requires a contract (ex. charter bus, facility use or rental agreement) contact the Admin Assistant of
Activities & Athletics at the District Office to start the contract review process.

O ls thisa new or annualtrip? (Circleone)  New Annual (Last date of trip)

What fundraising activities are envisioned and for how much?

Approved by: *For school day trips, principal keeps form and notifies teacher of approval

Principal Date: *Principal forwards to administrative assistant of Activities & Athletics at the
District Office for all overnight, out-of-state and out-of-country travel

Dir. of Athletics & Date: Director of CTE (required if CTE Date:

Activities funding

Exec. Director of DT&L Date: (required for overnight, out-of-state and out-of-country travel)
Superintendent Date: (required for overnight, out-of-state and out-of-country travel)

** Copies of fully approved form to teacher/coach/advisor, principal, risk management and ASB bookkeeper**
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