Field Trip Check List
( Consult with Activities and Athletic Calendars to choose a non-conflicting date
(  Fill out Field Trip Request form


     - Submit to Vice Principal with list of students
( OVERNIGHT TRIPS: Fill out the MUSD Out of State-Overnight Travel Request
     - Submit to the Principal

(  IF YOU NEED A BUS OR VAN: Fill out the MUSD Transportation Request form
        -- Submit to Marcia Lowry

(  IF YOU ARE DRIVING YOUR CAR: Complete MUSD Declaration of Driving Vehicles on District Business. You must include a DMV H6 Printout (10 year driving record) and Insurance Declaration.

- Submit form to District Transportation Department at 1200 Gill Ave.
(  IF ASB CLUB MONEY IS USED: The club must vote to spend money for this trip. The vote should be documented in the club meeting minutes. The minutes must include approximate cost of travel, food, lodging, and activities. If the advisor is going to spend money and be reimbursed, and P.O. Request issued in the Advisors name and submitted to the business office.
(  Coordinate financial arrangements with the Business Office. Submit quotes and invoices attached to a check request for payment. This should be done AT LEAST ONE WEEK in advance.
(  Distribute the Field Trip Permission Form to students attending the trip. Collect completed forms BEFORE you depart.
(  Consult with the nurse to plan for student medical needs using the information on the Field Trip Permission Form the students returned.

· Within one week after returning, submit all reimbursements to the business office with the original receipts.
