








STEPS FOR ENTERING A TRIP REQUEST: 
1.  Get all information from teacher/staff member regarding the trip they plan to take. (Reference B-33 

form or Field Trip Request for required info)   

 INFO YOU NEED: 

  1. Destination, INCLUDING address (MUST be on the Educational Services’ approved list) 

  2. 26 digit budget code (necessary for billing) 

  3. # of adults, # of children, # of children/adults in a W/C 

  4.  Grade level of students that will be participating in trip 

  5. Name of supervising adults  

  6. Admin’s number (after hours), as well as a working number for a supervising adult on the trip. 

       These numbers are only used in case of an emergency. 

  7.  Pick up location (Ex. North lot, South lot, Linden side, in front of office, etc.) 

  8.  Vehicle Type: School bus or Wheelchair bus 

  9.  Depart date and return date 

  10.  Time they want the bus to arrive at the site and the time they wish to be back to the site. 

  11.  Education Purpose 

  12. Lunch stop: Yes or No (If they are uncertain, just put yes so it can be approved) 

  13. Any special comments regarding the trip 

2. Use the information above to give the teacher/staff member an appropriate ESTIMATE for the trip so 

there are no surprises later on. Use the Conflicting or RUSD/Non-Conflicting Calculator depending on 

the times/date(s) given for the trip.  VERY IMPORTANT Refer to the current year’s Trip Calendar to ver-

ify the non-conflicting times for the day of the trip are from 8:30AM to 1:30PM. There are specific days 

in the calendar year that have different non-conflicting times.  

3.       After giving the estimate to the teacher/staff member and confirming bus availability, refer to your 

 school site’s internal procedures before proceeding with entering the trip in Field Trip Request.   

 https://www.FieldTripRequest.com  

4. Trips MUST be entered AT LEAST  20 business days prior to the date of the trip.  This allows adequate 

time for the trip to go through the approval process for review and for transportation to be set up. If 

changes are made later on, make the change in Field Trip Request and ALSO email ALL TRANSPORTA-

TION OFFICE STAFF so we can notify the driver(s) assigned. 

5. After the trip is completed, the information regarding the details of the trip as it actually happened will 

be gathered and the Transportation Support Clerk will create a back up for billing. This will be emailed 

to you by the 7th business day of the following month. Review the backup. If there are any questions/

concerns, call us at 909.820.7862.  An invoice sent by Fiscal Services will later follow. 

https://www.FieldTripRequest.com




WHICH TO USE??? 

CONFLICTING VS. NON-CONFLICTING 

USE THE CONFLICTING TRIP CALC IF: 

YOUR TRIP’S HOURS CONFLICT WITH 

OUR AM/PM ROUTES. 

 TRIP’S HOURS LIE OUTSIDE THE 

8:30 AM TO 1:30 PM 

(WEDNESDAYS 8:30 AM TO 12:30 

PM) TIME FRAME. 

 TRIPS THAT CAUSE A DRIVER TO EX-

CEED A 16 HOUR WORK DAY. 

 TRIPS THAT ARE NOT BACK TO THE 

SITE BY 9:00 PM ON A WEEKDAY, 

INCLUDING FRIDAY. 

USE THE NON-CONFLICTING/RUSD 

TRIP CALC IF: 

YOUR TRIP’S HOURS DO NOT CONFLICT 

WITH OUR AM/PM ROUTES. 

 TRIP’S HOURS LIE WITHIN THE 8:30 

AM TO 1:30 PM (WEDNESDAYS 8:30 

AM TO 12:30 PM) TIME FRAME. 

 

* There are dates during the calendar year that have different conflicting times. Please refer to 

the current school year’s Trip Calendar that flags days that have different conflicting times.  



 







CONFLICTING TRIP CALCULATOR 

Use this calculator if the trip you are entering conflicts with our AM (home to school) or PM 

(school to home) routes. 

 

 

 

Answer these questions. If you answer yes 

to any of them, please contact the      

Transportation Services Office. 

Grade level of students participating in 

trip. 

The trip calculator will tell you how many buses are needed for your trip, the estimated cost per bus, and the 

estimated total cost  for transportation for your trip. The actual cost will be billed after the trip is completed. 

It is best to overestimate in case your trip runs later than expected. (Traffic, boarding late, detours, etc.) 

Number of adults/chaperones. Make sure 

to have the appropriate chaperone to stu-

dent ratio based on grade level of students 

traveling. 

Number of students 

Roundtrip miles (Use Google Maps) 

Time you want to be back at the school 

site.  

Time you want the 

bus to be at the 

school site. 



 





RUSD/NON-CONFLICTING TRIP  
CALCULATOR 

Use this calculator if the trip you are entering does not conflict with our routes. Refer to the current year’s 

Trip Calendar to verify your trip is a non-conflicting trip.  

 

Enter number of passengers, 

include chaperones/adults. 

Add 30 minutes after your 

return time to allow for 

unloading and driving back 

to the yard.  

The calculator will tell you how 

many buses are needed, the 

estimated cost per bus, as well 

as the estimated grand total.  

The trip calculator will tell you how many buses are needed for your trip, the amount per bus and the 

estimated total cost of your trip. The actual cost will be billed after the trip is completed. It is best to 

overestimate in case your trip runs later than expected. (Traffic, boarding the bus late, etc.)  

Use the same in-

structions as 

above for the 

weekend rate  

calculator. 

Type in ROUNDTRIP 

mileage for your trip. 

Use google maps and 

use the highest mile-

age provided. Its al-

ways better to over 

estimate than to un-

derestimate. Drivers 

take the route that 

takes less time, not 

less distance. They 

route themselves ac-

cording to traffic, de-

tours, etc. 

Add 45 minutes 

prior to the time 

you want the bus 

at your site for 

pre-tripping and 

driving to your 

site. 



 



1. Use your internet browser and type in:  

 https://www.FieldTripRequest.com 

2. Type in your Login Information: 

 USERNAME: YOUR DISTRICT EMAIL ADDRESS 

 PASSWORD: THE PASSWORD THAT WAS SENT TO YOU VIA EMAIL 

   (To change your password: Log in, click Settings, then click Change Password) 

 *If you forgot your password, click I forgot my password.  Enter your email  

3.  Once logged in, click on New Request, select the Trip Type, and click    

 continue. 

https://www.FieldTripRequest.com


4. Fill out the trip request referencing the information supplied by the 

teacher/staff member. After it is filled out completely, click submit. 

5.  After clicking submit, you should get a message from the webpage 

saying: The trip has been submitted successfully.   



6. After clicking ok, the trip will save under My Trips.   

7. When you need to see where your trip request is at regarding approv-

als or you need to make changes, click on the trip ID number. It will bring 

up the details, including who has already approved it.  If changes are 

made after it’s been submitted, please also follow up with an email to 

ALL TRANSPORTATION OFFICE STAFF so we are aware of the changes and 

we can notify the drivers assigned. 

8. If at any point in the process you receive an error message or you are 

not able to submit the request, contact the Transportation Services.  





Field Trip Request auto-populates budget codes based on the 

“Activity” you select. However, should you need to use a budg-

et code other than what auto-populates, please change the 

code in the area marked “Budget Code” AND note in the 

“Special Comments” section of your trip request: “I adjusted 

the code because (give your reason).” This ensures that the ac-

count number will not be adjusted and the correct account 

number will be charged. 

 

 

Billing Note 





THE BACK UP STATEMENT 

(Not an invoice) 

After a trip is completed, the information regarding the details of the 

trip as it actually happened will be gathered and a back up document 

for each trip will be created. 

 

 Expect an email from Transportation Services by the 9th business 

day of the following month showing all back up documents regard-

ing your prior month’s educational trips. 

 While the back up statement may look like an invoice, it is not an 

invoice. It is created for you to review your trip’s details before 

Transportation Services sends it off to Fiscal Services. 

 You have a maximum of two business days to review the billing in-

formation on these forms. If you have any questions/concerns re-

garding the amount you’re being billed for a trip, please call our 

Transportation Support Clerk and/or email ALL TRANSPORTATION 

OFFICE STAFF. 

 If there are no inquiries or discrepancies regarding your back up 

statements, they will be forwarded to Fiscal Services. Fiscal Services 

will invoice the school.  



EXAMPLE OF A BACK UP STATEMENT  
FOR A NON-CONTRACTED TRIP 



EXAMPLE OF A BACK UP STATEMENT  
FOR A CONTRACTED TRIP 





Field Trip Contacts 
























