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Office of Transportation

REQUEST FOR FIELD TRIP FORM
Baltimore County Public Schools’ buses should be used for field trips, which include sports trips and activity trips, throughout Baltimore County, Baltimore City, and other nearby points.  These trips must be made between the hours of 9:30 a.m. and 1:45 p.m. on school days, or as agreed upon for after school and weekends.
Current field trip rates:
· $  2.48 per mile portal to portal*
· $21.44 per hour portal to portal*

* Portal is the location the bus begins and ends the trip from, normally the bus facility. 

To request a trip, complete the form and email or fax to the dispatcher for your school.  To find the dispatcher for your school, refer to Schools by Transportation Area, which can be found on the Office of Transportation Web site, http://www.bcps.org/offices/transportation/publications.  Requests should be made at least two (2) weeks in advance.  Once reviewed, a written confirmation of the trip including an estimate will be provided within two (2) school days.
	School Name:
	

	Destination(s):
	

	Date of Trip:
	

	Departure from School Time:
	
	Return to School Time:
	

	

	Contact Person:
	
	Email address:
	

	Contact Number:
	
	Fax Number:
	

	Account Number to be charged:
	

	(if the account number provided is incorrect, the school account will be charged)

	Total number of students, teachers and chaperones:
	
	Bus Capacity @ 50

	Total number of wheel chairs being transported:
	

	List any special equipment needed:
	

	(ex:  lift bus for wheelchair, besi seat, car seat, safety vest, etc.)

	Area
	Phone Number
	Fax Number
	Email

	Southwest Area
	410-887-1435
	410-242-6876
	lmorningstar@bcps.org

	Northwest Area
	410-887-1321
	410-887-1321
	bcain@bcps.org

	Central Area
	410-887-1814
	410-527-1303
	jbaughman@bcps.org

	Northeast Area
	410-887-6353
	410-574-6618
	lbealmear@bcps.org

	Southeast Area
	410-887-7046
	410-887-7046
	rauten@bcps.org


CANCELLATIONS must be made to the appropriate dispatcher by 8:00 a.m.

 on the day of the requested trip in order to avoid a minimum charge of one hour.

Office of Transportation Use only:
	Trip Approved by Transportation:
	 FORMCHECKBOX 

	YES
	 FORMCHECKBOX 

	NO
	Date:
	

	Estimate of total cost:
	$
	=
	
	Hours
	+
	
	Miles
	X
	
	Buses

	Total number of buses scheduled:
	
	=
	
	Regular bus(s)
	+
	
	Special/Lift Bus(s)

	The total cost estimate is calculated by determining the cost for hours and cost for mileage per bus.


Phone:  410-887-4321


    Fax:  410-887-7830





Applies to all types of buses.








