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TO:

BPS Elementary & Secondary Principals and Department Administrators
FROM:

Cheryl Kennedy, Director of Transportation
DATE:

March 2022
RE:

BPS Funded Field Trips
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Scheduling Funded Field Trips
· Purchase Orders and necessary funds must be in place prior to scheduling a Field Trip.
· 2021/2022 Field Trip rates for a First Student bus is $43.22 per hour.  For trips over 100 miles there is an additional charge of $2.43 for every mile over 100.

· You should plan on utilizing one bus for every 45 to 50 passengers.
· Please submit a requisition in advance through MUNIS.  The Buffalo Public Schools Short Term Travel Application, with all necessary approvals, must be attached to the requisition.   Purchase requisitions should reach the Purchase Department no later than 3 weeks prior to the field trip.  
· Once you see that your requisition has been converted to a Purchase Order, you may submit a Funded Field Trip Application to the Transportation Department.

· The Field Trip Application must include a copy of the Purchase Order
· Building Administrators must authorize the Field Trip Application.  Applications that are unsigned by the Administrator will not be scheduled.

· The Transportation Department will not be responsible for payment of invoices.

Booking the bus
· Email the Field Trip Application and Purchase Order to fundedtrip@buffaloschools.org at least ten (10) working days before the date of the trip.
· Buses will be booked according to First Student availability.  
· Confirmations will be emailed to schools.  If you do not receive a field trip confirmation – please call 816-4895 to make sure we have received the application and/or if the date is still available.
· We must have a completed application in our office BEFORE a bus is booked as NO buses will be “held” with a phone call.
Supervision
· We recommend at least one responsible adult on the bus for every 10 students.
Att.
c:  J. Ghosen
     First Student Charter
BCSD Transportation Dept., 105 Bailey Avenue, Buffalo NY 14220-1093, (P) 816-4845, (F) 878-9714

