USE OF YELLOW SCHOOL BUSES
The following process will be used when requesting the use of a yellow school bus

· Yellow school buses are only used as a last resort when an activity bus can’t be retrieved.

· Use of yellow school buses for anything other than transporting student to and from school must be approved by the superintendent’s designee, Mr. Stephen Gaskins.
· Yellow school buses can’t be used for trips outside Robeson County.

· If your school has an activity bus, it must be used first before making a request to use a yellow school bus.

· Unless it is a dire emergency, please refrain from make a request the day of a trip.

· When requesting a yellow school bus, the information below must be completed in its entirety and faxed to the attention of Mr. Stephen Gaskins at 910-735-2496.

· All requests must be signed by the principal only.

Name of school  











Date(s) yellow bus to be used 










Reason for request (Name of Event and location of event) 






Number of buses requested  










Identify the bus number/numbers 









The following efforts were made to use activity buses prior to making this request.  List all schools, dates requested, including requests for central office buses.

Principal’s Signature 











Date  













Please include your FAX number 


 Approved  □  YES  □ NO    DATE 


Signature of Assistant Superintendent for Operations 







· Upon approval a copy must be faxed to the Transportation Department to the attention of Alex Leggett/Shop Foreman @ 910-671-6009.
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
FOR SCHOOL USE 

Beginning Odometer Reading 


  
Ending Odometer Reading 




Total Miles Driven 




Multiply Total Miles X $1.70 to figure the 







Invoice Amount
X     $1.70
Total Due 





INVOICE
INVOICE
INVOICE
· Upon return of trip, return completed form along with payment for the amount due to the Public Schools of Robeson County Transportation Department.  Please make check payable to the Transportation Department to the attention of Elaine Carter/Cost Clerk.
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