PUBLIC  SCHOOLS  OF  ROBESON  COUNTY

Mini Bus Request

Instructions:  Complete this application and forward to the Environmental Office a minimum of five (5) working days prior to the requested date for use.  Section B will be completed by Office Personnel, and a copy returned to you as your confirmation of availability or non-availability of a bus.  The school will be invoiced at the rate of $1.00 per mile plus any driver’s salary paid by the Board of Education.
      Phone:  735-2286

          Fax:  735-2493
*********************************************************************************************

Section A:  To Be Completed By Applicant

Date Submitted:




School:





Requested By:






Purpose of Trip:




   Destination:





Date(s) To Be Used:   Pickup




Return





Time To Be Used:      Pickup




Return





Need Bus With Wheel Chair Accommodations:        
Number of Buses Needed:

   

Approved By:
            
              


          , Principal / Assistant Principal
*********************************************************************************************

Section B:  Status of Request  
( To Be Completed By Office Personnel)


Approved


Disapproved


Date:




    

Bus Assigned:





     

Fax #:




*********************************************************************************************

Section C:  This section is to be completed, by driver of the Activity Bus, and returned (with keys) to Environmental Management office upon return of the bus.
Bus Picked Up:
Date




Time





Bus Returned:

Date




Time





Cleanliness of bus upon return:  Interior



Exterior



Gasoline Level (Circle One):  Empty

¼  Full

½ Full

¾ Full

Full

Was gasoline charged to Central Office Account?:
YES____   No____  
(Attach Tickets)

Describe any mechanical or other concerns that were observed or encountered.




Ending Odometer Reading Upon Return




Beginning Odometer Reading At Pickup




Total Miles Driven
Driver’s Signature:







******************************************************************************
Section D:
To be completed by Central Office Personnel
INVOICE




Miles at $1.00 per mile







Driver’s Salary (If Applicable)  







Total Due









 

Please make check payable to:     The Public Schools of Robeson County

(Revised: August 3, 2009)
