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MANAGEMENT SUPPORT 
            
Request for Transportation 
 
Requests for transportation must be completed by using the following procedures in order for service to be provided: 
 
1.0 Submit request form 38-267-0003 through the principal and/or supervisor at least seven school days prior to 

the time of the trip. 
 
2.0 Requests must reach the Transportation Department at least five school days prior to the time of the trip.  

(All three properly signed copies.) 
 
3.0 The Transportation Department will return one copy directly back to the school that authorizes the request. 
 
4.0 The Transportation Department will send another copy to the Fiscal Department for their official use. 
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