
Flagstaff Unified School District – Trip Information
Transportation Request instructions

__________________________________________________________________________________________
Left Side

 Check one of the following boxes: “New”, “Revised” or “Cancel”.
 Fill in the school, sponsor name, sponsor phone and - optionally - the pickup location. If the

pickup location is not listed we will show up in the regular bus loading zone.
 Please complete the section indicating purpose and event, including scheduled times. Check

the box if this is an AIA sanctioned/sponsored event. List additional stops other than
mandatory stops for equipment checks. If there are more than two additional stops complete
and attach an itinerary.

 Completely fill in the “Anticipated Load Count” section, ensuring that # wheelchairs are
marked when required; number of buses does not need to be completed.

Right Side

 Fill in the requested date, arrival, depart and release times.
 Arrival time is the time the driver will show up and students may begin loading
 Depart time is the time the bus will depart the school to begin transportation
 Release time is the time the driver will leave the group. For specials, it is the time the driver drops the

group off at the end of the special. For shuttles, it is the time the driver drops off the group at the
destination.

 Transportation is one of “Shuttle”, “Special” or “Trip”
 Shuttles are within a 50 mile radius of Flagstaff, the driver does not stay with the group or

class. Shuttles can be one way or round trip. For round trip shuttles complete the arrival time,
load time and release time for the return segment of your shuttle.

 Specials are within a 50 mile radius of Flagstaff, the driver stays with the group or class and fall
within the following subcategories: School Day, Conflicting and Non School Day.
 School Day specials begin after 8:30a.m. and end before 2:00p.m. on regular school

days and do not conflict with the normal transportation of district students. (Any School
Day special that is not released by 2:00p.m. will be revised and re-invoiced as a Conflicting special.)

 Conflicting specials are scheduled to start before 8:30a.m. or end after 2:00p.m. on
regular school days and conflict with normal transportation of district students.

 Non School Day Specials are those that occur on weekends, school holidays or outside
of normal school day transportation hours.

 Trips are outside of a 50 mile radius of Flagstaff and may be day or one and two night
overnight trips. Complete the return date, return time and return release for trips. Overnight
trips and trips scheduled to last longer than 12 ½ hours also require an itinerary to include
hotel information.

 Complete the “Bill to:” section if needed for other than billing to the school.

Trip requests must be signed by an administrator prior to being faxed to the Transportation
Department at 928.773.4178. You can check the status of your trip 48 hours after faxing to
Transportation by calling 928.527-2300.
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