Elementary In-House Field Trip Pre-Approval Form And Check List
Today’s Date: _____________

(Should be approved approx. 2 mos. in advance)

	Teacher
	
	Class/es
	

	

	

	Description of Presentation
	

	

	

	Contact Person (from company doing presentation)
	
	Phone
	

	

	

	Curriculum Tie-in
	

	

	

	Anticipated Date
	
	Cost of Admission
	

	

	

	Anticipated Cost per Student
	
	Anticipated Cost per Chaperone
	

	

	

	Time of Presenter’s Arrival
	
	Time of Presenter’s Departure
	

	

	

	Number of Students
	
	Number of Chaperones
	

	

	

	Administrative Approval
	
	Staff Notified
	

	

	

	Check List 

	⁯ Give dates to Development Office by the 15th of the prior month for calendar/newsletter publication

	⁯ List all staff which YOU have informed that may be impacted by the trip

	

	⁯ Special’s Teachers
	

	
	

	⁯ Exceptional Ed. Teachers
	

	
	

	⁯ IU Staff
	

	
	

	⁯ Lunch/Recess Duties
	

	Day of Trip

	⁯ Remind Office


