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The processes and procedures in this guide should be adhered to for all field trips coordinated by 

District personnel. The forms required for field trips are available on the District website at 

www.wi.k12.ny.us/staff/staff_forms.  

 

All field trip inquires and submissions should be made to the Business Office to the attention of Kristi 

Macchione (Kristi.Macchione@wi.k12.ny.us /631-930-1518). 

 

Field Trip Request 
 At least 30 days prior to scheduling a field trip, email Danielle Ortiz (d.ortiz@wi.k12.ny.us) in the 

Transportation Office to check if buses are available for the preferred field trip date. Requests must 

be made via email. There is a cost associated with using a bus for a field trip. Current pricing is 

posted on the District website at the above link. Field trips taken between 9:30 AM and 1:30 PM 

from school to school within the district will incur no charge when using in-district buses (e.g. High 

School / Planetarium visits).  

 After the field trip date is confirmed with Transportation—and prior to collecting money for a field 

trip—the building/department support staff must complete the Field Trip Request in Trip Direct. 

(See Exhibit A).   

 

 Once the field trip is approved in Trip Direct by the building principal, determine if a Purchase 

Order for transportation costs is required. If a purchase order is required, it must be created at this 

time.   

o A Purchase Order is required if the trip is being funded (entirely or partially) by a district 

department budget  

o A Purchase Order is NOT required if a field trip is funded entirely by fees collected from 

students    

If required, a Purchase Order must be created at this time - regardless of whether the exact cost of 

the trip is known at the time of booking. An estimate may be used for the Purchase Order and can be 

adjusted when the final invoice is received.    

 All out of state and overnight trips require approval of the Superintendent and notification to the 

Board of Education.   

 

Field Trip Fees 
 Fees must be collected from parents and received by the Business Office at least two weeks prior to 

requesting payment for a field trip. Fees can be collected from parents via the District’s online 

payment system (MySchoolBucks) and/or by check (checks must be made payable to West Islip 

UFSD). Cash can be accepted only if necessary.  

 

 To use the online payment system for fee collection, complete the MySchoolBucks Product Request 

form and submit it to the Business Office (See Exhibit B). A copy of the form from Trip Direct must 

be submitted to the Business Office with the MySchoolBucks Product Request form.  

MySchoolBucks charges a processing fee, so parents should also be offered the option to pay by 

check.  
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 A Deposit Form (See Exhibit C) must be completed any time monies are collected from students. 

This form must be completed in its entirety (e.g. name of preparer, field trip destination, signature).  

Checks and cash should be listed separately, and totaled at the bottom. Retain a copy of the Deposit 

Form for your records. If cash is collected, the use of a pre-numbered receipt book is required. These 

books are available in the main office of each building. (See Exhibit D)  

 

 The Deposit Form, any cash collected, original checks, and a copy of the checks (fitting as many as 

possible on one copy) should be submitted to the Business Office using a tamper-evident deposit 

bag. Deposit bags are available in the main office of every school. On the outside of the bag list the 

name of the school building and the total amount of money included in the bag (note: more than one 

deposit can go in one bag) (See Exhibit E). The bag must be sealed, documented on the log sheet 

located in the main office and sent via interoffice mail to the Business Office (or kept in a safe until 

delivery arrangements are made). When the Business Office receives the deposit bag, the funds will 

be recounted and verified. The sender of the funds will receive a confirmation email from the 

Business Office stating the amount of funds that were received. The sender should compare this 

amount to the copy of the form that was sent to the Business Office to ensure accuracy. 

 

 Monies collected should be submitted to the Business Office in a timely manner and should not be 

retained at the building level for an extended period of time. Any employee collecting monies should 

have documentation supporting the receipt of those monies. For field trips, a student listing is 

required and should document the amount and method of payment for each student in the class. Any 

students who are not attending the field trip should also be noted on this listing. It is recommended 

to create these lists electronically using Microsoft Excel/Google Sheets and saved for one year after 

the school year is complete. It is the responsibility of the teacher to keep track of the students 

who paid by check/cash – the Business Office does not maintain these records. 
 

 If a tamper-evident bag is damaged or unable to be used, discard it and note “destroyed” on the log 

sheet. The main office should notify the Business Office of the discarded bag.   

 

 As the trip fees are collected, the Business Office will periodically send you a list of who paid for the 

trip via MySchoolBucks.   

 

Payment/Refund Request Form 
Complete a Payment/Refund Request form to request a check payable to the field trip vendor. Submit 

your request with a copy of the approved Field Trip Request form (from Trip Direct) at least TWO 

WEEKS prior to when you require the check.  (See Exhibit F).  NOTE: Checks are processed on 

Thursdays and released on Friday afternoons. Please plan accordingly.  

 

 Specify on the Payment Request Form if a check must be hand delivered to the vendor on the day of 

the field trip. Contact the Business Office to confirm when the check can be picked up. 

 

 Verify with your building/department office staff that the vendor is in nVision. If not, submit a new 

vendor form & completed W-9 from the vendor to the Business Office. (See Exhibit G and H) 

 

 Be sure to include the original invoice and any other supporting documentation. Do not send 

photocopied invoices. 



 

 IF THE PAYMENT REQUEST IS SUBMITTED UNTIMELY, IT MAY NOT BE 

PROCESSED BEFORE YOUR TRIP DATE.    

 

 In the rare instance when a cash tip is needed (e.g. fishing trip, coach bus trip), a check is issued to 

the teacher. After the teacher cashes the check and gives out the appropriate tip, a Field Trip Tip 

Certification form must be filled out and submitted to the Business Office after the trip takes place. 

(See Exhibit I) 

 

Trip Information 
 The Transportation Department sends a weekly email to the administrators and office staff, 

which includes a list of all pertinent field trip transportation information, including driver contact 

names and numbers. The person who scheduled the trip transportation request must verify that 

the trip information is accurate and included on the weekly email. This information should also 

be shared with the staff who are attending the field trip so they are aware of the bus and driver 

contact information. 

 

Nursing Services 
 If any student on your field trip requires a school nurse to be in attendance, you must contact the 

school nurse’s office to ensure availability for your preferred field trip date. Confirmation of 

school nurse availability should take place when transportation is confirmed.   











 

West Islip Union Free School District 
MySchoolBucks Field Trip Request Form 

 

This form must be provided to the Business Office (Attn: Kristi Macchione) at least 14 days before 

money collection for a field trip begins. 

 

This form must be submitted with: 

1. An approved field trip request (from Trip Direct) 

2. A copy of the field trip notice provided to parent/guardian 

 

Sponsoring Teacher Name(s):          

 Mr.      Mrs.      Ms.  (Salutation is required for MySchoolBucks listing) 

School:     Group/Grade:      

 

 Club    Class    School-Wide Function (check one) 

NOTE: If this request is for a club, all funds collected through MySchoolBucks will be transferred to the 

District’s Student Activities account where all disbursements will be made. As part of this process, you 

will need to fill out a Payment/Refund Request Form and send the completed form to the Business Office.  

Please call the Business Office with any questions about this process.   

 

Field Trip Information 
 

Date of Field Trip:      Time of Field Trip:     

 

Location of Field Trip:           
              

               

 

Cost Per Student of Field Trip:    

 

Closing Date:       

This is the date the field trip will be removed from MySchoolBucks.  This date will determine when you 

receive your final master MySchoolBucks report, and must be at least 2 weeks before the field trip date. 

 

Special Field Trip Instructions/Information (include any additional information that should 

appear for parents/guardians on MySchoolBucks):       
              

              
               

For Business Office Use Only 

n-Vision Acct #:      Product entered into MySchoolBucks:  /  

initials         date            
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