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Field Trip Request for Overnight Trips 
Revised: December 2017 

Trip Description 
Type of Field Trip: Instructional     Student Activity / Co-Curricular 

School: Glenbrook North        Glenbrook South        Other:  
Sponsor(s): Extension: 
Activity / Class Name:  
Description:  
  
Date(s) of Trip:  
Number of 
Chaperones:  Number of 

Students:  
Names of 
Chaperones:  
  
Transportation Information 
Departing from:  date:  at:    AM 

  PM 
Traveling to  
(complete address): 

      

Returning from 
(complete address): 

 date:  at:    AM 
  PM 

Returning to:  date:  at:    AM 
  PM 

Students released from class 
(indicate time or blocks):  

Permission Slip Needed? 
  Yes 

No Waiver Slip Needed?   Yes 
No Should the bus remain with the trip?   Yes 

No

Car(s):  Bus(es):  D225 Van(s):  Other:  

Financial Information 
Does this trip require money to be collected from students?  Yes         No  

Begin Collection on: 
 

End Collection on: 
 

 
  Cost Per Student     

Cost per Student*: $      

* See attached cost allocation worksheet for additional expense detail.

Accounting Details 

Account Number:

Instructional / Course Field Trip 
 
 

GBN:  10L200 4850 0000 00 000000 

 
 

GBS:   10L300 4850 0000 00 000000 

Student Activity / Co-Curricular Field Trip 
 

 ______________________________________ 
          Please write account number above. 

For Business Services Department Use 

Bank Cash Account:  Cash Receipts      Agency Fund 
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✔

✔

Brenda Field 4509

Etruscan yearbook

JEA/NSPA Spring National Convention: attend sessions and accept Pacemaker finalist recognition

for 2019 yearbook. @ Gaylord Opryland Resort, Nashville, TN

April 16-19, 2020

2 16

Brenda Field, TBD

GBS April 16, 2020 TBD
✔

O' Hare Int'l Airport (to Nashville)

O'Hare Int'l Airport April 19, 2020 TBD ✔

GBS
✔

4/16: Blocks 3-4; 4/17: All Day
✔ ✔

✔

1

✔

per board approval April 1, 2020

250.00

✔
830380



Approval 

Requestor: Date: 

Instructional Supervisor 
or Assistant Principal*: Date: 

Associate Principal: Date: 

* Instructional field trips require the signature of an Instructional Supervisor; Student Activity field trips require the signature of the Assistant Principal. 

Superintendent and Board of Education Approval * 

Principal: Date: 

Superintendent: Date: 

Board of Education: Date: 

* Board Policies 7050 (Educational Travel Experiences) and 7230 (Student Trips) require the recommendation of the Principal and approval of the
Superintendent for all overnight student trips.  Approval of the Board of Education is required for all student trips conducted outside of the State of 
Illinois or adjacent states, as well as educational tours requiring one day or more of student absence.

For School Office Use 

Date Request Received: 

Date Trip Approved: 

Date Bus Ordered: 

Date D225 Van Reserved: 

Cost of Transportation: 

Request Sent to Business 
Services Department: 

GBN:  gbnfeesetup@glenbrook225.org

GBS:   gbsfeesetup@glenbrook225.org 
Date: 

For Business Services Department Use 

Fee Setup Activities:       Master Fee Roster      PowerSchool      e~Funds for Schools     

 Notice to Bookstore      Notice to Faculty Sponsor and Department Assistant 
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Trip Description:

Number of Staff:

Meals: $ Meals: $ Breakfast $

Transportation: Transportation: Lunch $

     Air $      Air $ Dinner $

     Bus / Car $      Bus / Car $ Per Day $

Lodging: $ Lodging: $

Total Cost: $ Total Cost: $

Number of Students:

Meals: $ Meals: $

Transportation: Transportation:

     Air $      Air $

     Bus / Car $      Bus / Car $

Lodging: $ Lodging: $

Total Cost: $ Total Cost: $

Registration: $

Judging: $

Officiating: $

Total Cost: $

Staff Expenses: $

Student Expenses: $

Other Expenses $

Total Cost: $

Paid by Students: $ Per Student Cost: $

Paid by District: $

Other Expenses

199.00

100.00

99.00

0.00

8606.56537.91

3284.96205.31

70.00

297.60 4761.60

560.00

16

Per Student Total Student Expenses

Student Expenses

1314.00

2171.20

657.00

1085.60

JEA/NSPA Spring National High School Journalism Convention, Gaylord Opryland Resort, Nashville

Trip Information

Revised: December 2017
Cost Allocation Worksheet for Overnight Trips

35.00

0.00 0.00

20.00

32.00

297.60 595.20

35.00

2171.20

8606.56

Description of Expenses Paid by Students

Staff Expenses

2

Total Staff Expenses

10976.76

Total Trip Expenses

Meal Per Diem Maximum Reimbursement Rates

8.00

4.00

Per Staff Member

96.00 192.00

4000.00 250.00

6976.76

199.00

Payment Responsibility

District expenses paid by ESEC: $3000 and
Yearbook Activities Account: $3976.76
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