MUSIC TRIP REQUEST PROCEDURES
· Review District Policy regarding trips for music organizations.
· Initiate the approval process at least 3 months in advance (much earlier if possible.)

· Complete the Trip Request Form (below)
· Submit the Trip Request Form and a letter describing the nature of the request to your principal for approval and signature.

· Forward the form and signed letter to the Director of Fine Arts who will send it on to the Cluster Director.

REMINDER

All trip monies due from participants must be paid and deposited prior to trip departure.

The Office of Instruction will facilitate final approval through the Cluster Director and Music Office.

Music 

Trip Request Form

Date Submitted 





Sponsor 








__________________


______
__________




                                   School






Organization

Activity 





Date/Location

Purpose of Trip

         Means of Transportation



      School time to missed

Funding sources

Number of student participants
       Number of sponsors


Cost per student

Comment:

         Principal approval




        Date

******************************************************************************************************************************

Director of Fine Arts

Comments:

Approval: 













       Director of Fine Arts



Date

Cluster Director 

Comments:

Approval: 













      Cluster Director  




Date

*Submit this form to the Director of Fine Arts accompanied by a principal letter. 

