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SUBSTITUTES AND FIELD TRIP BUSSES
FIELD TRIPS:  
MESA does pay for subs, busses and associated fees for up to 2 field trips per MESA class (second semester)

TEACHER WORKSHOP:  MESA does NOT pay for subs.  The agreement between 
MESA and your school states that your school will support your leave for a one-day Teacher Workshop

Requesting a substitute teacher
See attached sample form called “District/Agency Initiated Substitute Request”.  This form can be obtained through your school secretary.

· Fill out this Sub Request form 
· If MESA is paying for the sub (for a field trip), please write MESA at the top of the sheet in bold letters, this helps Penny notice right away that we are paying for it
· Fax the request to Penny Knutzen at:  252-0179
· Please allow 10 working days for processing
Bus Request
First step: please notify your MESA rep that you will need a bus so that we can let Penny know that she will be receiving this request and that it is approved to be paid by MESA.

You can request a six-part “Transportation Request, Confirmation and Invoice” form, that can be obtained from your school secretary.  Penny has asked that you complete the following on this form:
·  Today’s date
· Activity:  MESA Field Trip

· School name

· No. of busses

· No. of students/adults

· Destination

· Requestor (you)

· Person in charge of group

· Depart date, depart time, depart location

· Return pickup date, return pick up time, return pickup location

Fax request to Penny Knutzen at:  252-0179

After Penny receives the form, she will put the budget coding in and have it signed by the Program Manager in charge of the MESA grant.
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