
STUDENT ACTIVITIES TRAVEL REQUISITION 
 

Prior to any student field trip occurring, the Teacher(s) involved with field trips, need to read and comply 
with the Mesa Public Schools Travel policies.  There is a policy for In-state/Single day Student Travel and 
a policy for Overnight/Out-of-State Student Travel.  
 
These policies can be found on the MPS intranet under the Legal Department or on the Student Activities 
Website. 
 
Next in order to use Student and/or Auxiliary Funds for field trips, a Student Activities Travel Requisition 
Form needs to be filled out.  This includes requesting monies for food when on a field trip. 
 
Student Activities Travel Requisition Forms are available on the Student Activities Website.   
 
Student Activities Travel Requisition forms need to be filled out and approved prior to a field trip taking 
place. 
 

Employee Travel Request – With Students this form must be completed and submitted electronically for all 
employees going on the trip, including any trip scheduled during a school break or the summer.  (If a sub is 
not needed for the short duration walking field trip, form #4 doesn’t need to be completed.) Either the 
secretary/student activities secretary or the traveler(s) need to go online to http://isdc-onbase-
01.musd.mpsaz.org/mpsdataaccess/ and choose Travel to access and submit the form.  Under form choose 
TRAVEL REQUEST WITH STUDENTS.  Now there is a blanket electronic form so a separate electronic 
form does not need to be completed for each employee going on the trip.  If filling them out separately, 
include in the comment section the names of all employees going on the trip. 

This form will be electronically routed for approval by the Principal/Unit Administrator, Human Resources, 
Student Activities, District Department (if applicable), Area Superintendent, Travel Services and Governing 
Board (if applicable).   

You will be notified via email by Travel Services if the travel request has been approved by all of the above-
mentioned parties.  If the travel request is denied by any of the above-mentioned parties, you will be notified 
by them.  Trips are not permitted unless all approvals have been obtained. 

If additional names are added to the trip at a later date, notate on the comment section of the electronic 
Travel Request With Students Form the date the trip was approved by the Area Superintendent. 

 
As is with the Student Activities Requisition form, the Student Activities Travel Requisition is merely a 
request to use funds.  Approvals need to be obtained as well as a purchase order or cash envelope 
issued before monies can be used for the field trip. 
 
Other than using a different requisition form for field trips, the overall process of using Student/Auxiliary 
Funds is the same as outlined in the flowcharts in this book. 
 
Reminder:  Mesa Public Schools is under no obligation to pay for goods/services if the proper 
procedures are not followed.  Refer to the After the Fact section of this book for more information. 
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Student Activities Travel Requisition continued 
 
Elementary Schools taking students on field trips are required to have at least 1 chaperone for every 10 
students.  If there are both girl and boy students, at least 1 male and 1 female chaperone should 
accompany the students on the field trip for Elementary and Secondary Schools. 
 
If Student/Auxiliary Funds are available and approved for use, the cost of the field trip for the required 
number of chaperones can be paid for out of one or both of these funds.  However, the School should 
consider having chaperones (other than teachers) pay their own cost of the field trip.  Teachers are 
considered chaperones and are taken into consideration when funds are used to pay for required 
chaperones. 
 
If the School feels that more chaperones are needed than what is required and would like for 
Student/Auxiliary Funds to pay for those chaperones, not only is Student Council (if applicable), Principal, 
SIAC (if applicable) approval needed, as well as the Area Superintendency approval is required prior to 
the date of the trip. 
 
The Principal will need to send an e-mail to the Area Superintendent prior to the date of the trip 
requesting approval of Student/Auxiliary Funds to pay for more than the required number of chaperones.  
The e-mail should state the number of students going on the field trip, the number of chaperones 
attending, the cost per chaperone, the number of chaperones that the School would like to be funded, 
and the reason as to why they feel it necessary to request extra funding.  If approved by the Area 
Superintendent, the date of approval needs to be placed on the requisition. 
 
Required chaperones CAN pay into an ECA account to pay for the cost of their trip. If there are non-
required chaperones going on the trip they CANNOT pay into an ECA account to pay for the cost of their 
trip. No refunds are made if the chaperone does not attend the trip or the trip is cancelled the money paid 
into the ECA account is a donation. 
   
When determining how to pay for chaperones remember teachers count as chaperones and any free 
admissions for chaperones are counted for the required chaperones first.  Any chaperones that are not 
considered required for the 1-10 ratio have to either pay at the door or pay into a general account such as 
student council or a grade level account; NOT an ECA account. There are some exceptions to the 1-10 
ratios; certain vendors require a higher chaperone ratio and if we have documentation from the vendor 
requiring more chaperones; then they can be paid from a student activity fund.  If taking children with 
special needs and they need a chaperone, then this chaperone can be paid from a student activity 
account.  It must be stated on the requisition why the extra chaperone(s) are needed. 
 
For more Chaperone information refer to the page in this booklet titled Chaperones. 
 
When Secretaries are entering the requisitions into OBARS, they should supply all the information that is 
on the paper requisition, i.e. # of students, # of teachers, # of chaperones, etc.  Secretaries should use 
separate line items for the cost of the admissions for students and chaperones and the different object 
codes that pertain to the line item. 
 
Secretaries need to make sure that the requisition on the system specifically states/shows how many 
chaperone admissions will be covered out of Student/Auxiliary Funds.  Non-required chaperones will 
need to pay their own way or give the School their money.  The Secretary needs to issue them a receipt 
and deposit the money into the appropriate Student Fund account.   Copies of these chaperone receipts 
will need to be sent with the receipt from the vendor to Student Activities. 
 
Please contact the Student Activities Department for questions/concerns regarding student travel. 


