PROCEDURES TO BE USED WITH THE 
WBR FIELD TRIP REIMBURSEMENT VOUCHER

Principals,

If your school has used a First Student bus for field trip transportations, you must send in the copies of your field trip reimbursement vouchers when your school's trip is completed. The following are procedures to be used with the trip.  Please share these procedures with your teachers and your school secretaries.  
Procedures:  

1.  Prior to departure, Principals should give the supervising teacher a copy of the West Baton Rouge Parish School Board Reimbursement Voucher.  This is a 4-part carbonless form.  
2. The teacher will fill out the form with the required information, including departure and arrival odometer readings and time sheet information, and have the bus driver verify this information and sign the sheet when the trip is complete.   

3.  The school will calculate the total number of miles and enter the mileage reimbursement as well as the amount of wait time and the reimbursement for this to get the total amount due.  
4.  After checking all of the information, the principal should send the white copy of this form to Mr. Josh Langlois, Supervisor of Business Services, and BOTH the pink and gold copies to Ms. Charlotte Blanchard, Transportation Liaison.  Canary copies are kept by the schools for your records. 
5.  Ms. Blanchard will forward the gold copies to Ms. Dianne Hall at First Student.  Ms. Hall will figure the cost of the trip and invoice your school for the correct amount.  
6.  Checks for the amount of the invoice should be mailed within 30 days to the First Student office in Port Allen, sent to the attention of Ms. Dianne Hall.  The address is as follows:  

First Student, 

3187 Rosedale Road

Port Allen, LA  70767

7.  Ms. Hall will forward your payment to the corporate office.  This will ensure that she has correct/complete accounting information about which trips have been paid.  
8.  Should you have questions or concerns about the amount of the invoice, please direct them to Ms. Blanchard and she will seek a resolution to the problem.  

