
Transportation Arrangement Request 

Date: [Insert Date] 

To: [Transportation Company/Bus Service Name] 

From: [Your Name]  

[Your Position]  

[School Name]  

[Contact Information] 

Dear [Transportation Coordinator's Name], 

I am writing to request transportation arrangements for an upcoming school field trip for 

[Grade/Class Name] to [Destination] on [Date of Trip]. We expect approximately [Number of 

Students] students and [Number of Chaperones] chaperones to attend. 

**Trip Details:** 

• Departure Time: [Insert Departure Time] 

• Return Time: [Insert Return Time] 

• Pick-Up Location: [Insert Pick-Up Location] 

• Drop-Off Location: [Insert Drop-Off Location] 

• Type of Vehicle Required: [Insert Type - e.g., Bus, Van] 

Please confirm the availability of transportation for this trip at your earliest convenience. Should 

you have any questions or need further information, feel free to contact me at [Your Phone 

Number] or [Your Email]. 

Thank you for your assistance. 

Sincerely, 

[Your Name]  

[Your Position]  

[School Name] 


