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Transportation Tour Company List for Field Trips  

Tour Companies must contract for buses that are listed as a COMMON CARRIER on this list.  If a 

company is listed as a tour company, they bus also be on the COMMON CARRIER list to use their 

own buses. 

Contact: COLETTE POORE

Phone No: 904-743-4335

Address: 6404 ARLINGTON RD., JAX, FL 32211

colettepoore@comcast.net

W/C EXP:

INSURANCE EXP:

01/09/2021

01/09/2021

TOUR COMPANY BAILEY TOURS

PROVIDES BUSES

Number of Available Buses:

 1

Contact: BEVERLY BUSSARD

Phone No: 352-344-3589

Address: 1123 STERLING ROAD, INVERNESS, FL  34450

bbussard@myedtours.com

W/C EXP:

INSURANCE EXP:

01/01/2021

07/20/2020

TOUR COMPANY CENTRAL FLORIDA STUDENT TOURS, INC. D/B/A EDUCATIONAL TOURS

DOESN’T OWN BUSES

 0

Number of Available Buses:

 2

Contact: GEOFF NEWTON

Phone No: 877-687-2268

Address: 218 WEST WATER STREET, STE. 400, CHARLOTTESVILLE, VA  22902

geoffreyn@worldstrides.org

W/C EXP:

INSURANCE EXP:

09/30/2020

09/30/2020

TOUR COMPANY LAKELAND TOURS LLC DBA WORLDSTRIDES

DOESN’T OWN BUSES

 0

Number of Available Buses:

 3
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TOUR COMPANY GUIDELINES

TOUR COMPANY RESPONSIBILITIES
·All buses used for trips must be provided by a District Approved Common Carrier.  (Approved list is available on 
DCPS website under Transporation/Field Trips/ 

·In the event of mechanical breakdown, or accident, the Tour Company shall be responsible to timely provide 
substitute buses or to subcontract with another approved vendor from the District Approved Common Carrier list. 

·Only vendors approved on the list may be used as subcontractor. 

·If the school/department has deadlines to meet, the Tour Company will take whatever action necessary to ensure 
deadlines are met and the destination is reached within the original time required to avoid default. Default may result 
in the release of any financial obligation the District has with the Contractor for the particular trip.  

·A non-approved Contractor may not be used even in an emergency during non-business hours without contacting the 
Transportation Department for directions. 
 

COMMON CARRIERS GUIDELINES
CONTRACTOR RESPONSIBILITIES 

·That all buses shall be clean and have operational air conditioning and restrooms, if applicable, and that driving staff are 
prepared with accurate routing information. 

·That in the event of mechanical breakdown, or accident, the Contractor shall be responsible to timely provide substitute 
buses or to subcontract with another approved vendor from the District approved Common Carrier list. 

·Only vendors approved on the list may be used as subcontractor. 

·If the school/department has deadlines to meet, the Contractor will take whatever action necessary to ensure deadlines are 
met and the destination is reached within the original time required to avoid default. Default may result in the release of any 
financial obligation the District has with the Contractor for the particular trip.  

·A non-approved Contractor may not be used even in an emergency during non-business hours without contacting the 
Transportation Department for directions. 

·Contractor shall maintain a record of each driver’s CDL number and be able to show proof that each driver is properly 
licensed. 



TRIP CANCELLATION
· In cases where cancellation of a trip by the school/department occurs five (5) “school days” (school is in 
session) prior to date of trip there will be no trip and/or penalty charges assessed.  

· A “school day” is any day where classes are in session for students. Any deposit paid to the Contractor will be 
returned to the school/department. 

· Cancellations made by the school/department less than five (5) school days prior to the date of trip, a penalty 
payment of $300.00 per bus will be paid to the Contractor by retention of deposit unless the cancellation is the 
result of complaint/removal procedures. 

· Cancellations made by the Contractor at least twenty (20) business days prior to the date of trip will be accepted 
by the school/department with no penalty. 

· Any deposit paid to the Contractor will be returned to the school/department.  

· Cancellations made by the Contractor less than twenty (20)  business days prior to the date of the trip will 
include a penalty payment to the school/department of $300.00 per bus, in addition to the $300.00 deposit returned 
by the Contractor to the school, as set forth above. 

· Continued cancellations may result in the removal of the Contractor from the list of approved contractors.  

· All cancellations by either party shall be made in writing.  

TARDINESS AND ADDITIONAL EXPENSES
· Should Contractor arrive more than one (1) hour behind schedule, all charges connected with alternate 
arrangements, if any, either made by District personnel or Contractor, will be the responsibility of the Contractor.  

· Contractor agrees to return all monies received, including but not limited to deposits paid in advance of the 
services, should the alternative arrangements result in a complete cancellation of Contractor’s services or the pro 
rata costs in the event of a partial cancellation of the Contractor’s services.

· Contractor shall be responsible for any additional costs incurred by the District due to Contractor’s failure to 
provide the services in accordance with this Agreement, including but not limited to, breach of any warranty or 
representation in Section 3 Contractor Responsibilities and Representations, mechanical failure, or tardiness. 

INSURANCE Verify insurance coverage is updated on the common carrier list



Setup Common Carrier Payment

PROCESS:
Obtain trip approval from Principal/Supervisor

Obtain 3 quotes using the Common Carrier List on the Transportation field trip webpage.

Select the lowest of the 3 quotes.

Obtain a quote/invoice and confirmation with the Common Carrier.

Once funding is received, setup a Purchase Requisition (PR) for the deposit for each trip.

Deposit $300 per bus up to 30 days in advance of the trip date.

Header text: include the Description “Deposit and the Trip Date”.

Short text: include the words “Deposit, Trip Location, and the Trip Date”.

Purchasing will create the Purchase Order (PO).

The Bookkeeper will Goods Receipt (GR) the deposit.

The Bookkeeper/Trip Sponsor will need to forward the invoice/confirmation to Accounts Payable for 

payment of the deposit.

Create a 2nd PR for the remaining amount. If the purchasing deadline is less than 30 days for funding 

prepare both PR’s at the same time (ex. Title One/Federal Project deadlines).

Header text: reference the PR used for the deposit and the trip date.

Short text: include the words “Final Balance, Trip Location, and the Trip Date”.

Use the trip date as the delivery date.

Purchasing will create two POs. The first PO is for the deposit and a second PO is for the balance. The 

vendor has to submit the final invoice.

After services are rendered, the final invoice MUST be forwarded to Accounts Payable. The Bookkeeper will 

GR the final balance.

The Bookkeeper/Trip Sponsor is to ensure the final invoice has been received by Accounts Payable for final 

payment.

Because final payments are based on trip dates, separate PRs should be prepared for each trip.

Final payments are issued according to prompt payment act, 30 days.


