
 
 

OCS Field Trip Pre-Approval Request Form 
 

Instructions (for the CBO representative completing this form):  
1)​ Download a copy of this document (File → Download → Microsoft Word). 
2)​ Complete all sections. 
3)​ Email it to your OCS Program Manager, along with any other additional, relevant 

attachments that provide further context for your request. 
 
Resources: 

1)​ OCS Field Trip Guide 
2)​ OCS Trip Destination Ideas 

 
Approval Status (to be completed by OCS Program Manager): 

Date:  
​ Approved 
​ Returned for Revision 

Reason returned for revision:  
 

Program Manager Name: 
  
Program Manager Signature:  

 
Section A: Requestor Information 

School DBN: 

CBO Name: 

Full Name: 

Your Role/Position: 

Your Email: 

OCS Program Manager: 

Funding Stream:   
​ City Tax Levy  
​ 21st Century Community Learning Center 
​ Federal Stimulus 
​ Title IV 
​ AIDP 
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https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fdocument%2Fd%2F1CqOf76VAz1ngnRAkUMBgGePzb-eE_kS2BaxKxpTB0wI%2Fedit%3Fusp%3Dsharing&data=05%7C01%7Cdisabled.DYi%40schools.nyc.gov%7C95931bceede041bb2a2108dbb949260c%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C638307500980551833%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=QrnXxkJvWtKakhFBA1BNfwIUwnVMfv%2FtOUJlHB7uHL0%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fspreadsheets%2Fd%2F1LVbQHSXgeCb0zbNN-yNnlgPghwQVNdYSF1PiLdLG8gA%2Fedit%23gid%3D649922764&data=05%7C01%7Cdisabled.DYi%40schools.nyc.gov%7C95931bceede041bb2a2108dbb949260c%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C638307500980551833%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=cn8jPQYyi71TtjZ%2Bh%2Fahmc05UqE0JZMpcvbD52%2F4MG8%3D&reserved=0


 
Section B: Trip Details 

Date of Trip: Destination: 

Purpose of Trip: (Describe educational component and connection to community school strategy). 
 
 

 
Section C: Participant Details 

# of Students: # of Adults: 

Specify any criteria for selecting students for this trip: 
 
 

 
Section D: Cost Breakdown 

Total Cost of Trip:  

Admission Fees: Food Cost: 

Transportation Cost: Other Costs: 

 
Section E: Lesson Plan 
You may fill out the table below or attach a separate lesson plan when you email your 
OCS Program Manager. If attaching a separate lesson plan, please ensure that it covers all 
the components listed below. The lesson plan may come from various sources: teachers, 
trip providers, or CBOs may draft it themselves. Find successfully approved lesson plan 
samples here.  
 

Lesson Plan completed by:  
​ Teacher/school staff 
​ CSD/CBO staff 
​ Other: _____ 

Relevant Academic/SEL Subject(s): 

Learning Goal(s): 
 
 

Learning Standard(s), if applicable: 

Description of Activity or Lesson (that will take place during the field trip): 
 
 
 

Description of any Pre-work and/or Post-work: 
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https://drive.google.com/drive/folders/1grlqtJuquFTxfiqznLb4EhcY8dXv8_o-


 

 

 
Additional Notes (optional): 
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