
 Field Trips/Special Events/Sack Lunches 

When a field trip/event is planned and/or sack lunches are requested, the requester must fill 

out a Department of Food Services Request of Service Form (Please District Web Site 

under Food Service for this form) The form should be turned into the Department of Food 

Services at least two weeks prior to the date of the request. You must turn in this form no 

matter if requesting meals or not, this will make us aware of how many students at that 

particular site will be gone.  Also to be turned in with the request form (if meals are needed) 

is a roster of all the students who will be going on the field trip or for whom the lunches are 

requested this roster if possible have the student ID#’s.  On the day of the field trip/event, 

the lunches are picked up at the site kitchen by the person in charge of the trip/event, and 

signed for.  The person in charge should also give the kitchen the final student count to 

insure that enough meals were requested.  The sack lunches are packed into a box and a 

carton of milk for every student is packed into an ice chest. This ice chest is provided by 

requester not Food Services.  The person in charge of the trip/event is to make sure 

that every student who receives a meal is checked off the roster, signing the bottom 

of the roster for accountability.  The completed roster is to be turned into the kitchen 

immediately upon return to the campus.  In the event that the roster is not returned on 

the same day of the field trip/event, the Food Service Worker will not close out the day until 

the following morning after the lunch numbers are entered into the computer.  The previous 

day’s close-out must be done prior to starting the next day’s activities.  If for any reason the 

roster is not returned before the next day’s activities, upon receipt, the Food Service Worker 

must encode the roster with the appropriate meal category code next to each name and 

make sure that the date of the trip/event is correctly marked. Then the Food Service Worker 

must change the date on the Web Smart program and enter the information on the correct 

date and re-run all the previous days reports. The list must then be turned into the claim 

preparer along with a copy of the corresponding day’s Item Sales, Meal Counts and Edit 

Check reports. 


