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	Procedures
	Delivering routes to the police stations is required by state law in Rhode Island. During the week of dry runs in August, the fall routes will need to be sent to the local police station. We have used a staffing agency to hire a temp for two to three days to drive to each police station and hand deliver the routes.
1. Please see the template (missing template) below of what needs to go with the routes. 
2. Print out the routes of bus stops only, per route, from Versatrans. (no student information should be included with the routes delivered to police stations,  just stops)
Complete Form 018: Statewide Transportation Sheet - Police Department.  List all of the routes that pass by the city or town under the jurisdiction of the relevant Police Station. (Refer to example 018A). 
a. Print out two sheets per police station. One will stay with the police station and one that needs to be signed and returned to the office.
3. The routes and one copy of the sheet with route numbers will need to be placed in a manila envelope in preparation for delivery. (Do not forget to include the extra copy of the sheet with route numbers. This will need to be signed by the police station staff member and returned to the office for filing).  
4. Organize deliver of routes in "school start date" order to ensure completion of delivery before the first day of school.
5. File all information in a binder for record keeping purposes.
General notes: There is a pre-made template with all the police station names and phone numbers ready to print on label paper located in the Procedure Folder located in the J-Drive. Also attached are pre-routed Google maps of directions for the person who will be personally delivering the routes to the police stations. It is also helpful when utilizing a temp who must track their mileage. 
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