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	Responsibilities and 
Assignments
	The System Manager will collect and process all Transportation Log forms following the procedure as outlined.

	Procedures
	All related forms received from the bus Contractor will be processed as follows:
1. Check all forms for accuracy and completeness
a. Any Transportation Log forms that are not properly completed are to be scanned for internal record-keeping and stored in https://ridoe.sharepoint.com/OFFICES/Transpar/Internal/Shared Documents/Compuclaim Forms - Transportation Logs 
b. These forms are also to be returned via mail to the appropriate Contractor Location Manager yards for correction and resubmission
2. Sort completed and verified Transportation Log forms by district
3. Track Transportation Log forms in the excel spreadsheet located in the https://ridoe.sharepoint.com/OFFICES/Transpar/Internal/Shared Documents/Compuclaim Forms - Transportation Logs
4. Track missing Transportation Log forms using the spreadsheet tabulation
a. Follow-up with Contractor Location Manager via telephone when missing Transportation Log forms
5. Scan Transportation Log forms, saving the file in each school district’s folder by month in https://ridoe.sharepoint.com/OFFICES/Transpar/Internal/Shared Documents/Compuclaim Forms - Transportation Logs
6. File a hard copy by district in alphabetical order by students last name
7. Mail the original package of Transportation Log forms to each school district 
8. [bookmark: _GoBack]Track for subsequent receipt of missing and corrected forms; alert the System Manager if Contractor Location Manager is non-responsive
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