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	Statement

	The System Manager is responsible for documenting any pupil who has been identified as an Exchange student by their school and transportation is requested under the RIDE/Statewide program.  The documentation must be updated annually.

	Procedures

	
The Exchange Student Transportation Request spreadsheet should be used for identifying students approved as an Exchange student for which transportation is requested under the RIDE/Statewide program.   For each student approved at your school, add their name to the spreadsheet.   Email your school’s spreadsheet to Nicole.Martin@ride.ri.gov with a cc to Maria.Llano@ride.ri.gov.    Continue adding new students to the same spreadsheet for the entire school year.  Do not use periods, dashes, or slashes in the spreadsheet (except where necessary in Column L – email address).  Enter all text in upper and lower case per the sample entry provided. 
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