RIDE/STATEWIDE SYSTEM MANAGER’S OFFICE
255Westminster Street
Lower Level Room 006
Providence, RI 02903-3400
Exchange Student Transportation Request 
(Instructions for completing the spreadsheet)


[bookmark: _GoBack]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 swplanningrequest@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. 

Instructions

Column A – Entry Date:	Enter the Entry Date, in the format of 091014,
 	that the student enters the system for transportation.
Column B – Exit Date:	Enter the Exit Date, in the format of 053015, that the student exits the system for transportation.
Column C – Resident District:	Enter the student’s resident district while living with the host family.
Column D – First Name:		Enter the student’s first name.
Column E – Last Name:		Enter the student’s last name.
Column F – Initial:			Enter the student’s middle initial.
Column G – Home Phone:	Enter the student’s (host family) home telephone number in the format of 401123456 only. Do not include dashes or slashes.  The data will format automatically.
Column H – DOB:			Enter the student’s date of birth in the format of 05122000 
				(2-digit month, 2-digit date, 4-digit year).
Column I – Gender:	Click on the down arrow next to the cell and choose the correct gender from the drop-down box.
Column J – Contact:	Enter the first and last name of the primary contact person for the student.
Column K – Telephone:	Enter the day time telephone number in the format of 4011234567.  It will be formatted automatically.	
Column L – Email:	Enter the contact’s email address.
Columns M – R Address:	Enter the host family address of where the student will be residing during his/her stay.  Leave Column O blank if it’s not applicable.
Column S – Grade:	Enter the grade of the student.
Column T – School Name:	Enter the name of the student’s attendance school.
Column U – School’s City:	Enter the city of the attendance school.	
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