
SCOTTSDALE CHR ISTIAN ACADEMY  

 

TRANSPORTATION REQUEST PROTOCOL 

 

Step 1: Depending on your destination and number of passengers expected, determine which type of 

transportation is needed for the trip.  

Type of 

Transportation 
Number of Passengers and Number of Vehicles Destination 

SCA Van 11 plus a driver. One available. Local, In-State, and Out-of-State 

SCA Midbus 14 plus a driver. Six available for up to 84 passengers. Local 

Charter Bus 54 passengers per bus. Local, In-State, and Out-of-State 

 

Step 2: Based on your requested transportation type, you will need to secure an estimate for the 

transportation costs of the trip from the following people:  

SCA Van or SCA Midbus - Matt Bottoms; mbottoms@scamail.org 

Charter Bus - Kim Weaver - kim@arrowstagelines.com 

 

Step 3: Send an email to the relevant personnel in Step 2, listing the following information to secure a 

cost estimate:   

• Type of Transportation Needed 

• Name and Address of Destination 

• Departure from SCA: Date & Time 

• Departure from Destination: Date & Time 

• Name and Cell # for the trip’s point of contact 

• Total number of passengers  

 

Step 4: If you are requesting a Midbus, which will require securing your own drivers, please make sure 

whoever will be driving the midbus has a driver form on file with Dori Richardson 

(drichardson@scamail.org).  

Forms can be found here:  

https://scottsdalechristian.org/volunteerformsbackgroundcheck/ 
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Step 4a: Please contact Matt Bottoms to coordinate picking up the keys prior to your trip and returning 

them after your trip. 

Step 5: If you are requesting a Charter Bus, please send your estimate to your Administrator/Supervisor 

for approval.  

Step 5a: Once your charter bus estimate is approved, confirm the exact number of students that are 

committed to attending the trip through a payment deadline.  

Step 5b: Once this number is finalized, order the correct number of buses, and request an invoice from 

the charter company. 

Step 5c: Please email Matt Bottoms a copy of the invoice so that he can submit payment and finalize the 

trip request. 

 

If you need any help or have any questions, please contact Matt Bottoms (mbottoms@scamail.org). 
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