
PAPERLESS PUPIL TRANSPORTATION 
MAY 10, 2023

ELECTRONIC FILING OF PUPIL TRANSPORTATION FORMS FOR 
TRANSPORTATION AID



THE VISION TRANSPORTATION 
CONTRACTS

• SCHOOL YEAR 
TRANSPORTATION 
CONTRACTS (TC)

• SCHOOL YEAR 
TRANSPORTATION 
CONTRACT 
EXTENSIONS (TCE)

• TRANSPORTATION 
CONTRACTS 
SUMMER (TCS)

• TRANSPORTATION 
SUMMER 
EXTENSION 
CONTRACTS (CES)

TRANSPORTATION AIDED 
FORMS

• BUS LEASES (BLF)

• CHARING STATION 
LEASES (CLF)

• GARAGE LEASES 
(GLF)

• EQUIPMENT 
PURCHASES (EPF)

• EFFICIENCY 
STUDIES (ESF)

• RELATED 
SERVICES (RSF)

TRANSPORTATION 
EMPLOYEE FILES

•MANDATED TRAINING 
COLLECTIVE
•Super’s Approval
•Refreshers
•DASA
•Anti-Idling
•Bus Drills
•Mandated Reporting

•MANDATED TRAINING 
INDIVIDUAL
•Pre-Service
•Basic
•PPT
•Physical
•CPR
•License
•Fingerprint 

Clearance

To create a one 
stop spot for all 
pupil 
transportation 
forms for 
contracts, 
transportation aid 
and transportation 
employee (both 
district and 
contracted) 
compliance.



SHAREPOINT



SHAREPOINT



SHAREPOINT



SHAREPOINT



SHAREPOINT



SHAREPOINT

sharepointonline.com 
is now 

PowerAutomateSRV



SHAREPOINT



SHAREPOINT



SHAREPOINT



SHAREPOINT UPLOADS

Click Submitted button.



SHAREPOINT UPLOADS



SHAREPOINT NAME



SHAREPOINT TYPE



SHAREPOINT TYPE

School Year Contracts are for both TC and TCE

Summer School Contracts are for both TCS and CES 

Employee Files are Driver Monitor Attendant Compliance Forms



SHAREPOINT DISTRICT



SHAREPOINT SCHOOL YEAR



SHAREPOINT FILE UPLOAD

Click Save to submit attachments

Add attachment of all supporting 
documents for contract. 



SHAREPOINT CONFIRMATION

• ADV_190701_2022_C0112 
• AFD_190701_2022_C0112
• SGP_190701_2022_C0112
• SPF_190701_2022_ C0112
• TC_190701_ 2022_ C0112

2022-2023.

SharePointFlow 
is now 

PowerAutomateSRV



SHAREPOINT CONFIRMATION

• ADV_190701_2022_C0112
• AFD_190701_2022_C0112
• SGP_190701_2022_C0112
• SPF_190701_2022_C0112
• TC_190701_2022_C0112

2022-2023.

SharePointFlow
is now 

PowerAutomateSRV



THE VISION 
TRANSPORTATION 

CONTRACTS

• SCHOOL YEAR 
TRANSPORTATION 
CONTRACTS (TC)

• SCHOOL YEAR 
TRANSPORTATION 
CONTRACT 
EXTENSIONS (TCE)

• TRANSPORTATION 
CONTRACTS 
SUMMER (TCS)

• TRANSPORTATION 
SUMMER 
EXTENSION 
CONTRACTS (CES)

TRANSPORTATION AIDED 
FORMS

• BUS LEASES (BLF)

• GARAGE LEASES 
(GLF)

• EQUIPMENT 
PURCHASES (EPF)

• EFFICIENCY 
STUDIES (ESF)

• RELATED 
SERVICES (RSF)

TRANSPORTATION 
EMPLOYEE FILES

•MANDATED TRAINING 
COLLECTIVE
•Superintendent’s 

Approval
•Refreshers
•DASA
•Anti-Idling
•Bus Drills

•MANDATED TRAINING 
INDIVIDUAL
•Pre-Service
•Basic
•PPT
•Physical
•CPR
•License
•Fingerprint 

Clearance

To create a one 
stop spot for all 
pupil 
transportation 
forms- contracts, 
transportation 
aided items and 
transportation 
employee (both 
district and 
contracted) 
compliance.



NEW TRANSPORTATION CONTRACTS/FORMS
 SCHOOL YEAR TRANSPORTATION CONTRACTS (TC)

 TC_SEDCODE_YYYY_CSEQ (C0112)

 SCHOOL YEAR TRANSPORTATION CONTRACT EXTENSIONS (TCE)

 TCE_SEDCODE_YYYY_CSEQ (C0113)

 TRANSPORTATION CONTRACTS SUMMER (TCS)

 TCS_SEDCODE_YYYY_CSEQ (C0114)

 TRANSPORTATION SUMMER EXTENSION CONTRACTS (CES)

 CES_SEDCODE_YYYY_C SEQ (C0115)



HOW TO LABEL CONTRACTS
 “CONTRACT TYPE” underscore “SED CODE” underscore “School Year” 

underscore “SEQ” 
 “CONTRACT TYPE” is either TC or TCE or TCS or CES 
 “CONTRACT TYPE” underscore “SED CODE” underscore “School Year” 

underscore “SEQ” 
 “School Year” is the beginning year of the 2023-2024
 “TC” underscore “631201” underscore “2023" underscore “0001” (C L A 

D before 0000)
 “C0001” is the sequential order of contracts. You will have to track all 

types of contracts and forms sequentially.
 TC_631201_2023_C0001



HOW TO LABEL & SAVE SUPPORTING DOCUMENTS

Every Bid Contract –Single Year

 SGP (signature page) SGP_631201_2023_C0001

 ADV (advertisement) ADV_631201_2023_C0001

 AFD (affidavit of advertisement) AFD_631201_2023_C0001

 SPF (specifications) SPF_631201_2023_C0001

Every Non-Bid Contract –

 Parent Guardian Contract
 SGP (signature page) SGP_631201_2023_C0002

 PGD (parent guardian directions) PGD_631201_2023_C0002

“Type of attachment” underscore “SED CODE” underscore “School Year” 
underscore “SEQ” 



HOW TO LABEL & SAVE SUPPORTING DOCUMENTS

Every Non-Bid Contract –

 Intermunicipal Contract/BOCES Contract
 SGP (signature page) SGP_631201_2023_C0003

 SPF (specifications) SPF_631201_2023_C0003

Every Bid Contract –Multi Year
 SGP (signature page) SGP_631201_2023_C0004

 ADV (advertisement) ADV_631201_2023_C0004

 AFD (affidavit of advertisement) AFD_631201_2023_C0004

 SPF (specifications) SPF_631201_2023_C0004

 BBR (budget brochure) BBR_631201_2023_C0004

 VTA (vote authorization) VTA_631201_2023_C0004

“Type of attachment” underscore “SED CODE” underscore “School Year” 
underscore “SEQ” 



HOW TO LABEL & SAVE SUPPORTING DOCUMENTS

Every Contract Extension– Single year
 TCE (Transportation Contract Extension) TCE_631201_2023_C0005

 SGP (signature page) SGP_631201_2023_C0005

 SPF (specifications-budget page) SPF_631201_2023_C0005

 PTF (pass through form) PTF_631201_2023_C0005

Every Contract Extension– Multi Year
 TCE (Transportation Contract Extension) TCE_631201_2023_C0006

 SGP (signature page) SGP_631201_2023_C0006

 SPF (specifications-budget page) SPF_631201_2023_C0006

 BBR (budget brochure) BBR_631201_2023_C0006

 VTA (vote authorization) VTA_631201_2023_C0006

“Type of attachment” underscore “SED CODE” underscore “School Year” 
underscore “SEQ” 



TRACKING SEQUENTIAL NUMBERS

 The system will have to identify each item uploaded by 
sequence number.

 The district will assign those numbers.

 Each number will be a letter and four digits.

 C-contract L-lease A-aid D-district

 Each year the numbering system will start over

 It is up to the district to track the sequential numbers



TRACKING SEQUENTIAL NUMBERS (NEW)

• ADV_280218_2022_C0001 
• AFD_280218_2022_C0001
• SGP_280218_2022_C0001
• SPF_280218_2022_C0001 

• ADV_280218_2022_C0002 
• AFD_280218_2022_C0002
• SGP_280218_2022_C0002
• SPF_280218_2022_C0002 

• ADV_280218_2022_C0003 
• AFD_280218_2022_C0003
• SGP_280218_2022 C0003
• SPF_280218_2022_C0003

_             _         _

_             _         _

_             _         _



TRACKING SEQUENTIAL NUMBERS (NEW)

• ADV_280218_2022_C0001
• AFD_280218_2022_C0001
• SGP_280218_2022_C0001
• SPF_280218_2022_C0001

• ADV_280218_2022_C0002
• AFD_280218_2022_C0002
• SGP_280218_2022_C0002
• SPF_280218_2022_C0002

• ADV_280218_2022_C0003
• AFD_280218_2022_C0003
• SGP_280218_2022_C0003
• SPF_280218_2022_C0003

_             _         _

_             _         _

_             _         _



TRACKING SEQUENTIAL NUMBERS (NEW)

TCE 280218 2022 C0002

CES 280218 2022 C0003

TCS 280218 2022 C0004

ADV_280218_ 
2022_ C0001

AFD_280218_ 
2022_C0001

SPF_ 280218_ 
2022_C0001

Notice sequential numbering. No matter 
what type of contract it is for the school year.

Notice how all supporting documents match 
the number at the end of the contract.

_         _       _

_            _       _

_            _       _

_            _        _



CONTRACT AMENDMENT FORM (NEW)
(CAF) Contract Amendment Form

 One form use for all four contracts

 One form for each contract amended



CONTRACT AMENDMENT FORM (NEW)

(CAF) Contract Amendment Form



CONTRACT AMENDMENT FORM (NEW)

(CAF) Contract Amendment Form



THE VISION 
TRANSPORTATION 

CONTRACTS

• SCHOOL YEAR 
TRANSPORTATION 
CONTRACTS (TC)

• SCHOOL YEAR 
TRANSPORTATION 
CONTRACT 
EXTENSIONS (TCE)

• TRANSPORTATION 
CONTRACTS 
SUMMER (TCS)

• TRANSPORTATION 
SUMMER 
EXTENSION 
CONTRACTS (CES)

TRANSPORTATION AIDED 
FORMS

• BUS LEASES (BLF)

• CHARING STATION 
LEASES (CLF)

• GARAGE LEASES 
(GLF)

• EQUIPMENT 
PURCHASES (EPF)

• EFFICIENCY 
STUDIES (ESF)

• RELATED 
SERVICES (RSF)

TRANSPORTATION 
EMPLOYEE FILES

•MANDATED TRAINING 
COLLECTIVE
•Superintendent’s 

Approval
•Refreshers
•DASA
•Anti-Idling
•Bus Drills

•MANDATED TRAINING 
INDIVIDUAL
•Pre-Service
•Basic
•PPT
•Physical
•CPR
•License
•Fingerprint 

Clearance

To create a one 
stop spot for all 
pupil 
transportation 
forms for 
contracts, 
transportation aid 
and transportation 
employee (both 
district and 
contracted) 
compliance.



NEW TRANSPORTATION CONTRACTS/FORMS

 BUS LEASES (BLF) BLF_SEDCODE_YYYY_LSEQ (L0001)

 CHARING STATION LEASE (CSL) CSL_SEDCODE_YYYY_LSEQ

 GARAGE LEASES (GLF)  GLF_SEDCODE_YYYY_LSEQ

 EQUIPMENT PURCHASES (EPF) EPF_SEDCODE_YYYY_ASEQ(A0001)

 EFFICIENCY STUDIES (ESF) ESF_SEDCODE_YYYY_ASEQ

 RELATED SERVICES (RSF) RSF_SEDCODE_YYYY_ASEQ



HOW TO LABEL & SAVE SUPPORTING DOCUMENTS

 SGP (signature page)

 RFP (request for proposal)

 ADV (advertisement)

 AFD (affidavit of advertisement)

 CSS (committee score sheets)

 SPF (specifications)

 CBR (copy board resolution)

“Type of attachment” underscore “SED CODE” underscore “School Year” 
underscore C or L or A “SEQ” 

 VTA (vote authorization)

 BBR (budget brochure) 

 BLA (bus lease agreement)

 AMS (amortization sheet)

 GLA (garage lease agreement)

 PRQ (price quote)

 INV (invoice)



THE VISION TRANSPORTATION 
CONTRACTS

• SCHOOL YEAR 
TRANSPORTATION 
CONTRACTS (TC)

• SCHOOL YEAR 
TRANSPORTATION 
CONTRACT 
EXTENSIONS (TCE)

• TRANSPORTATION 
CONTRACTS 
SUMMER (TCS)

• TRANSPORTATION 
SUMMER 
EXTENSION 
CONTRACTS (CES)

TRANSPORTATION AIDED 
FORMS

• BUS LEASES (BLF)

• CHARING STATION 
LEASES (CLF)

• GARAGE LEASES 
(GLF)

• EQUIPMENT 
PURCHASES (EPF)

• EFFICIENCY 
STUDIES (ESF)

• RELATED 
SERVICES (RSF)

TRANSPORTATION 
EMPLOYEE FILES

•MANDATED TRAINING 
COLLECTIVE
•Super’s Approval
•Refreshers
•DASA
•Anti-Idling
•Bus Drills
•Mandated Reporting

•MANDATED TRAINING 
INDIVIDUAL
•Pre-Service
•Basic
•PPT
•Physical
•CPR
•License
•Fingerprint 

Clearance

To create a one 
stop spot for all 
pupil 
transportation 
forms for 
contracts, 
transportation aid 
and transportation 
employee (both 
district and 
contracted) 
compliance.



DISTRICT/CONTRACTED EMPLOYEES (NEW)
Each district will have to upload a list of all district and contracted 
employees for regular routes and subs assigned to one district -not charter 
drivers in a Microsoft excel spreadsheet on the SharePoint site. You should 
have all compliance paperwork on hand for every driver but spreadsheet 
will be regular route drivers and subs assigned to one district.
Each employee must have:

name 
district assigned employee number NOT ANY MORE
state motorist ID #/non motorist ID #
position 
employee type 
contractor name



DISTRICT/CONTRACTED EMPLOYEES (NEW)



DISTRICT/CONTRACTED EMPLOYEES (NEW)



DISTRICT/CONTRACTED EMPLOYEES (NEW)



DISTRICT/CONTRACTED EMPLOYEES (NEW)



DISTRICT/CONTRACTED EMPLOYEES (NEW)



TRANSPORTATION DISTRICT FORMS  (NEW)
 Superintendent Approval 1 SA1_SEDCODE_YYYY_D0001

 DUE 11/15

 Compliance Spreadsheet 1 CS1_SEDCODE_YYYY_D0001

 DUE 11/15

 Superintendent Approval 2 SA2_SEDCODE_YYYY_D0002

 DUE 5/15

 Compliance Spreadsheet 2 CS2_SEDCODE_YYYY_D0002

 DUE 5/15



TRANSPORTATION EMPLOYEE FORMS (NEW)
 Physical Performance Test- Driver DPPT_SEDCODE_YYYY_D0001

 DUE 8/15 (all Driver PPTs from May 15 to August 14)

 Physical Performance Test- Driver DPPT_SEDCODE_YYYY_D0002

 DUE 11/15 (all Driver PPTs from August 15 to November 14)

 Physical Performance Test- Driver DPPT_SEDCODE_YYYY_D0003

 DUE 2/15 (all Driver PPTs from November 15 to February 14)

 Physical Performance Test- Driver DPPT_SEDCODE_YYYY_D0004

 DUE 5/15 (all Driver PPTs from February 15 to May 14) 



TRANSPORTATION EMPLOYEE FORMS (NEW)
 Physical Performance Test- Monitor/Attendant

 DUE 8/15 (all M/A PPTs 5/15 to 8/14) MAPPT_SEDCODE_YYYY_D0001

 Physical Performance Test- Monitor/Attendant

 DUE 11/15 (all M/A PPTs 8/15 to 11/14) MAPPT_SEDCODE_YYYY_D0002

 Physical Performance Test- Monitor/Attendant

 DUE 2/15 (all M/A PPTs 11/15 to 2/14) MAPPT_SEDCODE_YYYY_D0003

 Physical Performance Test- Monitor/Attendant

 DUE 5/15 (all M/A PPTs 2/15 to 5/14) MAPPT_SEDCODE_YYYY_D0004



TRANSPORTATION COMPLIANCE DUE DATES (NEW)

 DUE 8/15 DPPT_SEDCODE_YYYY_D0001 
MAPPT_SEDCODE_YYYY_D0001

 DUE 11/15 DPPT_SEDCODE_YYYY_D0002     SA1_SEDCODE_YYYY_D0001 
MAPPT_SEDCODE_YYYY_D0002 CS1_SEDCODE_YYYY_D0001

 DUE 2/15 DPPT_SEDCODE_YYYY_D0003  
MAPPT_SEDCODE_YYYY_D0003

 DUE 5/15 DPPT_SEDCODE_YYYY_D0004     SA1_SEDCODE_YYYY_D0002 
MAPPT_SEDCODE_YYYY_D0004 CS1_SEDCODE_YYYY_D0002



WHERE’S THE FORMS?



WHERE’S THE FORMS?



WHERE’S THE FORMS?



WHERE’S THE FORMS?



UNIFORMITY OF NEW TRANSPORTATION FORMS 



UNIFORMITY OF NEW TRANSPORTATION FORMS 



UNIFORMITY OF NEW TRANSPORTATION FORMS 



UNIFORMITY OF NEW TRANSPORTATION FORMS 



UNIFORMITY OF NEW TRANSPORTATION FORMS 



UNIFORMITY OF NEW TRANSPORTATION FORMS 



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT TYPE
DESCRIPTION TYPE

Athletic/Field Contract AFC
Athletic Trip Contract ATC
Bus Maintenance Only Contract MNT
Emergency  First 31 Calendar Day Contract EM1
Emergency  Second 31 Calendar Day Contract EM2
Emergency Remainder Contract EMR
Field Trip Contract FTC
Parent Guardian Contract (No bidding) PGC
Piggyback Contract (Board Resolutions needed) PBC
Regular Home to School (can be public and/or nonpublic schools) REG
Regular & Special Education Pupils Combined RSC
Special Education Only SPC



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT DURATION

LENGTH DESCRIPTION
EMERGENCY One-month emergency contract (31 calendar days)

PARTIAL YEAR Partial Year Contract that costs < $20,000 (if individual partial 
contract or aggregate partial contracts is > 20k must be bid)

1 YEAR If individual contract or aggregate contracts is > 20k then 
contract must be bid

2 YEAR TERM Must be bid and have voter approval
3 YEAR TERM Must be bid and have voter approval
4 YEAR TERM Must be bid and have voter approval
5 YEAR TERM Must be bid and have voter approval



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)

05/25/23



TRANSPORTATION CONTRACT (TC)

05/25/23



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)

09/07/23



TRANSPORTATION CONTRACT (TC)

05/25/23



TRANSPORTATION CONTRACT (TC)

09/07/23



TRANSPORTATION CONTRACT (TC)

09/07/23 09/07/23



TRANSPORTATION CONTRACT (TC)

09/07/23 09/07/23

10/08/23



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT DURATION

LENGTH DESCRIPTION
EMERGENCY One-month emergency contract (31 calendar days)

PARTIAL YEAR Partial Year Contract that costs < $20,000 (if individual partial 
contract or aggregate partial contracts is > 20k must be bid)

1 YEAR If individual contract or aggregate contracts is > 20k then 
contract must be bid

2 YEAR TERM Must be bid and have voter approval
3 YEAR TERM Must be bid and have voter approval
4 YEAR TERM Must be bid and have voter approval
5 YEAR TERM Must be bid and have voter approval



TRANSPORTATION CONTRACT (TC)

09/07/23 09/07/23

10/08/23



TRANSPORTATION CONTRACT (TC)

09/07/23 09/07/23

10/07/23



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT UNIT COST
UNIT COST
Lump Sum
Price Per Mile (Parent Contracts)
Multiple Price Type *
Price per Pupil per Trip
Price per Pupil per Day
Price per Pupil per Month
Price per Pupil per Year
Price per Bus per Hour
Price per Bus per Trip
Price per Bus per Route
Price per Bus per Day
Price per Bus per Month
Price per Bus per Year

UNIT COST
Price per Van per Hour
Price per Van per Trip
Price per Van per Route
Price per Van per Day
Price per Van per Month
Price Per Van per Year
Price per Monitor/Attendant per Trip
Price per MonitorAttendant per Day
Price per Monitor/Attendant per Month
Price Per Monitor/Attendant per Year



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)

05/23/23



TRANSPORTATION CONTRACT (TC)

05/25/23



TRANSPORTATION CONTRACT (TC)

06/20/23



TRANSPORTATION CONTRACT (TC)

05/25/23



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC) PAGE 2

05/20/23



TRANSPORTATION CONTRACT (TC) PAGE 2

05/25/23

05/20/23



TRANSPORTATION CONTRACT (TC) PAGE 2

05/19/23

05/25/23



TRANSPORTATION CONTRACT (TC) PAGE 2

05/25/23

05/19/23



TRANSPORTATION CONTRACT (TC) PAGE 2

05/19/23

05/25/23



TRANSPORTATION CONTRACT (TC) PAGE 2



TRANSPORTATION CONTRACT (TC) PAGE 2



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC) BID TABULATION 



TRANSPORTATION CONTRACT (TC)



TRANSPORTATION CONTRACT (TC) MULTI-YEAR



SAVE CONTRACT TO A FILE ON YOUR COMPUTER

Remember to use the 
correct naming structure 
and sequence for the  
contract

CES_190701_2022_C0234



SAVE ADDITIONAL CONTRACTS TO A FILE

Remember to use the 
correct naming structure 
and sequence for each 
additional contract

CES_190701_2022_C0235



SIGNATURE PAGES CONTRACT/EXTENSION 



TRANSPORTATION CONTRACT EXTENSIONS (TCE)



TRANSPORTATION CONTRACT EXTENSIONS (TCE)



SUMMER TRANSPORTATION CONTRACTS (TCS)



SUMMER TRANSPORTATION CONTRACTS (TCS)
DESCRIPTION TYPE

Summer Athletic/Field Contract SAFC

Summer Athletic Trip Contract SATC

Summer Bus Maintenance Only Contract SMNT

Summer Emergency  First 31 Calendar Day Contract SEM1

Summer Emergency  Second 31 Calendar Day Contract SEM2

Summer Emergency Remainder Contract SEMR

Summer Field Trip Contract SFTC

Summer Parent Guardian Contract (No bidding) SPGC

Summer Piggyback Contract (Board Resolutions needed) SPBC

Summer Home to School (can be public and/or nonpublic schools) SUM

Summer Special Education SSPC



SUMMER TRANSPORTATION CONTRACTS (TCS)



SUMMER EXTENSION CONTRACTS (CES)



SUMMER EXTENSION CONTRACTS (CES)



BUS LEASE FORM (BLF)



BUS LEASE FORM (BLF)



BUS LEASE FORM (BLF)



BUS LEASE FORM (BLF)



SIGNATURE PAGE- LEASE AND AIDED ITEM



GARAGE LEASE FORM (GLF)



Visit our website –

http://www.p12.nysed.gov/schoolbus/

Contact me –

Phone: 518-473-2833  

email: paul.overbaugh@nysed.gov

http://www.p12.nysed.gov/schoolbus/
mailto:paul.overbaugh@nysed.gov
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