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1. PURPOSE 

The purpose of this guideline is to provide a procedure that will be used by our schools for the contracting of 
motor coach “charter bus” services when District Transportation Services cannot accommodate a request for 
such services. 

The safe transportation of our students requires strict adherence to State of South Carolina and Federal laws 
as well as any District policies and regulations. Establishment of guidelines and procedures will help to establish 
a means to ensure safe transportation for all of our school children. 

These guidelines and instructions shall be used by all Richland County School District One personnel who plan 
to employ the services of a charter bus carrier. Only contractors that are on the “Qualified Provider List (QPL)” 
may be selected to perform field trips or to satisfy other school based transportation needs (i.e. athletic trips, 
etc.) 

2. REFERENCES 
 

2.1 South Carolina School Transportation Motor Coach Contracting Guidelines and Procedures (November 
2002) 

 
3. FEDERAL AND STATE MOTOR COACH OPERATIONAL REQUIREMENTS 

In contracting with a vendor for charter bus motor coach services, it is important to understand basic federal 
and state requirements for the motor coach industry. Motor coach companies can have the authority to operate 
either interstate, intrastate, or both. Intrastate means that the company only has the authority to operate in 
South Carolina. Interstate means that the motor coach company has the authority to operate in South Carolina 
and in other states. The governmental requirements of interstate and intrastate motor coach operators are 
presented in the following paragraphs. 

3.1 Motor Coach Companies with Interstate Authority 

The United States Department of Transportation (USDOT) or its administrative agencies have 
established the following requirements for motor coach companies that operate across state lines (i.e., 
interstate): 

3.1.1 Federal Motor Carrier Safety Regulations (49 C.F.R. § 301 et seq.) 

In the language of 49 C.F.R. § 390.5, a motor vehicle “designed or used to transport more than 
eight (8) passengers (including the driver) for compensation; or . . . designed or used to transport 
more than fifteen (15) passengers, including the driver, and is not used to transport passengers 
for compensation,” the operator of such a vehicle, and the motor carrier’s agents are all subject 
to the Federal Motor Carrier Safety Regulations (FMCSRs). 

Within these regulations are requirements for controlled substance and alcohol testing, minimum 
levels of insurance, and driver qualifications; driving rules; standards for equipment parts and 
accessories; hours of service limitations for drivers; requirements for the maintenance of the 
equipment; and hazardous material rules. The FMCSRs and interpretations can be obtained from 
the Federal Motor Carrier Safety Administration (FMCSA) Web site at 
<http://www.fmcsa.dot.gov/rulesregs/fmcsrhome.htm>.  

1. Controlled Substance and Alcohol Testing 

All drivers are subject to pre-employment controlled substance testing, random controlled 
substance/alcohol testing, post-accident testing, reasonable-suspicion testing, return-to-duty 
testing, and follow-up testing. 

2. Financial Responsibility: Insurance 

Charter motor coach vehicles are required to have $5 million in insurance as evidenced by 
Form MCS-90B (Appendix A-1) and a Certificate of Insurance (Appendix A-2) must also be 
produced for review upon reasonable request by a member of the public. 
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3. USDOT Identification Number 

A charter motor coach company engaged in interstate commerce (a motor coach that crosses 
a state line) must be marked with the legal name or trade name of the motor coach owner 
and, as of July 3, 2002, must have the USDOT identification number displayed on both sides 
of the motor coach. 

4. Driver Qualifications 

Federal law requires a motor coach company to ensure that a driver is qualified before he or 
she is allowed to drive the motor coach. A complete driver qualification file must contain all 
required documents, such as a valid commercial driver’s license and a medical certification 
card. A motor coach company must also ensure that its drivers do not violate the hours of 
service limitations. The company must maintain records of duty status; six months of time 
records must always be on file. 

For example, a driver cannot drive more than ten hours without taking an eight consecutive- 
hour break. A driver cannot drive after having been on duty fifteen hours (part driving time, 
part non-driving time) without taking an eight-consecutive-hour break. 

A driver cannot drive after having been on duty sixty hours in a seven-day period or seventy 
hours in an eight-day period if he or she is operating vehicles every day of the week. 

3.2 Motor Coach Companies with Intrastate Authority Only 

A motor coach company that operates only within this state must adhere to the South Carolina Motor 
Vehicle laws in addition to the FMCSRs. South Carolina requires that buses be registered properly and 
that a motor coach company transporting passengers for hire must have a minimum of intrastate 
authority. 

3.2.1 Controlled Substance and Alcohol Testing 

All drivers are subject to USDOT pre-employment controlled substance testing, random 
controlled substance/alcohol testing, post-accident testing, reasonable suspicion testing, return 
to duty testing, and follow-up testing requirements. 

3.2.2 Financial Responsibility: Insurance 

CAUTION: Motor coach companies with only South Carolina intrastate authority are required to 
meet only the state minimum insurance requirements. Therefore, in the event of an accident, 
liability coverage may not be adequate. The required insurance coverage is $25,000 per person 
per accident not to exceed $300,000 and $10,000 property damage per accident. Therefore, a 
motor coach transporting fifty passengers, with the minimum insurance coverage, must have only 
an average of $6,000 of insurance coverage per passenger ($300,000/50 = $6,000). 

3.2.3. Driver Qualifications 

South Carolina law requires that the driver of a bus designed to transport more than fifteen (15) 
passengers including the driver have a valid commercial driver’s license (CDL) for the weight of 
the particular vehicle operated and must have a passenger endorsement. 

4. RECOMMENDED PROCEDURES FOR PROCUREMENT OF MOTOR COACH SERVICES 

Ensuring that a school receives safe and dependable motor coach services is a three-step process: (1) Creating 
a list of approved motor coach companies, (2) Making informed contracting decisions for particular motor coach 
services, and (3) Conducting on-site monitoring of the actual service the company provides. 

4.1 Creating a List of Qualified Approved Motor Coach Companies The best practice is for the District to 
create a list of qualified pre-approved motor coach companies, i.e., Qualified Provider List, (QPL) and to 
provide that list to the departments/schools. The list (see Appendix A-3) will be posted on the 
Procurement Services web page. The list should be updated annually, typically in the late summer, just 
before the beginning of the new school year. In order to create a list of pre-approved motor coach 
companies, i.e., Qualified Provider List (QPL), the District will establish a screening process, using 
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specific criteria to assess each motor coach service provider. This function will be the responsibility of the 
Director of Procurement Services or his/her designee in the Procurement Services office. The “Motor 
Coach Service Pre-approval Application Form,” (Appendix A-4) provides a form that can be used to 
standardize and facilitate the process of contacting and screening motor coach companies for the pre-
approval list. However, in establishing this list, the District must follow their own procurements policies. 
Note: Be advised that charter motor coach companies with only intrastate authority may have 
very limited insurance coverage. 

4.1.1 Pre-approval Timetable 

The Director of Procurement Services, or his or her designee, should develop a timetable for the 
creation and updating of the pre-approved list of motor coach companies. The District should 
establish deadline dates for original applications and for annual updates. Each year, Procurement 
Services should send out an update reminder to each company currently on the pre-approved 
QPL. If a company does not respond with the updated required information, that company should 
be removed from the list after a thirty-day (30) grace period. It should also be understood that the 
District has the right to update pre-qualification material at any time. 

4.1.2 Pre-approval Requirements 

The District should create its list of pre-approved carriers by conducting external checks and 
document reviews of all prospective motor coach companies. 

1. External Checks 

 Reference Checks. The Procurement Services office should check the references that 
each company furnishes. The District should ask for a list of at least ten groups that have 
used the company for charter transportation within the past year and should contact at 
least three of these groups to ensure that there were no major problems with the services 
provided. If problems are documented, the District should make sure that corrective 
action has been taken by the company or that a plan is in place to remedy the situation 
prior to placing the company on the pre-approved QPL list. 

 Safety Ratings Check. The District shall conduct a review of the safety ratings of all 
prospective motor coach companies. Certain motor coach companies have no safety 
rating because they have not had a compliance review conducted by the FMCSA. If such 
a company meets all other criteria for District pre-approval, it can be added to the 
approved list for a conditional period of one year, with a contingency that it must obtain 
a safety rating within that year. 

A motor coach company receives an FMCSA safety rating as the result of a compliance 
review by the staff of either the USDOT or the South Carolina State Transport Police 
(SCSTP). For any interstate motor coach company this safety review must be conducted 
by the USDOT. If a motor coach company has been audited by the U.S. Department of 
Defense (DOD), that safety rating is an acceptable substitute for FMCSA rating. The 
DOD safety audit uses a scale from 1 to 5, with 1 to 3 being acceptable, 4 conditional, 
and 5 unacceptable. The DOD performs periodic inspections of companies that provide 
motor coach transportation for U.S. military personnel. 

The safety evaluation process developed by the FMCSA assigns a motor coach carrier 
one of three ratings: satisfactory, conditional, or unsatisfactory. The motor coach 
company that has received a conditional rating lacks some safety management controls. 
The District needs to make specific inquiries before accepting a motor coach company 
with a conditional rating. An unsatisfactory motor coach company should not be 
used. A motor coach company that has been issued an unsatisfactory rating and 
operates vehicles designed to transport fifteen or more passengers is given forty-five 
calendar days by the FMCSA to improve its rating. A company that fails in this regard is 
prohibited from operating such vehicles. 
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Carriers are notified of their official safety rating by the FMCSA, and the District may want 
to request a copy of that document. (A sample safety rating document is included here 
as (Appendix A-5) Safety ratings for companies that have had a recent compliance 
review by the FMCSA can also be found on the Internet: 

The home page of the FMCSA has links to carrier information and trade associations, 
rules and regulations, and general information: http://www.fmcsa.dot.gov/ 

The home page of the SAFER (Safety and Fitness Electronic Records) System has links 
to information about interstate registered carriers (i.e., those authorized to operate in 
multiple states). Carrier safety ratings can be accessed by company name, USDOT 
identification number, or MC/MX number: http://www.safersys.org/ 

The USDOT’s “Motor Carrier Safety: Analysis and Information Online” site contains 
information about moving violations and SafeStat, the data-driven analysis system that 
determines the current relative safety status of individual motor carriers: 
http://www.ai.volpe.dot.gov 

Companies authorized to operate only intrastate transport can be checked by contacting 
the SCSTP (see Appendix A-6) for web address and district office contact information). 

2. Document Review 

 Certificate of Insurance. The District shall require a prospective motor coach company to 
submit a Certificate of Insurance (see Appendix A-2) on which the school system is named 
as an additional insured. This certificate must document a minimum amount of $5 
million for interstate operations and may show a lesser amount if the company only 
has intrastate operating authority. The Certificate of Insurance should have a statement 
that the additional insured (RCSD1) will be notified thirty days in advance if the company 
drops any coverage. Documentation of all insurance information should be submitted: the 
policy number, the amount of coverage for each vehicle, the effective policy dates, the 
insurance carrier name, the insurance agent/agency, and appropriate carrier/agent 
telephone numbers. 

 Accident Register. The District should require the motor coach company to submit the 
Accident Register form as required by the FMCSA (see Appendix A-7). If the accidents 
on the register are not corroborated by your on-line review (see the websites listed 
above), then additional questions should be asked. Note that accidents are listed on the 
websites regardless of fault. 

 USDOT Identification Number. A charter motor coach company engaged in interstate 
must be marked with the legal name or trade name of the motor coach owner and, as of 
July 3, 2002, must have the USDOT identification number displayed on both sides of the 
motor coach. This number can be used at the above Web sites to identify the company. 

 Overbooking and Subcontracting Policy. The District should require the motor coach 
company to submit a policy or statement on overbooking and subcontracting, including 
the list of companies that are used as subcontractors. Note: Any company that is used 
as a subcontractor must also be on the pre-approved list. 

 Last Compliance Review. The District should require the motor coach company to submit 
the date of last compliance review and copy of the review (if the company has had a 
compliance review). 

 FMCSR Compliance Checklist. The District should ask the carrier (regardless of whether 
or not it operates for profit) to submit a checklist that indicates compliance with the 
FMCSRs: 

Part 382, Controlled Substances and Alcohol Use and Testing 

Part 383, Commercial Driver's License Standards; Requirements and Penalties 

http://www.fmcsa.dot.gov/
http://www.safersys.org/
http://www.ai.volpe.dot.gov/
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Part 387, Minimum Levels of Financial Responsibility for Motor Carriers 

Part 390, Federal Motor Carrier Safety Regulations; General 

Part 391, Qualifications of Drivers 

Part 392, Driving of Commercial Motor Vehicles 

Part 393, Parts and Accessories Necessary for Safe Operation 

Part 395, Hours of Service of Drivers 

Part 396, Inspection, Repair, and Maintenance 

Part 397, Transportation of Hazardous Materials; Driving and Parking Rules 

 Fleet Availability List. The District should require the motor coach company to submit a 
list of the number of vehicles available to deliver anticipated motor coach charter services 
to the school district by vehicle type (seating capacity, special amenities, etc.), and the 
city in which each vehicle is stored. 

 Emergency Road Response Plan. The company must submit a plan for responding to a 
maintenance failure during a trip. If the assigned vehicle is unable to complete the trip, 
how will a replacement motor coach be provided? 

Once all checks are completed and all required documents are received, the District should 
prepare its list of pre-approved motor coach companies and furnish it to all schools in the 
District. The Qualified Provider List (QPL) will be posted on the Procurement Services 
website. 

4.2 Ordering the Correct Services 

Once the District has distributed its list of pre-approved motor coach companies, a school can proceed 
to talk with a particular pre-approved motor coach company to arrange a trip. The following information 
is provided to help a school understand what needs to be considered in making an agreement with a 
particular carrier and how the process should be conducted. 

Based on specific requirements of the proposed trip, the school and the pre-approved motor coach 
company must work closely to make sure that they understand exactly what services the school needs 
and what services will be provided by the motor coach company. 

4.2.1 The Letter of Agreement 

The District should create or adopt a form that schools can use when requesting services from a 
pre-approved motor coach company for a specific trip. An example of such a form is provided in 
this document as (see Appendix A-8), “Letter of Agreement for Motor Coach Services: A 
Checklist.” 

If the District wishes to create its own instrument for this purpose, the form should be simple and 
easy for school personnel to complete and should call for the following information at a minimum: 

 name of the school or school group requesting the service, 

 name of the prequalified motor coach company selected to provide the service, 

 trip origin and destination, 

 trip date(s) and time(s), 

 total number of vehicles required for the trip, 

 total number of drivers required (if two or more, an explanation should be provided as to how 
and when the school expects the drivers to rotate driving duties), 

 total number of passengers going on the trip, 
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 what amount of unusual equipment/luggage (e.g., band equipment) the company allows and 
what unusual equipment/luggage the school needs to have transported, 

 what special requirements the vehicle(s) must fulfill (e.g., handicapped accessible, large 
equipment storage), 

 itemized and total charges for the trip, 

 who will pay (i.e., who should be invoiced) for the service, 

 how and when payment will be made, 

 name and all-hours telephone number of the school contact person, and name and all-hours 
telephone number of the motor coach company contact person. 

4.2.2 Letter of Agreement Checklist: Major Items 

1. Trip Details and Mileage 

The school representative who is contracting with the motor coach carrier should know the 
date of trip, number of passengers to be transported, and the trip itinerary. This individual 
must be sure to discuss the mileage with the carrier company’s representative. 

Trips of more than 550 miles should take more than ten hours and therefore will require more 
than one driver. However, some trips less than 550 miles may require more than ten hours 
of driving time (e.g., in rural or mountainous areas). The “ten hour rule” takes effect when the 
driver begins driving the bus for this trip (i.e., leaving the bus terminal). 

Be sure that the Letter of Agreement (Appendix A-8) includes either the cost of an extra driver 
if the length of the trip requires an additional driver or the cost of providing an appropriate 
location for the driver to rest. The driver cannot rest on the bus. Remember that the trip ends 
when the bus is parked after the trip itinerary is completed at the bus terminal, not when the 
students get off the bus. 

2. Trip Cost and Payment 

The school needs to understand how the cost of the trip will be determined. Make sure to 
identify whether the charges for the trip will be based on a daily rate or a mileage fee. Be 
sure to understand and discuss with the motor coach company any special driver 
accommodations, gratuity, or other costs. Be sure that you understand if there are any other 
costs—taxes, permits, or fees. Discuss and understand the deposit and refund/cancellation 
policy that will apply to the trip. Know how much of the total payment is due at the time of the 
reservation and when the final payment is due.  

3.  Emergency Contact and Miscellaneous Issues 

The school should know how to contact the motor coach company twenty-four hours a day 
in case of emergency (e.g., if the bus driver or vehicle does not show at the scheduled time 
and place). 

The school needs to understand any miscellaneous policies that might affect the trip (e.g., 
carry-on food or beverages). 

At some designated time, typically seven to ten days before the trip, the school contact 
person should make sure that neither the agreement nor the itinerary has changed. A call to 
the contracted motor coach company should be made to confirm the arrangements. If 
changes are necessary, they should be documented in writing. 

4.3 Monitoring Services on Motor Coach Arrival at School Site 

When a charter bus arrives to load the students for a trip, a school representative—typically the school 
principal, the assistant principal, or a teacher—must be on-site to make sure that the motor coach 
company and the specific vehicles that arrive at the school are what the school has ordered. In addition, 
the representative needs to make certain that a number of other requirements have been met. 
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Provided in this document is a “Pre-Trip Checklist” (Appendix A-9) designed to make certain that the 
school representative knows exactly what things need to be checked prior to the start of the trip. It is a 
quick and easy check to perform but is one that is essential to ensuring that the trip will be safe and 
successful. The check should be done privately with the driver, not in front of the students. In other words, 
the review should be completed before the students arrive or before the students are allowed in the 
boarding area. 

4.3.1 Review the Driver’s Documentation 

To ensure that the driver has the authority to operate the motor coach, the school representative 
should check to see that the driver has the following documents: 

1.  Valid commercial driver’s license with a P (passenger) endorsement.  

2.  Valid medical examiners certificate (pocket card). A medical certificate specifies an expiration 
date. The certificate is not valid beyond the expiration date shown on the card.  

3.  Driver’s record of duty status (log book). Make sure that such a log book is on board and that 
the driver’s duty status for the trip to the school loading area has been recorded. The log 
book should also show the previous seven days record of duty status for each driver involved 
in the contracted trip. 

4.3.2  Check Motor Coach Registration and Inspection 

The motor coach driver must provide certain information on each vehicle that is to be used on 
the trip. The purpose of this documentation is to ensure that the vehicle is properly registered 
and is in good mechanical condition. 

1.  Check each vehicle’s registration card to ensure that the vehicle is authorized to operate in 
the states that the trip will pass through. Make sure that the bus’s license plate and vehicle 
identification numbers match the registration card. 

2.  Check to see a copy of the vehicle’s USDOT annual inspection document, either a sticker or 
on paper. Note: these documents indicate the date of inspection, not the date of expiration, 
and are usually valid for only one year. 

4.3.3 Vehicle Safety Check 

Perform the safety check on the vehicle(s) that is detailed in the “Pre-Trip Checklist” (Appendix 
A-9). 

By the time the bus is loaded and ready for departure, most of the trip details should be in place, 
and the school representative should have determined that the motor coach company is indeed 
prepared to provide the services. At this point, it is important that the school representative give 
the school’s letter of agreement with the motor coach company to the school representative who 
will be traveling with the students so that he or she will have a summary of the services that are 
to be provided and will know the emergency contact’s name and phone number in case the need 
arises. 
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Appendix A-1 (Page 1 of 2) 

MCS-90B Form 
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Appendix A-1 (Page 2 of 2) 
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Appendix A-2 
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Appendix A-3 

DISTRICT LISTING OF PRE-APPROVED MOTOR COACH COMPANIES 

QUALIFIED PROVIDER LIST “QPL” 

 
 

Motor coach company: _______________________________                                                                    

Contact person:_____________________________________                                                                               

Mailing address: ____________________________________                                                                            

          __________________________________________ 
city                          state                                  zip 

 

Phone number:                 -                  -                     

Fax number:                  - _               -                       

E-mail: _______________________________________________________                                                                                           

 
Payment method: 

 

 full payment 7 days before service 
 

 full payment due within 30 days after 
service 

 

Motor coach company: _______________________________                                                                    

Contact person:_____________________________________                                                                               

Mailing address: ____________________________________                                                                            

          __________________________________________ 
city                          state                                  zip 

 

Phone number:                 -                  -                     

Fax number:                  - _               -                       

E-mail: _______________________________________________________                                                                                                                                                                       

 
Payment method: 

 

 full payment 7 days before service 
 

 full payment due within 30 days after 

service 

 

Motor coach company: _______________________________                                                                    

Contact person:_____________________________________                                                                               

Mailing address: ____________________________________                                                                            

          __________________________________________ 
city                          state                                  zip 

 

Phone number:                 -                  -                     

Fax number:                  - _               -                       

E-mail: _______________________________________________________                                                                                           

Payment method: 
 

 full payment 7 days before service 
 

 full payment due within 30 days after 
service 

 

Note: Vendors who have been qualified will be posted to the Procurement Services webpage. 
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Appendix A-4 (Page 1 of 3) 

 
MOTOR COACH SERVICE PRE-APPROVAL APPLICATION FORM 

Your motor coach company is invited to seek approval for use by Richland County School District One. Please 
complete this form and submit it, along with the requested attachments, to this address: 

 
Richland County School District One 

Procurement Services 
201 Park Street 

Columbia, SC 29206 

Motor Coach Company: _____________________________ 

Contact person: ___________________________________ 

Street: ___________________________________________ 

City, state, zip: ____________________________________ 

Phone number: ________ - ________ - _________ 

Fax number: ________ - ________ - ___________ 

E-mail: __________________________________________ 

Emergency contact: 

Name: __________________________ 

All-hours phone number: 

_______ - _______ -__________ 

A. Address each of the following requests for information in the space provided here. Please type or 
print clearly. (If more space is necessary, additional pages may be attached. Please reference your 
responses as “Section A” and use the appropriate item numbers on any added pages.) 

 

1. Summarize your company’s maintenance program, your maintenance personnel qualifications 
requirements, and your vehicle inspection program. 

 
2. List the state or national professional associations or emergency aid organization in which your company 

maintains membership: 

Name: 

Name: 

Name: 

3. (A) Summarize your company’s policy on emergencies and maintenance breakdowns. Attach a copy of 
the actual policy statement. (B) Describe in summary any recent breakdowns on trips. 

 
 
4. Explain your company’s policies on drivers’ hours of service if they are other than those required in Part 

395. 
 
 
5. Specify by description type (seating capacity, special features, etc.) the number of motor coach vehicles 

your company has available for contracting: If additional space is needed, attach additional pages. 
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Vehicle Type 

Number  
Available 

Seating  
Capacity 

Special  
Features 

    

    

    

    

    

    

 
6. Indicate the method of payment your company requires: 
 

or  service 
 

 
 

� Daily rate per bus: $__________ or � mileage fee: $ __________ per mile 
 

B. Submit the following documents with this application form: 
1. A Certificate of Insurance in the amount of $5 million (minimum) on which the school system is named 

as an additional insured or, if your company is an intrastate carrier, a Certificate of Insurance verifying 
a lesser amount; 
 

2. Form MCS-90B, “Endorsements for Motor Carrier of Passengers policies of insurance for public liability 
under Sections 18 of the Bus Regulatory Reform Act of 1982”; 

 
3. Evidence of a USDOT identification number (MCS-150, FMCSA letter, etc.); 
 
4. A policy statement on overbooking and subcontracting, including the list of companies that are used as 

subcontractors (NOTE: any company that is used as a subcontractor must also be on this school 
district’s approved list of contractors); 

 
5. A dated copy of your last compliance review, if applicable; and 
 
6. A copy of your company’s Accident Register. 

 
C. Federal Motor Carrier Safety Regulations 

By affixing my initials to each of the following Federal Motor Carrier Safety Regulations listed below, I certify 
that my company meets all safety requirements of the Federal Motor Safety Carrier Administration: 

Part 382, Controlled Substances and Alcohol Use and Testing     ________ 

Part 383, Commercial Driver's License Standards; Requirements and Penalties  ________ 

Part 387, Minimum Levels of Financial Responsibility for Motor Carriers   ________ 

Part 390, Federal Motor Carrier Safety Regulations; General     ________ 

Part 391, Qualifications of Drivers       ________ 

Part 392, Driving of Commercial Motor Vehicles       ________ 
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Part 393, Parts and Accessories Necessary for Safe Operation    ________ 

Part 395, Hours of Service of Drivers        ________ 

Part 396, Inspection, Repair, and Maintenance      ________ 

Part 397, Transportation of Hazardous Materials; Driving and Parking Rules   ________ 

D. Drug and Alcohol Policy in Compliance with Part 382 
1. How many drivers does your company employ (part-time and full-time)?  ________ 

 
2. How many drug tests did your company administer during the last calendar year? ________ 
 
3. How many alcohol tests did your company administer during last calendar year?  ________ 
 
4. Is your company a member of a motor coach transport drug testing consortium?  � Yes � No 

If yes, list all consortium companies: 

Name: Phone: _______ - _______ -_________ 

Name: Phone: _______ - _______ -_________ 

Name: Phone: _______ - _______ -_________ 

 

CERTIFICATION 
As the authorized representative of my company, I hereby certify that all information contained in this 
document and all required documents attached to this document are factual and correct. 

  
Name: ____________________________________   

(Please print or type.)  
 

Title: __________________________________ 
(Please print or type.)  

 

Company Name: ____________________________________ 

(Please print or type.)  
 

Signature: _________________________________  Date: ________________ 
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SOUTH CAROLINA STATE TRANSPORT POLICE (SCSTP) 

 

Command Headquarters 10311 Wilson Boulevard, Bldg D-2  

Post Office Box 1993  

Blythewood, SC 29016 

Office: 803-896-5500  

Fax: 803-896-5526 

Region 1 - Columbia 1239 Columbia Avenue  

Irmo, SC 29063 

 

Motor Carrier Services Post Office Box 1993 

Blythewood, SC  29016 

Office: (803) 896-8282 

Fax: (803) 896-2698 

 
 
FMCSA – Field Office 
 

South Carolina Division 1835 Assembly Street 

Suite 1253 

Columbia, SC 29201-2430 

Phone: (803) 765-5414 Fax: (803) 

765-5413 
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ACCIDENT REPORT 

Index 

Number 
Date Location 

City/State 
Driver’s Name Number 

Injuries 
Number 

Fatal 
Vehicles 

Towed 
HM 

Incident 
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LETTER OF AGREEMENT FOR MOTOR COACH SERVICES: A CHECKLIST 

 

For this form to be regarded as a formal Letter of Agreement between the school or District and the motor 
coach company it must be completed and signed by a school or District representative and then signed by a 
representative of the motor coach company and a copy returned to the school or District. 

 

 Select a motor coach company from the District’s list of approved companies (QPL). 

 Name of company contacted: ____________________________________________________________   
                                                                                                                            

 Name of company’s representative: _______________________________________________________                                                                                                                    
 

 Phone number:             -              -            _______________________                   
 

 Fax number:             -            -________                  
 

 E-mail address:_____________________________________ 
 

 Mailing address:_______________________________________________________________________ 

street address                                        city                   state                 zip 

 Be ready to provide the motor coach company the following information: 

 Name of school or school group sponsoring the trip___________________________________________ 
                                                                              

 Trip departure date:                                  Time:            :            A.M./ P.M. 
 

 Pick-up location: ______________________________________________________________________  
 

 Trip itinerary—describe in detail where the bus(es) must transport students: 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

 Trip return date:                                  Time:            :            A.M. / P.M. 
 

 Drop-off location:_______________________________________________________________________ 
 

 Total number of passengers going on trip (students, teachers, chaperons, etc.): 

 If any unusual equipment/luggage (e.g., band equipment) is to be transported, specify what type and 
how much: 
____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 List any special requirements for the bus(es) (e.g., handicapped accessible, large equipment storage): 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 
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 Confirm with Motor Coach Company 

 Name of emergency contact person: _________________________________      

            
 All-hours phone number:              -              -            _ 

 

 Number of drivers required ___________ 
____________                 

 Total trip mileage:   ___________  

                         
 If two or more drivers are required, how and when should the school expect the drivers to rotate driving 

duties?     
____________________________________________________________________________________ 

____________________________________________________________________________________          

____________________________________________________________________________________                                                                                                                                 

 Specify seating capacity and special requirements for each bus required: 
 

 Seating 

Capacity 

 
Special Requirements 

Identification  

Number* 

 

Bus 1 

   

 

Bus 2 

   

 

Bus 3 

   

 

Bus 4 

   

*If possible, obtain the identification numbers of the buses to be used. 

 Identify Trip Costs and Payment Method 

 What is the motor coach company’s fee for transportation services and how is it computed? 
 

 Daily rate per bus: $_                    __               OR      mileage fee: $                      per mile_ 

___                    

 Other fees: $                                     
 

The District may be responsible for other charges. Itemize such charges in detail if necessary: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 Total charges for all transportation services: $ (Include total fee for all buses ordered.) 
 

 Who will pay for the services (i.e., who should be invoiced if not the school or District representative who 

made these arrangements)? 

 What will the method of payment be? 

 full payment 7 days before service          OR        full payment due within 30 days after service 
 How can payment be made? 

 cash 
 credit card    (cards accepted:                                                                              ) 
 check 
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 Contact person for billing questions if different from the motor coach company listed above: 
 

Name of billing company: 
_________________________________________________________________                                                                                                                                   

 
Name of billing company’s representative: 
____________________________________________________                                                                                                        

 

Phone number:             -              -            __ 

 

E-mail address: ___________________________________________________________ 

 

Mailing Address: ____________________________________________________________________ 
    street address                                  city   state                      zip 
 
 

DISTRICT CONFIRMATION OF ARRANGEMENT FOR SERVICES 

To be completed by the school or District representative who made the arrangements: 
 

Date arrangements with motor coach carrier were finalized: _____________________________________                                        
 

Your name: ___________________________________________________________________________                                                                                                                    

                            (type or print) 
 

Your school/district position:______________________________________________________________ 

                                                                          (type or print) 
 

Your signature: _________________________________________________________________________                                                                                  
 

Date signed:  ________________________________________                          
 

A copy of this completed form (pages 1–3) must be mailed or faxed 
to the contracted company for confirmation of agreement. 

 

MOTOR COACH COMPANY CONFIRMATION OF AGREEMENT FOR SERVICES 

To be completed by a representative of the motor coach company: 
 

Name of company representative: ______________________________________________________________ 

Position: __________________________________________________________________________________ 
(type or print) 

Signature:  ________________________________________________________________________________                                                                                          
 
Date signed: _________________________________                         
 
Note: A copy of this signed document (pages 1–3) must be mailed or faxed back to the school at the following address: 

Contact Person’s Name  

School or District Name  

Street Address 
City, State, Zip 

Fax Number: xxx-xxx-xxxx 
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PRE-TRIP CHECKLIST 

School or school group sponsoring the trip:_______________________________________________________                                                                                                              
 

Trip departure date:                                                       Trip return date: _________________________________                                                    

 

Pick-up location:                                                             Drop-off location: ________________________________                                                                  

Contracted motor coach company: _____________________________________________________________________                                                                                                                            

Number of buses contracted:___________________                              

Emergency contact person (please type or print) ___________________________________________________                                                                                                    

All-hours phone number:              -             - _________                   

PRIOR TO THE DAY OF THE TRIP 

 Review the terms of the letter of agreement. 

VEHICLE ARRIVAL - OPERATIONAL 

 Check to make sure that the company whose vehicle(s) arrive is the company that was contracted for this trip. 

If the vehicle(s) are not from that company, ensure that the vehicle(s) are from valid subcontractors of 

that company and are on the district’s list of preapproved carriers. 

 Make sure that the proper number of buses and drivers are present, as stipulated in the contract for the trip. 
 

VEHICLE SAFETY CHECK 

 windows/windshield not severely cracked 

 windshield wipers work 

 heating/air conditioning and windshield defogging systems work 

 interior lights work 

 headlights (high beam/low beam) work 

 tail lights/brake lights work 

 horn works 

 tires (no slick tires and all tires appear to be properly inflated) 

 no unusual oil/grease leaks (at wheel seals or under the bus) 

 fire extinguisher (available and charged) 

 no air leaks (walk around vehicle and listen for air leaks while driver applies the brakes) 

 copy of the annual safety inspection (either sticker or form) available 
 

DRIVER/VEHICLE INFORMATION 

 valid commercial drivers license with a P (passenger) endorsement 

 valid medical certificate (pocket card) 

 driver’s record of duty status (log book) 

 copies of the previous seven days’ record of duty status for each driver 

 vehicle registration card to ensure that vehicle is authorized to operate in the states of the trip. Make sure that 

the license plate and vehicle identification number matches the number on the registration card 

 vehicle USDOT annual inspection document, either a sticker or on paper (Note: these documents indicate the 

date of inspection, not the date of expiration, and are usually valid for only one year.) 
 

GOING ON THE TRIP 

 Take a copy of the Letter of Agreement on the trip. The emergency contact’s name and phone number should 
be on that form. 


