
6th Grade

Field Trip 
Permission Slip
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Directions

Choose a place were you would 
like to go for a field trip.  

***It must be within 60 miles of PHJH***

Questions to Think About
• WHERE you are going?
• WHY you need to go there?  
• What are you planning on learning from this field trip?  
• What is the DATE of the field trip?  
• What TIME will you be leaving and returning?  
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Accessing Document
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1. Sign in to Microsoft Teams
2. Login: sID#@phsd144.net

District Password
3. Click on ASSIGNMENTS
4. Click on FIELD TRIP 

PERMISSION SLIP
5. Click on       next to document 

in MY WORK
6. Select OPEN IN WORD.

mailto:sID#@phsd144.net


Set Up Document Layout
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MARGINS

1. Click on LAYOUT
2. Click on MARGINS
3. Select NARROW
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PAGE ORIENTATION

1. Click on ORIENTATION
2. Select PORTRAIT
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Formatting Document
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DOCUMENT TITLE

1. Click on HOME
2. Change font to ELEPHANT
3. Change font size to 48pt
4. Change alignment to CENTER
5. Type the title PERMISSION SLIP
6. Hit ENTER once.Slide 9



LINE SPACING

1. Click on HOME
2. Change line spacing to 1.5
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FORMATTING FONT
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1. Change font to CAMBRIA
2. Change font size to 12pt.
3. Change alignment to LEFT

**Doesn’t change for the rest of the document***



Formatting Letter

Slide 12



INSERTING DATE
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1. Click on INSERT tab & select DATE & TIME.
2. Select MONTH #, YEAR (July 1, 2100).
3. Select UPDATE AUTOMATICALLY
4. Click OK
5. Hit ENTER once.



SALUTATION
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1. Type “DEAR PARENT OR GUARDIAN:”
2. Hit ENTER two times.



EXPLANATION TEXT
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1. Type a 6-8 sentence paragraph making sure to do 
the following:
• Describe WHERE are you going.
• Explain WHY you need to go there and WHAT you will learn.
• State the DATE of your time and what TIME you will leave 

and return.

2. Hit ENTER two times.



COMPLIMENTARY CLOSE
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1. Type your teacher’s name.
2. Hit ENTER once.
3. Type your teacher’s title.
4. Hit ENTER once.
5. Type PRAIRIE HILLS JUNIOR 

HIGH.
6. Hit ENTER three times



Formatting Signature Slip
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DIVIDING LINE
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1. Click on the INSERT tab
2. Click on SHAPES
3. Select the LINE shape.
4. Draw a line UNDER the salutation.



LINE FORMATTING
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1. Click on the line to open 
DRAWING TOOLS – FORMAT menu.

1. Click on SHAPE OUTLINE.
2. Select BLACK for the color.
3. Click on WEIGHT & select 2 ¼ pt.
4. Click on DASHES & select DASH.



SLIP CONTENT 1
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1. Click underneath the line.
2. Type “Child’s Name:”
3. Click on the UNDERLINE button.
4. Hit TAB five time to create a black line.
5. Unclick the UNDERLINE button.
6. Hit ENTER one time.



SLIP CONTENT 2
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1. Type “I give my child permission to attend 
the field trip to (where) on (date of trip).”

2. Hit ENTER two times.
3. Type “Parent Signature: ”
4. Hit ENTER two times.
5. Type “Parent Contact (phone or email): ”



SIGNATURE BOX
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1. Click on the INSERT tab.
2. Click on SHAPES.
3. Select the RECTANGLE.
4. Draw the rectangle next to 

PARENT SIGNATURES.
5. Draw another box for PARENT 

CONTACT.



FORMATTING BOXES
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1. Click on parent signature box 
to access DRAWING TOOLS –
FORMAT menu.

2. Click on SHAPE FILL & select 
NO FILL

3. Click on SHAPE OUTLINE & 
select BLACK.

4. Repeat 2 & 3 for PARENT 
CONTACT box.



Saving Document
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SAVING TO ONEDRIVE

Click on DISK ICON to save 
your document to OneDrive
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Turning in Assignment
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TURN IN ASSIGNMENT

Slide 27

1. Verify that your document is 
under MY WORK.

2. Click on TURN IN.


