
9 

ECA FUNDS PROCEDURE  

REQUESTING TO USE MONEY 

 
 

Requisitioner, i.e. Sponsors, Coaches, Material 

Usage Teachers or Administrators, get a blank 

Student Activities Requisition Form (Use 

Student Activities Travel Req. for field trips) 

from the Secretary or Bookstore Manager 

responsible for Student Activities. 

Request for a 

check or cash 

envelope 

Request for a 

PO  

Requestor completes the top portion of the 

requisition form and includes the following 

information: 

 School, date, account name 

and account number. 

 Check the “Request for: ” 

box. 

 Check Send to box. 

 Under Purpose give a 

reason for request. 

 

 

Complete the top portion of the Requisition form and 

include the following information: 

 School, date, club name and account 

number. 

 Check the “Request for PO” box. 

 Attach SIAC minutes if money is 

being requested out of account 

number  8002 

 

The requisition is then forwarded to the 

Principal for approval.  If requestor is 

requesting funds out of the 8002 ECA 

account, then SIAC should have 

preapproved the use of funds at their 

meeting.  A copy of the SIAC minutes 

should to be kept on file at the school. 

If approved by the Principal, the Secretary 

or Bookstore Manager sends a copy of the 

requisition to Student Activities for 

approval and keeps a copy for file. 

After purchases are made, 

requistitioner completes cash envelope 

as per instructions and places receipts 

and unused cash or personal check in 

cash envelope. It is then returned to 

the Secretary or Bookstore Manager. 

They will forward it to Student 

Activities 

If approved by Student Activities 

and cash envelope is received by 

the requisitioner, the purchase(s) 

can then be made 

Purchase Order  

Requisition is given to Principal for 

approval, if approved; the Secretary 

or Bookstore Manager will input 

and submit requisition 

electronically to Student Activities 

attaching requisition, SIAC minutes 

if using #8002,  and any other 

paperwork within the Visions 

System. 

 

If Student Activities 

approves the requisition, 

it is then electronically 

sent to the Purchasing 

Department.  Purchasing 

will then issue a PO. 

 School is then 

sent a copy of the 

PO. Requisitioner 
can now make the 
purchase. 

After purchase is made 

requisitioner signs PO as Ok to 

pay, attaches receipts and gives to 
Secretary or Bookstore Manager. 
They will forward it to Student 

Activities. 

No further action 

is taken if 

requisition is 

disapproved at 

any step. 

Requisitions 

should be 

submitted for 

approvals at 

least 2 weeks 

prior to 

needing funds. 
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