
 

 
STUDENT ACTIVITIES REQUISITION 

 
The first step in the process to being able to use monies out of Student and/or 
Auxiliary Funds is to fill out a Student Activities Requisition form found on the Student 
Activities Website.  If funds are being requested for any type of Student Travel, i.e., a 
field trip to the Phoenix Zoo, fill out the Student Activities Travel Requisition form 
instead.   
 
It is also important to remember that a Student Activities Requisition form will need to 
be filled out prior to a Fundraiser being conducted by a student group/club.  The 
only exception would be if no money is due to the company supplying the product 
and/or service for the fundraiser.     
 
Please remember, the Student Activities Requisition form is merely a request to use 
funds.  Numerous approvals need to be given as well as a purchase order or cash 
envelope issued before monies can be spent.  Please refer to the flowcharts in the in 
this book to see the complete process for requesting to use Student/Auxiliary Funds.   
 
Mesa Public Schools is under no obligation to pay for goods/services if the 
proper procedures are not followed.  Refer to the After the Fact section of this 
book for more information.    
 
A Student Activities Requisition form should be submitted for approvals at least 2 
weeks prior to when the funds are needed.  If at anytime during the process, a 
requisition is disapproved, no further action is taken and funds may not be spent. 
 
The Student Activities Requisition form is not only used to request funds, it also 
provides information such as, a description of the goods/services being requested, 
the vendor, and the method of payment to the vendor. 
 
In order to fill out the requisition form, the requisitioner needs to determine if the 
vendor accepts purchase orders or will need to be paid at the time of the purchase.  
A purchase order is an agreement between a vendor and Mesa Public Schools.  The 
vendor agrees to supply a product and/or service to Mesa Public Schools prior to 
being paid by the District. 
 
Using a Purchase Order is the preferred method.  Therefore, the requisitioner should 
always try to use vendors who accept purchase orders.     
 
The Purchasing Department maintains a database of all approved vendors.  If the 
requisitioner does not know whether or not a vendor is on the vendor database, they 
should ask the School Secretary, the Student Activities Department, or the 
Purchasing Department.  If the requisitioner is requesting to use a vendor not on the 
database, but who is willing to accept a purchase order, the requisitioner will need to 
contact Purchasing to have the vendor set-up prior to filling out a requisition. 
 
 
 



STUDENT ACTIVITIES REQUISITION CONTINUED 

 
Also, if you want to use a vendor who is also an MPS Employee, contact the 
Purchasing Department to see if they can be used and are in compliance with 
Arizona Revised Statue 38-503. 
 
It is important to know whether a Purchase Order or a Cash Envelope will be issued 
after the requisition is approved.    
 
So, how does one know whether to use a Purchase Order or a Cash Envelope?  The 
following is a brief description of each. 
 
 
Purchase Order 
Blanket Purchase orders can be used more than once and are ideal for items 
needing to be ordered throughout the year.  Once the requisition has been approved 
by Student Council (if applicable) and by the Principal; the School Secretary will enter 
the data from the paper requisition into the MPS financial system.  The data will then 
be transmitted to the Student Activities Department for approval.  Once approved by 
the Student Activities Department, the data will be transmitted to the Purchasing 
Department.  The Purchasing Department will then issue a purchase order with a PO 
number.  This is District’s preferred method of purchasing merchandise and services.  
 
Cash Envelope 
A cash envelope is primarily used if the vendor does not accept purchase orders.  A 
Cash Envelope is merely a cash advance.  Once the requisition is approved by the 
Student Activities Department, a check is issued to a Mesa Public School employee.  
Cash envelope requests should not exceed $200 (under special circumstances cash 
envelopes may be issued in higher amounts).  The requisitioner should not purchase 
anything prior to receiving the cash envelope.  As with a purchase order, a cash 
envelope can ONLY be used to purchase the items that were approved on the 
requisition.  Services, rentals and chemicals can not be purchased with a cash 
envelope.  
 
Check 
Checks can also be issued out of a Student Fund account for donations, registrations 
or scholarships.  Checks are issued whenever the students at a school want to give 
an organization or someone a cash donation.  Before checks can be issued, the 
funds have to be available in the account.  Donations can only be made out of a 
Student Fund account.  Examples of cash donations are as follows:  American Red 
Cross, Salvation Army, American Cancer Society, etc. Scholarships must be made to 
the student and an educational establishment. 
  
The following pages contain instructions that pertain to requisitions. 
 
 
 
 
 



 

Instructions for Completing a Requisition for a Purchase Order or 
Check 

 
The Student Activities Requisition can be found on the Student Activities Website.  
As discussed previously, whenever Student/Auxiliary Funds are requested, a Student 
Activities Requisition form needs to be completed. 
 
Reminder: 
If money is being requested for anything to do with a student field trip, the 
requisitioner should fill out a Student Activities Travel Requistion rather than a 
Student Activities Requisition.   
 
A.  Club Sponsor/Teacher/Coach - Determine if there are enough funds. Monies 
will not be approved to be used unless available, an exception to this is for 
fundraisers.  A Cash Availability Report can be requested from the Student Activities 
Secretary.  A recognized student club will need to vote to use student funds. 
 
B.  Once it has been determined that enough funds are available, then a requisition 
form can be filled out.  The Club Sponsor, Grade Level or Class Teacher needs to 
obtain a requisition form the Student Activities Website under the forms tab. 
 
C.  The Sponsor/Teacher needs to provide the following information: 
      1.  Date – Date the requisition is prepared. 
      2.  Vendor Number – This is a 5 digit number which has been set up on the 
 MPS vendor database.  This number can be obtained from the School 
 Secretary. 
      3.  School – The name of the School. 
      4.  Department/Club – Sponsors will put the name of the student club.  
 Teachers will put the name of the account they are using, i.e., 3rd grade or 
 band. 
      5.  Acct. No. – This is a four digit code that can be obtained from the School  

Secretary. The four digit account number will start with a 7 for a club, 8 for 
ECA and 3 for material usage.    

      6.  Student Officer – A Student Officer needs to sign if a club is requesting 
           funds.  No Student Officer signature is needed if funds are being  requested 
by a Teacher if it is a class club, material usage acct or ECA. 
      7.  Club Sponsor/Teacher/Coach – Signs his/her name.                                                        
      8.  Check the “Request For Box” for what you are requesting -                                                                      
 The vendor name, address, and phone number need to be supplied. 
          * The requisitioner should indicate under the “Send To” if the PO or check 
    should be sent to the vendor, requisitioner, or to another party. 
          * The requisitioner fills in the total amount of money being requested.   
             Remember to include tax, shipping and handling. 
 
Note:  There is a 5.6% sales tax on all out of state purchases.  This tax should 
be figured in the total amount of the requisition.  
 



            *Fill in the quantity, unit (if applicable), description of services or items,  
              estimated unit price (if applicable), and the total.  Tax, shipping and  
    handling should be listed separately on the requisition. 
 
After the requisitioner has completed their part of the requisition, the requisition 
needs to be approved by both Student Council (if using club funds) and the Principal.  
It will then be given to the School Secretary for further processing.                   
 
The requisitioner is NOT to purchase anything until the School Secretary has given 
them the Purchase Order.  
 
A Flow Chart is inserted at the end of this section.  All of the steps on the Flow 
Chart must be completed before any merchandise; services or contracts can 
be purchased, ordered or contracted.  If this is not followed through to the end, the 
purchase will be considered an after the fact. (See the section on after the facts and 
their consequences). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Instructions for the Requisitioner Filling Out a Requisition when a 
Cash Envelope will be issued out of Student Funds 
 
A cash envelope is a check made out to an employee and enclosed in an envelope.  
Be sure to read the instructions in the envelope before purchases are made. 
 

 
A cash envelope will only be issued if you are using a local vendor that will 
not accept a purchase order ie: Walmart, JoAnn’s, Albertsons.   

 
 
The Student Activities Requisition can be found on the Student Activities Website.  
As discussed previously, whenever Student/Auxiliary Funds are requested, a Student 
Activities Requisition form needs to be completed. 
 
Reminder: 
If money is being requested for anything to do with a student field trip, the 
requisitioner should fill out a Student Activities Travel Requistion rather than a 
Student Activities Requisition.   
 
A.  Club Sponsor/Teacher/Coach - Determine if there are enough funds. Monies 
will not be approved to be used unless available, an exception to this is for 
fundraisers.  A Cash Availability Report can be requested from the Student Activities 
Secretary.  A recognized student club will need to vote to use student funds. 
 
B.  Once it has been determined that enough funds are available, then a requisition 
form can be filled out.  The Club Sponsor, Grade Level or Class Teacher needs to 
obtain a requisition form the Student Activities Website under the forms tab. 
 
C.  The Sponsor/Teacher needs to provide the following information: 

1. Date – Date the requisition is prepared. 
2. Vendor Number – This is a 5 digit number which has been set up on the MPS 

vendor database.  This number can be obtained from the School Secretary. 
3. School – The name of the School. 
4. Department/Club – Sponsors will put the name of the student club.  Teachers 

will put the name of the account they are using, i.e., 3rd grade or band. 
5. Acct. No. – This is a four digit code that can be obtained from the School  

Secretary.  The four digit account number is also called the Function Code.  
 All Student Funds function codes begin with a 7.    

6. Student Officer – A Student Officer needs to sign if a club is requesting 
funds.  No Student Officer signature is needed if funds are being requested 

 by a Class Teacher. 
7. Sponsor/Advisor – Club Sponsor (needs to be an MPS employee) signs 

his/her name.  Teacher (Grade Level or Class Teacher) signs his/her name. 
      8.  The requisitioner should check the Request for Cash Envelope box.   

1. The box for “Send Check to” should be checked.   



2. The name of the MPS employee requesting the cash envelope should be 
written on the vendor line.   

3. The total amount of money being requested.   
       9.  Write the date when the event will be happening and the date when the 

 person expects to return the cash envelope. Otherwise, we give seven 
 days from the date the check was cut to spend and return the cash  
 Envelope. 

 10. Fill in the description of items that are going to be purchased with the cash 
  envelope. 
 

After the requisitioner has completed their part of the requisition, the requisition 
needs to be approved by both Student Council (if using club funds) and the Principal.  
It will then be given to the School Secretary for further processing.                   
 
The requisitioner is NOT to purchase anything until the School Secretary has given 
them the Cash Envelope.  
 
A Flow Chart is inserted at the end of this section.  All of the steps on the Flow 
Chart must be completed before any merchandise; services or contracts can 
be purchased, ordered or contracted.  If this is not followed through to the end, the 
purchase will be considered an after the fact. (See the section on after the facts and 
their consequences). 
 


