ESC Funding Request Flowchart

*Students should NOT be purchasing anything until the preapproval is signed back to us – that includes reimbursement receipts.
*Under NO circumstances should you be uploading any funding documents to Teams. Any documents uploaded to Teams does not constitute a submission of funds request, you MUST follow the above processes to properly secure your funds.

Step 1: Funding Request


ESC Org submits formal funding request including detailed budget list via Presence 5-10 business days before ESC meeting 


ESC Advisor vets the request to ensure all is above board and reaches out for any questions, missing info, or edits.


Step 2: Funding Request Meeting


1st meeting of each month


ESC Org presents brief presentation on what they are requesting and why it servces the mission of ESC


Step 3: Preapproval Process


ESC Advisor writes preapproval with strong justification (is the purpose for retention, visibility, growing orgs, enhancing student experience, etc..) with budget attached.


Step 4: Purchasing


If the request is under $200, the ESC votes on it the same day; If over $200, the request is voted on the following week.


This process may take several days depending on the speed of Steps 1-2.


Once approved and returned signed back to ESC Advisor, ESC Advisor will work with the Org to purchase what they need. A purchasing meeting may be necessary for custom products or travel requests.


ESC Advisor then approves the request to present at the next ESC Funding Meeting. Org must then email a powerpoint to the ESC Executive Assistant at ascwucommunityasst@cwu.edu


This does NOT mean you are good to begin purchasing funds, only that ESC has agreed that this is an acceptable use of funds.


