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         Appendix “C” 
Cheque Requisition 
 
1.0 PURPOSE 

 
The purpose of a cheque requisition is to facilitate the payment for goods and/or services where a 
purchase order is not required, and a P-Card cannot be utilized. 
 

1.1 GENERAL 
 

• Expenditures over $1,000 will be permitted via cheque requisitions issued by the school to 
Accounts Payable directly.  

• All expenditures over $10,000 must have Purchasing approval prior to the acquisition of any 
goods or services.  

• Splitting of expenditures to circumvent spending thresholds will not be permitted. 
 

The following expenditures are permitted: 
 

• Bus charters, Taxis, Handi-transit 
• Graduation/Commencement expenditures (e.g. flowers, awards, room rentals, caterers, etc.) 
• Sporting events (registration entry fees etc.) 
• Class Trips 
• Fund raising for schools and students (e.g. rings, pictures, yearbooks, chocolates, etc.) 
• Professional and Consulting services (architects, consulting engineers, legal, medical.) 
• Programs in schools (e.g. Scientist, Big Brother, artists, up to $10,000 with full contract 

attached)  
 

2.0 CONTROL FEATURES 
 

• The attached cheque requisition must be used. The cheque requisition must be completed in 
full including proper approval signatures. 

• All original invoices or supporting documentation must be attached. 
• Purchasing Policy and Regulation must be followed for all procurement activities. 

  


