ECA Application Procedures

f Organizing Internal Activities
Submission of Proposal (Form A)
L 2 weeks in advance

Organizing External Activities
Submission of Proposal (Form B)
3 weeks in advance

v

Year Plan, Interim Report, Annual Report (Form C)

Evaluation (Form D) — to be submitted within 1 week

after the function or activity

v

Letters for outsiders
Proof-read by Ms. Karina Calver

Temporary Leave From Lessons
Submission of Application (Form E)
2 days in advance

v

Camera Lending Service (Form F)
5 days in advance

TIC

Financial Report

v

Or

TA

Sponsorship
Submission of Application
2 months in advance

v

Booking School Premises & Scheduling
Submission of Application
2 days in advance

v

Photos-to be saved by TIC/TA under
S:\00 Admin Folders\Adm 17 School Photos\

v

v

Request for and Return of IT Equipment (Form G)

5 days in advance

Announcements (Form H)
1 day before

v

Posting Bills
2 days in advance

v
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