I. General Information
Please note:
· All requests must address the criteria outlined in the narrative section.
· Use a separate form for each request.
· Have a succinct, descriptive title.
· FORWARD IN BOTH ELECTRONIC AND PRINTED FORMAT

Point Person(s) and Contact Information:											
Department(s)/Unit(s):  											

Proposal Title:
										
Summary (approx 250 words):
	



To be completed by the Department Chair/Director
Department/Unit Priority			Requests must be ranked numerically, each	
Rank numerically:  _____ of _____ submitted		assigned a single rank (no ties or split rankings)

___________________________________________________________ 
Chair/Director Signature 					  Date		            

To be completed by the College Dean or Division Administrator
College/Division Priority					Remarks:
Rank numerically: _____ of _____ submitted 
Action:  [  ] Advanced    [  ] Not Advanced

___________________________________________________________
Dean/Division Administrator Signature 	        		Date
	
To be completed by the Vice Chancellor or Chancellor
Division Priority 					Remarks:
Rank numerically: _____ of _____ submitted 
Action:  [  ] Advanced    [  ] Not Advanced    

___________________________________________________________
VC/Chancellor Signature			  		Date	
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II. Supplemental Budget Request Narrative

Please provide a brief proposal narrative. The narrative should be no longer than five pages (insert pages as needed), and must include clear statements of the nature and priority of the request, university-level considerations, justification, outcomes and evaluation and timing. Use the bullet points in each section to assist in developing your proposal; you do not need to address each bullet.

A. Nature and Priority of Request
Clearly identify the goal/objective to be achieved, and why this is a compelling priority. For example, you might wish to consider some of the following points:
· What are the benefits of achieving this goal/objective?
· What is the university need met by the proposed project and how will it contribute to the Centennial Plan and mission?
· What is the priority of this request versus other program activities in which the department/unit is involved?
B. University Level Considerations
Clearly address how the proposed project fits within the unit/department and university. For example, you might wish to consider some of the following points:
· What is the recent history of similar requests?
· How will the program be coordinated with other similar activities or departments/units?
· Are there examples from other institutions where this approach has succeeded?
C. Justification
Clearly present evidence to justify the request. For example, you may wish to consider some of the following points:
· How is the request consistent with the evaluation responses to the unit/department’s PEEQ report? 
· What evidence supports the recommendation (e.g., data, statements/information, or needs-assessment from university stakeholders such as students, faculty, staff or employers)?
D.   Outcomes and Evaluation
Clearly identify the criteria by which the success or benefits of the proposed project can be judged. For example, you may wish to consider some of the following points:

· How will the program/activity objectives be assessed or evaluated?
· What measures will be taken to ensure that outcomes identified in the request are achieved?
· How will evaluation outcomes be used to make future improvements or adjustments to the program or activity?
D. Timetable
Include a timetable for implementing the request.
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III.	Cost Estimate and Budget Detail

A. Budget Detail Narrative

Remember to consult with appropriate collaborative departments and units 
(LTS, Facilities, etc.)  regarding estimated expenses.

Briefly detail the resources requested. (Insert answers here or on a separate page.) Include workload/cost estimate information (i.e., the basis for determining the estimate). Use the worksheet on the next page to develop your budget. 


1. For requests seeking positions, quantify workload and provide functional descriptions of position duties.
2. Document the required resources needed within each of the budgetary categories (i.e., supplies, travel, personnel, FTE and salary). 
3. Identify one-time costs separately from base budget costs.
4. Describe any internal contribution to the cost of the program/initiative from the unit/department (reallocation of workload, FTE, and significant and/or external funding); if applicable, identify any other funding sources and/or new revenues.
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B. Budget Detail


	USE OF FUNDS
DESCRIPTION
	Base Budget 
	Base FTE
	 One-time Adjustment 

	Unclassified Salaries
	 
	 
	 

	Classified Wages
	 
	 
	 

	LTE Wages
	 
	 
	 

	Student Wages
	 
	 
	 

	Travel
	 
	 
	 

	Supplies
	 
	 
	 

	Permanent Property/Equipment
	 
	 
	 

	OTHER:
	 
	 
	 

	 
	 
	 
	 

	Total:     
	 
	 
	 

	
	
	
	

	

SOURCES OF FUNDS, IF APPLICABLE
	
	
	

	
	
	
	

	REALLOCATION OF FUNDS: If you indicated reallocation in your budget narrative, identify the source of reallocated funds.

	
	DEPT ID (Account):
	FTE
	Amount ($)

	GPR
	 
	 
	 

	Program revenue
	 
	 
	 

	OTHER:
	 
	 
	 

	
	
	
	

	NEW FUNDS: If you indicated you will develop new revenues in your budget narrative, identify the source of the new revenues.

	
	DEPT ID (Account):
	FTE
	Amount ($)

	Program revenue
	 
	 
	 

	OTHER:
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