Instructions for the 2010-11 Budget Request

Open the Excel attachment, enter the appropriate data and then save the document (using the "save as" function) with a file name that reflects your division.
· Use for General Fund requests only.

· Put requests in priority order in one of three categories below with the top priority being listed first in each group. Do not assign multiple items in the same group the same priority level or on the same line.
1. Base operating (St wages, CSSM or equipment)
2. Base AP or COT positions (salary/wage plus fringe)

Note: GAs are student wages and should be in the operating section of the request.

3. Working (one-time) 

· Be sure to indicate the FOP number (all three numbers) and FOP name for each line requested.
· Indicate the number of the single University Strategic Plan goal you feel best represents the intent behind each request (chose only one).  The strategic plan with goals 1 to 8 is located on the website. http://www.gvsu.edu/strategicplanning
· Also include COIS Strategic Plan goals and your own program goals that apply. These can be found at: http://www.gvsu.edu/cois/index.cfm?id=413F3567-F521-6B95-E6250049D1A6312F 
· Resources for new degree programs (in process and approved) will only be considered if requested by the Dean so it is the unit’s responsibility to monitor their final plans for resource requests.
· Resources for grant match commitments (in process and awarded) will only be considered if requested by the Dean so it is the unit’s responsibility to monitor their grant proposals for resource requests.
· You may attach a brief narrative rationale to your request form. 
· Do not use to request faculty positions.

· Do not use to request adjunct/overload funds.

· Do not use for items already base funded.
