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Budget Request Propsal Forms are used for activities that cannot be funded within the constraints of a campus or department's regular budget
allocation. Describe the request in adequate detail and include specific account codes for budgeting purposes. Mid-year proposals should be for
emergency purposes only, otherwise proposals should be submitted each Spring during the budget planning cycle for the following Fiscal Year.
Please complete and submit to the Director of Finance for review and approval. Incomplete forms will not be considered.

Requestors Name:

Campus / Department:

Which Fiscal Year are you submitting this proposal for?

Is this Request for Ongoing Expenditures or One-Time Expenditures?

l. Description:

Please attach all necessary documentation to support this request, including further description if necessary.

Il. Justification:

Please be descriptive and explain your needs, goals, and the student benefits for the request.

lll. Budget and Expense Information:

Budget Account/s or Budget Information:

Budget Amount Requested:

Please make sure that the requested budget amount will cover all associated costs for the intended project, do not forget about
shipping, installation, parts, accessories, etc. Please ensure all purchasing policies and procedures are followed, and procurement
standards are met. If you have a quote, please attach.

IV. Approvals:
Submitted By:
Campus or Department Budget Manager Date
Approved By:
Director of Finance Date

Approved By:

Superintendent Date
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