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	Unit:
	
	Unit Director:
	


	Step 1:
	Complete Annual Unit Plan, except for “Assessment Results” and “Use of Results” sections

	
	

	Step 2:
	If Type of Annual Unit Plan is a Zero-Based or Self-funded budget, then go to Step 4, otherwise proceed to Step 3. 

	
	

	Step 3:
	If attaching additional budget request form(s) to your Annual Unit Plan, make certain that you: (1) attach three appropriate estimates for product(s) being requested (unless it is a computer or technological equipment that Dell produces) and (2) have the appropriate division or committee related to the budget request(s) sign below to demonstrate that your request is compatible with and/or appropriate to this institution:


	Human Resources (Joanne)
	
	Administrative Services/Facilities (John)
	
	Information Technology/ Instructional Media  (Bryan):
	
	Purchasing (Tamrah)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Signature
	
	Signature
	
	Signature
	
	Signature

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Date
	
	Date
	
	Date
	
	Date


	Step 4:
	Submit Annual Unit Plan, Budget Request Worksheets (if necessary), and this Routing Form to the Office of AA by March 11, 2011

	
	
	
	
	
	

	
	
	
	
	
	

	
	

	Step 5:
	IEC Member reviews and signs by March 31, 2010. Must also attach the Annual Plan Checklist. Submit to the Unit’s Provost, VP or Dean

	
	

	
	
	
	
	

	
	

	Step 6:
	Provost/VP/Deans review Annual Unit Plans, Budget Requests, and regular Budget Worksheets with Unit Director by March 21-25, 2011. (In the event that a budget request form or annual plan requires revision, the Unit Director & Provost/VP/Dean will reschedule their meeting for a date prior to April 8th  to review the revised plans/forms.)

	
	
	
	
	

	
	Reviewed by Provost/VP/Dean:
	
	
	Reviewed by Unit Director:
	

	
	
	Signature                                     Date
	
	
	Signature                                     Date

	
	
	
	
	
	


	Step 7:
	Copy of Annual Unit Plan, Approved Budget Requests, and regular Budget Worksheets to Controller by April 8, 2011

	
	

	
	

	
	

	Step 8:
	Copy of Annual Unit Plan and this Routing Form to Office of Accreditation and Assessment by April 8, 2011
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