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	Budget Request Submission Instructions

	

	How do I get to the online Budget Request Forms?

	1. Log into Employee Virtual Office. 
2. Click on the College Planning link. 
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Click on the Budget Request Forms link. 

	

	How do I submit an online Budget Request?

	1. Fill out form with your contact information and select the form or forms you wish to use for your request. 
2. Fill out and complete ALL required fields. (Your request will not be submitted until all required fields are completed.)
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Align your request with both NCTC and MNSCU Strategic Direction Goals. (Required fields)
4. Click the Submit Button. Successfully submitted requests are E-mailed to both the requestor and their supervisor.

5. If you do not receive a success message, please make sure you completed all required fields highlighted in red.

6. If you selected more than one form at the beginning your next form will automatically appear after you click the Submit Button.

	

	Budget Requests can be also be submitted by paper:

	1. Click on the Print & Complete link
2. Click the Budget Request form you would like to Print. 
3. Print, complete and hand in to Sandy Hagen. 
DEADLINE FEBRUARY 11, 2011
Check out the FY2012 Budget Calendar for the complete planning timeline.

	

	Questions/Comments
If you have questions regarding the Budget Request process, please contact:
TRF:  
Jennifer Killmer
Jennifer.Killmer@Northlandcollege.edu Ext. 8545
Stacey Hron 

Stacey.Hron@Northlandcollege.edu Ext. 8584
	
	EGF:  
Paulo Perez
Paulo.Perez@Northlandcollege.edu Ext. 2439
Chad Sperling
Chad.Sperling@Northlandcollege.edu Ext. 2436


