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Completing the Worksheet 

Budget Center No. (cell A2) – Indicate the last four numbers in the budget string for Program/Location. 
This can be found in the Self-Service budget module in Colleague. 

Submitter Name (cell A3) – Indicate the budget manager for this operating unit. 

Unit-Level Need (Column A) – Provide a brief description of the request. Use a separate line for each 
request. 

Rationale (Column B) – Provide a brief description of why additional funding is needed. 

Existing or New Budget Line Item (Column C) – If this is an existing expense in this budget or is a new 
expense type that requires a new object code. 

On-Going/One Time (Column D) – If this is a one-time expense, unique to the 2024-2025 budget year 
indicate in the drop-down menu as one-time. If this is an on-going expense that requires an increase to 
address a real or anticipated increase in cost indicate in the drop-down menu as on-going. 

Estimated Cost (Column E) – Indicate the cost that will be incurred during the 2024-2025 budget period. 
If there is an initial cost and subsequent ongoing costs, provide both costs in this cell (see sample). 

Budget Code String (Column F) – Indicate 




