
Program or Service: ___MGMT_______





Contact Person: _Melanie Meyer___

PROGRAM REVIEW PLAN PART I:  CURRENT PROGRAM DESCRIPTION

	Program Name:  MGMT
	Program Contact Person:  Melanie Meyer
	Comments

	 Type:

(check all that apply)
	GE ____
	Certificate __X_
	Basic Skills _X__
	Vocational __X
	Community Ed  _X__
	Other: ____
	

	Date of last Program Review:
	N/A
	Name of person who wrote last program review: N/A
	

	Type and number of courses:

(Previous Acad. Year)
	Lecture _18___
	Lab ____
	Distance Learning _3___
(type of DL course)  TV _1___         Online _2___
	Not including summer or wintersessions

	Number of sections:
(Previous Acad. Year)
	Morning _0___
	Afternoon __1__
	Evening __3__
	Weekend __14__
	Off campus __0__
	Distance Learning __3__
TV __1__       Online _2___
	Heavy workshop class schedule – strong lead generation opportunity

	Program WSCH:
	05-06 --377
	06-07 --381
	07-08—524
	

	WSCH/FTEF:
	05-06 --395
	06-07 --249
	07-08 --315
	

	Staffing:
	# of full-time faculty _1___
	# of part-time faculty __4__
	# of classified staff __1 – share with division__

FTE _??___
	Support Staff:  Arlene Dalton
FT Faculty:  Alex Braun 

	Program Fees: (List labs and fee amount)
	Lab __N/A______  Fee __ N/A ________  Lab ___ N/A _______  Fee ____ N/A ______

Lab __ N/A ___  Fee __ N/A _____  Lab __ N/A ____  Fee ____ N/A ___

                              (attach additional page if needed)
	Materials ___ N/A __ Fee __ N/A ___

Materials ___ N/A __ Fee __ N/A ___
   (attached additional page if needed)
	

	Other funding sources:
	N/A
	

	Current Budget

Allocation:
	Total

$ _562_________
	Duplicating

$ __429________
	Equipment

$ __________
	Instructional Supplies $ __133__
	Other – Office Depot
$ _________
	

	Facilities:
	# of labs assigned to

Dept. _N/A___
	Room(s) ________________________________________________
	

	Lab type:
	Computer _____
	Wet _____
	Dry _____
	

	# of computer labs used during the semester:
	N/A
	

	Other labs or facilities used weekly: (describe type and location)
	N/A
	


Program or Service: ___MGMT_________





Contact Person: _Melanie Meyer ___
1.  Vision Statement.  Please provide the Vision Statement for your area.  The Vision Statement should support Mission College’s Mission Statement.  Refer to       the college website mission statement as a guide.  

	The Management department at Mission College provides transfer, degree and certificate programs as well as community, career and vocational education to meet local community needs.


2.  Overview  Please provide a *brief* description of current development in your program and an overview of your activities and the accomplishments over Academic Year 07-08. Quantify your accomplishments whenever possible.  

Please limit your comments to the space provided (one page of text or less).

Enrollment growth:  MGMT enrollment was up 70% semester over semester.  Updated curriculum, new formats including expanded workshop classes plus additional promotion has helped drive enrollment growth.  Average class size has more than doubled in last 5 years to 27.
Advisory Committee meets annually.  For minutes and membership, see:  http://www.missioncollege.org/depts/bus/advisory.html.  Includes 20-25 community leaders and key program contacts.

Ongoing partnership with Community Education.  Provide instructors from programs to teach at local business organizations.  Regularly participate in meetings with local businesses. 

Curriculum.  
--all courses updated for program review

--4 degree/certificate revisions.  All certificates are now 16 units to be eligible for financial aid.  Most are integrated with work experience/internships.
All courses have distance learning approval.

NEW Internship program launched that includes standard curriculum deliverables.  Beta Fall 2008.  Opportunity to collaborate with local businesses and move students into jobs.  Standard deliverables:
--Written learning objectives and job description

--Reflection paper including organizational analysis and transferable skills.

--Master work portfolio

--Employer evaluations

Articulation Day Participation.  Continued participation in Mission’s Articulation Day.  Met with Eastside Union High School District, Milpitas High School, Central County Occupational Center, Fremont High School, and Santa Clara Adult Ed.  7-10 articulation agreements in place with local organizations.
NEW Agreement with Menlo College’s Business Management bachelors program with concentrations in International Management, MIS, and Marketing Communications.
NEW Course Offerings (1-day workshop format)
--MGMT 027 Developing Effective Training Programs
--MGMT 028 Compensation Management
--MGMT 029 How to Hire

--MGMT 022 Budgeting for Managers (revision) – Offered October 25, 2008
NEW Certificates:  1 – Warehousing

--Includes 3 new courses:  Warehousing Operations (3 units), Forklift Safety and Operations (1 unit), Warehousing Internship (1-3 units).  Industry partnership with Goodwill Industries
Marketing

--Regular distribution of workshop flyers.

--Promotion of workshop classes in local newspaper event listings.

--Ads in San Jose Mercury News career section and Silicon Valley Chamber newspaper

3. New programs. What new programs, certificates, degrees, or courses have you identified as possible offerings for the future growth and improvement of your program/discipline? (Developing these should be included in Part III.)

Warehousing Certificate – will launch in Spring 2009.  In response to regional economic development group/collaborative.  Partnership and joint promotion with Goodwill Silicon Valley.
--High Wage High Demand Projections for Logistics Careers – see:  http://www.vteabp.org/reports_cpk/High_Wage_High_Demand_Logistics_Occupations_in_California.pdf 

--Community College Industry Scan for Logistics Bay Area Region – see:  http://www.coeccc.net/Environmental_Scans/Logistics_AtAG_SF_06.pdf 

Human Resource Management Certificate – launched Fall 2007.  High Demand

New course:  MGMT 118 Human Resource Management

--Occupational Outlook Handbook projects above average demand – see:  http://www.bls.gov/oco/ocos021.htm  or http://www.bls.gov/oco/ocos150.htm 
--EDD Labor Market Data projects job growth in Santa Clara County between 12-17% from 2004-2014 depending on position – see:  http://www.labormarketinfo.edd.ca.gov/ 

Project Management Certificate – launched Fall 2007.  High Demand.

--Over 250 jobs in project management listed for local area on monster.com

--Occupational Outlook Handbook projects above average job growth across a range of industries.  Salaries are above average.  See:  http://www.bls.gov/oco/ocos258.htm 

Program or Service: ___ MGMT ________                                               Contact Person: __Melanie Meyer_
PROGRAM REVIEW PLAN PART II: STUDENT LEARNING OUTCOMES UPDATE

1.  SLO Progress Summary.  Please indicate the level of completion your program has reached in creating measurable SLOs.  For instructional programs, please indicate levels for both program-level SLOs and individual course-level SLOs.  Use the following indicators for progress:  1- In progress; 2- Near Complete; 3- Complete.  If not complete, please also provide an estimated date of completion.
	Department or Program Level SLOs     __3___     Completion Date:      __September 2008________     

Individual Course Level SLOs              __3__     Completion Date:      __August 2008________     


	
	Program Contact Person:
	Comments


2.  SLO Progress Detail.  Please provide a *brief* description of how your program is integrating the assessment of SLOs into planning and operations.

Please limit your comments to the space provided (one page of text or less).

Course SLOs and assessments are being beta tested during Fall 2008.  Summary reports are due by end of semester.  Results will be reviewed at Spring 2009 department meeting and any required changes made at that time.
Program SLOs drafted and posted to department website for review.

Program or Service: ___MGMT_________





Contact Person: __Melanie Meyer __
PROGRAM REVIEW PLAN PART III: DEPARTMENT/SERVICE GOALS 

Instructions: Please complete columns C through G in the following chart.  Columns A and B are pre-filled with established goals at the District and College level.  Use columns C through G to enter goals and related information for your program.  Organize your program goals in connection with the District and College goals.

For column C, please list between one and five overarching goals for your program.  Use column D to provide a brief justification for each goal.  Use column E to supply or reference data which supports this justification.   For column F, please provide discrete, measurable outcomes for each goal.  There may be more than one outcome for a given goal.  Finally, indicate through a checkmark any college planning documents which are supported by the specific goal.
Some questions to consider:

1)  What are your departmental/program level Student Learning Outcome statements? Have Student Learning Outcomes been completed at both the program level and course level for all courses?    If not, this must be listed as a high priority goal for your program.
2)  How does your program status as described in the recent E&FMP document compare with the needs of your program now in the areas of 

· Staffing?
· Facility usage, such as labs and classrooms?
· Enrollment and allocation efficiency (FTEF, FTES and WSCH/FTEF, etc)?
· Program Updates, including updates to course curriculum and program awards?
· Student access, success, and persistence?
· Budget and resources?
3) What are the specific goals that your program would like to achieve in the next 2 to 4 years? How are those goals connected to your Student Learning Outcomes? Do you see your program expanding or changing in relation to
· Course offerings?
· Outreach activities?
· Demographic and economic changes in the community or student population?
· New certificates, degrees, or programs?
· Support services, including tutorial services?
· Other areas?
4) How is your program going to successfully complete the established goals and outcomes? 

· Is there a lead person or position assigned to each outcome?
· Is it clear how each outcome will be measured to show successful progress?
· Are there clear timelines associated with each outcome?
Program or Service: ____MGMT_______





Contact Person: __Melanie Meyer __
PROGRAM REVIEW PLAN PART III: DEPARTMENT/SERVICE GOALS 

	A
	B
	C
	D
	E
	F
	G

	DISTRICT GOALS - 
	COLLEGE GOALS
	PROGRAM/DEPT GOALS
	JUSTIFICATION FOR GOALS
	PROGRAM DATA
	PROGRAM/DEPT OUTCOMES
	CONNECTION TO COLLEGE PLANNING

	District Educational Master Plan (1997)
	E&FMP - Mission Core Values & Goals (2001)
	 
	 
	 
	 
	 

	 
	 
	
	
	
	
	

	1.  Accessible
	1. Create a student-center institutional culture of professionalism, discovery, inclusion and success.
	 
	 
	 
	 
	□ Accreditation  □ E&FMP  □ Mission Statement  □ Student Equity Plan  □ Matriculation Plan  □ Technology Plan  □ Other (specify): 

	 
	 
	 
	 
	 
	 
	 

	2.  Accountable
	2.  Shape the academic program to meet community needs, emphasize student learning and foster instructional excellence.  3.  Promote academic success and create dynamic, innovative students services programs that address the richness of Mission College's population and community.
	Meet community needs by increasing Advisory Committee participation in program review and   increasing local business participation in internships.
	Helps ensure programs meet community needs.  Identifies new opportunities for classes and vocational training.
	Advisory Committee made ~20 recommendations in Spring 2008 regarding programs and marketing efforts.
	Students completing business program will be prepared for entry level business positions and/or to operate a business.

(Measured by student follow up survey as administered by Institutional Research dept; increased # of student internships completed).
	X Accreditation  x E&FMP  x Mission Statement  □ Student Equity Plan  □ Matriculation Plan  □ Technology Plan  □ Other (specify): 

	3.  Quality
	4.  Strengthen Mission College's function as a community resource to preschool through 12th grade institutions, local government, transfer institutions, businesses and industry and community based organizations.


	Increase # certificates awarded annually.  Scan local environment for new program opportunities.  

Review certificate/degrees for appropriateness, retarget where necessary.  Evaluate costs/benefits of achieving Society of Human Resource Management (SHRM) preferred provider status.
	Demonstrates competency in subject area.  Helps ensure programs meet community needs.  Identifies new opportunities for classes and vocational training.
	Certificates awarded:  2005-2006 (5); 2006-2007 (6); 2007-2008 (3)
	Students completing business program will be prepared for entry level business positions and/or to operate a business.  (Measured by increase in student certificates awarded).
	x Accreditation  x E&FMP  x Mission Statement  □ Student Equity Plan  □ Matriculation Plan  □ Technology Plan  □ Other (specify): 

	 
	 
	 
	 
	 
	 
	 

	4.  Comprehensive
	5.  Raise institutional standards by developing the potential of the Mission College community and providing the tools necessary to foster innovations.  6.  Create an institutional climate of full enfranchisement and participation for all students, faculty and staff.
	Add sections of high demand project management classes, consider new locations such as Campbell Center. Promote skill development workshops to local business community and other students. “Take 1 More Class This Semester” Program
	Helps ensure programs meet community needs.  Identifies new opportunities for classes and vocational training.

Workshop classes serve as lead generation opportunity – easy way to get new students in the door.
	 FTES:

Spr 2008 (84)

Fall 2007 (61)

Spr 2007 (130)*

Fall 2006 (113)*

*preHBA years
	Students completing business program will be prepared for entry level business positions and/or to operate a business.  (Measured by class referral survey and increase in FTES).
	x Accreditation  X E&FMP  x Mission Statement  □ Student Equity Plan  □ Matriculation Plan  □ Technology Plan  □ Other (specify): 


Program or Service: __ MGMT__________





Contact Person: __Melanie Meyer _
PROGRAM REVIEW PLAN PART IV: IMPLEMENTATION TIMELINE & PROGRESS REPORT
	GOALS
	TIME LINE
	TIME LINE
	TIME LINE
	TIME LINE
	Comments/Explanations 

	(From Part II)
	Year 1
	Year 2
	Year 3
	Year 4
	for Changes/Delays

	 
	 
	 
	 
	 
	 

	 Meet community needs by increasing Advisory Committee participation in program review and   Increasing local business participation in internships.
	 Programs reviewed annually at Advisory Committee meeting. Specific action items outlined.

Internship classes published in class schedule each semester.  Partnerships with local businesses developed.
	 Programs reviewed annually at Advisory Committee meeting. Specific action items outlined.

Internship classes published in class schedule each semester.  Partnerships with local businesses developed.
	 Programs reviewed annually at Advisory Committee meeting. Specific action items outlined.

Internship classes published in class schedule each semester.  Partnerships with local businesses developed.
	 Programs reviewed annually at Advisory Committee meeting. Specific action items outlined.

Internship classes published in class schedule each semester.  Partnerships with local businesses developed.
	 

	
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 Increase # certificates awarded annually.  Scan local environment for new program opportunities.  Review certificate/degrees for appropriateness, retarget where necessary.  Evaluate costs/benefits of achieving Society of Human Resource Management (SHRM) preferred provider status.
	 (2) New short certificate programs developed.

Certificates revised based on feedback from Advisory Committee and local businesses.

Research and prepare SHRM preferred provider application.
	 (2) New short certificate programs developed.

Certificates revised based on feedback from Advisory Committee and local businesses.
	 (2) New short certificate programs developed.

Certificates revised based on feedback from Advisory Committee and local businesses.
	 (2) New short certificate programs developed.

Certificates revised based on feedback from Advisory Committee and local businesses.
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 Add sections of high demand project management classes, consider new locations such as Campbell Center. Promote skill development workshops to local business community and other students. “Take 1 More Class This Semester” Program
	 FTEF added to allow for additional sections to be offered.  Budget allocated for copying of flyers to promote workshop classes and marketing programs.
	 FTEF added to allow for additional sections to be offered.  Budget allocated for copying of flyers to promote workshop classes and marketing programs.
	 FTEF added to allow for additional sections to be offered.  Budget allocated for copying of flyers to promote workshop classes and marketing programs.
	 FTEF added to allow for additional sections to be offered.  Budget allocated for copying of flyers to promote workshop classes and marketing programs.
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 


Instructions:  For Part III, please fill in actions/activities that will lead you to your overarching goals in Part II.

Annual Progress Report:  1 – In progress; 2 – Complete; 3 – No longer needed; 4 - New

Program or Service: _____MGMT_______





Contact Person: _Melanie Meyer  __

PROGRAM REVIEW PLAN PART V:  Additional Comments
Please use this space to provide any additional commentary you would like. This is your opportunity to tell us anything about your program that you would like and that was not included in any other section.

Management skills are required in a wide range of organizational areas.  The current program offers opportunities for students interested in or from a variety industries to develop and grow core management skills, or pursue degree or certificate programs.  Employment of managers is projected to grow 12-16 percent over the 2006-16 decade, depending on industry (Source: Occupational Outlook Handbook). 
Both the Project Management and Human Resource Management certificate programs were added in past two years and are seeing strong enrollment growth.  Opportunities exist to expand these key programs through more class offerings, professional association partnerships, internship opportunities and advisory committee participation.
Management workshop classes serve as a good “lead generation” tool.  Often students sign up for one class, like the class, and come back to take more classes or complete a certificate program.  
BUS/MGMT/MKT faculty members have strong industry experience; there are currently 13-15 part time faculty members that teach in all program areas.  PT faculty members are also leveraged by Community Education at corporate training sites.

Program or Service: ___MGMT_________



Contact Person: __Melanie Meyer ________
PROGRAM REVIEW PLAN PART VI: Resources
Will additional resources be needed to accomplish these goals?  If so, indicate the resource or need, rationale, and estimated cost.  IMPORTANT NOTE:  You may be able to use this same information in the current academic year College Budget Advisory Council (CBAC) budget request form should resources be available and the form remains the same as the draft version.  Therefore, matching CBAC categories are listed in parenthesis below.  See attached page for draft of current academic year CBAC form.  

	Related Goal and Activity
	Resource or Need

(CBAC:  “Description of Request)
	Rationale

(CBAC:  Justification)
	Estimated Cost

(CBAC:  Breakdown of Costs)

	Meet community needs by increasing Advisory Committee participation in program review and   Increasing local business participation in internships.
	Research Coordinator support; Assessment Coordinator support for student follow up survey
	Assessment of program outcome:  student success in getting job
	$10,000/yr



	 Meet community needs by increasing Advisory Committee participation in program review and   Increasing local business participation in internships.
	Funding for Advisory Committee meetings -- Invitations, copies, food, supplies
	Required for accreditation, ed code, to support program outcomes
	$800/yr

	Meet community needs by increasing Advisory Committee participation in program review and   Increasing local business participation in internships.
	Funding for Internship Coordinator/Career Advisor (40 hrs/month)
	To support growth in internship program and meet program outcome for student success
	$15,000/yr

	Add sections of high demand project management classes, consider new locations such as Campbell Center. Promote skill development workshops to local business community and other students. “Take 1 More Class This Semester” Program
	Ads on workshop classes in local business/career publications


	Drives enrollment growth
	$5000/yr

	Add sections of high demand project management classes, consider new locations such as Campbell Center. Promote skill development workshops to local business community and other students. “Take 1 More Class This Semester” Program
	Duplicating $$s
	Need copies of surveys, workshop flyers, program promotional flyers
	$800/yr

	Add sections of high demand project management classes, consider new locations such as Campbell Center. Promote skill development workshops to local business community and other students. “Take 1 More Class This Semester” Program
	Increase in FTEF to offer high demand classes
	Need FTEF to support increase in FTES growth
	$30,000/yr

	All goals
	Additional support for SOC
	Increase in program support required to support program outcomes
	$40,000/yr


08/09 BUDGET REQUEST FORM

                                                                            Mission College 

	TITLE OF BUDGET ITEM REQUESTED:
	Accountable

	College GOALS / Dept. and/or Area Activities to support these goals:
	Meet community needs by increasing Advisory Committee participation in program review and   Increasing local business participation in internships.

	Dept or Area affiliation of person submitting request:
	BUS/MKT/MGMT 
	name of contact:  
	Melanie Meyer
	contact phone #
	408-855-5019


	
	ONE-TIME 

or

ON-GOING 
	DESCRIPTION

OF REQUEST
	JUSTIFICATION
	BREAKDOWN

OF COSTS *
	TOTALS

	   Staffing * (One-Time)
	       
	     
	     
	     
	     

	Staffing* 

(On-Going)
	On-going
	Research Coordinator support; Assessment Coordinator support for student follow up survey
	Assessment of program outcome:  student success in getting job
	$10,000/yr
	$10,000/yr

	Staffing* 

(On-Going)
	On-going
	Funding for Internship Coordinator/Career Advisor (40 hrs/month)
	To support growth in internship program and meet program outcome for student success
	$15,000
	$15,000

	Supplies
	On-going
	Funding for Advisory Committee meetings -- Invitations, copies, food, supplies
	Required for accreditation, ed code, to support program outcomes

	$800/yr
	$800/yr

	Technology
	     
	     
	     
	     
	     

	GRAND TOTAL
	$ 25,800


NOTE: Remember to review with and send a copy of this request to your Supervisor, Department Chair, Division Chair or Administrator!

*Include salaries, benefits, taxes and shipping charges where applicable.

For CBAC USE ONLY

BTI                     Strategic Direction
             Facilities Modification
                                               Program Maintenance


[
08/09 BUDGET REQUEST FORM

                                                                            Mission College 

	TITLE OF BUDGET ITEM REQUESTED:
	Additional Support for SOC

	College GOALS / Dept. and/or Area Activities to support these goals:
	All dept goals

	Dept or Area affiliation of person submitting request:
	BUS/MKT/MGMT 
	name of contact:  
	Melanie Meyer
	contact phone #
	408-855-5019


	
	ONE-TIME 

or

ON-GOING 
	DESCRIPTION

OF REQUEST
	JUSTIFICATION
	BREAKDOWN

OF COSTS *
	TOTALS

	   Staffing * (One-Time)
	       
	     
	     
	     
	     

	Staffing* 

(On-Going)
	       
	     
	     
	     
	       

	Staffing* 

(On-Going)
	       
	     
	     
	     
	       

	Staffing* 

(On-Going)
	On-going
	Staff support for SOC
	Additional program support due to increase in initiatives
	$40,000
	$40,000

	Supplies
	       
	     
	     
	     
	       

	Technology
	     
	     
	     
	     
	     

	GRAND TOTAL
	$ 40,000


NOTE: Remember to review with and send a copy of this request to your Supervisor, Department Chair, Division Chair or Administrator!

*Include salaries, benefits, taxes and shipping charges where applicable.  

For CBAC USE ONLY

BTI                     Strategic Direction
             Facilities Modification
                                               Program Maintenance


[  ]
                  [  ]
    [  ]
       [  ] CW  [  ] Instruction  [  ] Admin.  [  ] SS


08/09 BUDGET REQUEST FORM

                                                                            Mission College 

	TITLE OF BUDGET ITEM REQUESTED:
	Comprehensive

	College GOALS / Dept. and/or Area Activities to support these goals:
	Add sections of high demand project management classes, consider new locations such as Campbell Center. Promote skill development workshops to local business community and other students. “Take 1 More Class This Semester” Program

	Dept or Area affiliation of person submitting request:
	BUS/MKT/MGMT 
	name of contact:  
	Melanie Meyer
	contact phone #
	408-855-5019


	
	ONE-TIME 

or

ON-GOING 
	DESCRIPTION

OF REQUEST
	JUSTIFICATION
	BREAKDOWN

OF COSTS *
	TOTALS

	   Staffing * (One-Time)
	       
	     
	     
	     
	     

	Staffing* 

(On-Going)
	       
	     
	     
	     
	       

	Staffing* 

(On-Going)
	  On-going
	Increase in FTEF to offer high demand classes
	Need FTEF to support increase in FTES growth
	$30,000/yr
	  $30,000/yr

	Staffing* 

(On-Going)
	  On-going
	Duplicating $$s
	Need copies of surveys, workshop flyers, program promotional flyers
	$800/yr
	  $800/yr

	Supplies
	  On-going
	Ads on workshop classes in local business/career publications


	Drives enrollment growth
	$5000/yr
	  $5000/yr

	Technology
	     
	     
	     
	     
	     

	GRAND TOTAL
	$ 35,800


NOTE: Remember to review with and send a copy of this request to your Supervisor, Department Chair, Division Chair or Administrator!

*Include salaries, benefits, taxes and shipping charges where applicable.

For CBAC USE ONLY

BTI                     Strategic Direction
             Facilities Modification
                                               Program Maintenance


[  ]
                  [  ]
    [  ]
       [  ] CW  [  ] Instruction  [  ] Admin.  [  ] SS

08/09 BUDGET REQUEST FORM

                                                                            Mission College 

	TITLE OF BUDGET ITEM REQUESTED:
	Quality

	College GOALS / Dept. and/or Area Activities to support these goals:
	Evaluate costs/benefits of achieving Society of Human Resource Management (SHRM) preferred provider status.

	Dept or Area affiliation of person submitting request:
	BUS/MKT/MGMT 
	name of contact:  
	Melanie Meyer
	contact phone #
	408-855-5019


	
	ONE-TIME 

or

ON-GOING 
	DESCRIPTION

OF REQUEST
	JUSTIFICATION
	BREAKDOWN

OF COSTS *
	TOTALS

	   Staffing * (One-Time)
	       
	     
	     
	     
	     

	Staffing* 

(On-Going)
	       
	     
	     
	     
	       

	Staffing* 

(On-Going)
	       
	     
	     
	     
	       

	Staffing* 

(On-Going)
	  On-going
	SHRM application fee
	To achieve preferred provider status and increase value of HR Certificate in community
	$750/yr
	  $750/yr

	Supplies
	       
	     
	     
	     
	       

	Technology
	     
	     
	     
	     
	     

	GRAND TOTAL
	$ 750


NOTE: Remember to review with and send a copy of this request to your Supervisor, Department Chair, Division Chair or Administrator!

*Include salaries, benefits, taxes and shipping charges where applicable.

For CBAC USE ONLY

BTI                     Strategic Direction
             Facilities Modification
                                               Program Maintenance


[  ]
                  [  ]
    [  ]
       [  ] CW  [  ] Instruction  [  ] Admin.  [  ] SS








