
WCU 2019-20 UNIVERSITY BUDGET REQUEST INSTRUCTIONS & PROCESS 
 

All budget request information is available at the budget process website, located at 
http://budgetprocess.wcu.edu. 

 

Process: 
 

• The university is continuing to use the online budget request form for the 2019-20 budget 
process. The form can be found at the following link: 
https://services.my.wcu.edu/sites/BudgetRequest/Lists/Budget%20Requests/NewForm.aspx?So 
urce=https://secure.mytest.wcu.edu/budgetprocess/Lists/Budget%20Requests/AllItems.aspx?P 
ageView=Shared&InitialTabId=Ribbon.WebPartPage&VisibilityContext=WSSWebPartPage&Root 
Folder=.  This link is also available on the budget process website. 

• Requests: Budget requests will align with the 20/20 Vision and other selected criteria. 
o Non-Recurring Budget Requests – Requests for one-time allocations should adhere to 

state spending guidelines. A unit may seek and receive bids in anticipation of the 
possible release of one -time monies. Goods or services that cost greater than $5,000 
will require bids which must go through the WCU Purchasing Department. The act of 
seeking and receiving bids does not obligate WCU to purchase that good or service. Be 
prepared to issue purchase orders based on bids, in case WCU is in a position to 
purchase before June 30, 2020. 

o Recurring Requests – Recurring requests should be classified as either “Recurring – 
Personnel” or “Recurring – Non-Personnel”. When submitting a recurring request, you 
must also identify if an associated non-recurring request (such as position start-up) 
exists. Please note – you will not have to create a separate non-recurring request for 2 (re)Th. -0.  

• Saving Budget Requests: Requestors can either save requests as a draft or submit the request to 
their division’s list of requests (or college’s list of requests, for Academic Affairs). When an item 
is saved as a draft, it remains in draft status until submitted for consideration. Drafts do not 
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