
REQUEST FOR FINANCE & HUMAN RESOURCE ACTIONS FOR AN APPROVED NEW CENTER

Before beginning this process, approval must be given from the Provost Office.

Is a four-digit Department Code and a six-digit Organization Code desired or only a 
six-digit Organization Code?

ONLY USE THIS FORM IF YOU ARE REQUESTING A COLLEGE OR DEPARTMENTAL CENTER.  IF YOU 
ARE INTERESTED IN ESTABLISHING A UNIVERSITY CENTER OR ARE UNSURE OF WHAT TYPE OF 
CENTER WILL BEST SUITE YOUR NEEDS, CONTACT SANDRA MUSE. 

OR

For additional assistance, please contact Financial Reporting, Office of the University Controller.  
finrpt@vt.edu                 Phone: 231-8629



NOTE:  Funds may need creating for salaries, equipment, etc.

NOTE:  Use this form to request only Agency 208 E&G or Agency 229 E&G funds.
Sponsored Program and overhead funds will be established by the Office of Sponsored
Programs as grants and contracts are approved.

 http://www.procurement.vt.edu/HokieMart/forms.html

http://www.procurement.vt.edu/HokieMart/forms.html


Leisa Shelor at 231-9329.



Financial Reporting 
Office of the University Controller 
North End Center, Suite 3300 
300 Turner Street, NW 
Blacksburg, Virginia 24061 
Mail Code: 0312


