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Detailed Guidelines for the 2007 Unifas Annual Report

1.  NOMINEE INFORMATION COVER SHEET - Not Applicable 
Guideline:  This section is for numbering purposes only.  Do not delete the heading.
Where to enter in Unifas:   N/A.
2.  BRIEF DESCRIPTION OF JOB DUTIES

Guideline:  County extension faculty should specify the percent of time spent in each program area (Non-4H faculty should include 5% for 4H related activities).
Where to enter in Unifas:  Personnel/Employment History/Duties [most recent]
3.  AREAS OF SPECIALIZATION
	Specialty
	Expertise

	
	


Guideline:  Limit number of specialties to a few. If you add a specialty, use keywords.
Where to enter in Unifas:  Personnel/Specialties/
4.  ASSIGNED ACTIVITY
	Activity
	2007

	Teaching
	15

	Research
	25

	Extension
	60

	Service
	

	Total
	100


Guideline:  Percentages are calculated as the average of the three semesters for the year.
Where to enter in Unifas:  Data must be edited by PDEC staff.  If there are errors, send an email to Ryan Mills at rsmills@ufl.edu.
5.  EDUCATIONAL BACKGROUND
	Institution
	Field of Study
	Degree
	Year


Guideline:  If you are working toward a degree, put an asterisk next to the degree.  In the year column, enter the year you anticipate receiving the degree.

Where to enter in Unifas:  Personnel/Education History/ [Degree and Year columns]
6.  EMPLOYMENT
	Employer
	Rank
	T/A*
	From
	To

	


Guideline:  Include jobs that are only related to the current position.
Where to enter in Unifas:  Personnel/Employment History/ 

7.  YEAR TENURE/PERMANENT STATUS AWARDED BY UNIVERSITY OF FLORIDA
Guideline:  This information is loaded from the IFAS Human Resources personnel database. Note: If there are errors in this data, then send an email to Ryan Mills at rsmills@ufl.edu.
Where in Unifas:  Personnel/Date of Tenure/ [top of screen]  
8.  TEACHING, ADVISING, AND/OR OTHER INSTRUCTIONAL ACCOMPLISHMENTS
A.  Teaching Philosophy, Goals and Methods

Guideline:  Briefly describe your teaching philosophy. 
Where to enter in Unifas:  Teaching/Methods and Improvements/Teaching Philosophy

B.  Instructional Activities:  Nature and Description of Courses Taught

1.  Summary of Courses Taught
Guideline:  Data for this table are loaded from the UF Registrar’s Instructor Workload File.  If there are errors in this data, send an email to Ryan Mills at rsmills@ufl.edu.
( Tip: If a course is required, then change the “False” in the Required column to “True”.  Use the edit button at the bottom of the table to make changes.
Where in Unifas:  Teaching/Courses.
2.  Summary of Courses Taught as Guest Lectures
Guideline:  Select the course and semester of the guest lecture(s) and enter the number of lectures given.
Where to enter in Unifas:  Teaching/Guest Lectures

3.  Summary of Research or Problem Courses Taught for Individual Students
Guideline:  Data for this table are loaded from the UF Registrar’s Instructor Workload File.  Note: If there are errors in this data, then send an email to Ryan Mills at rsmills@ufl.edu.
Where in Unifas:  Teaching/Courses.
4.  Brief Description of Courses Taught
Guideline:  Provide a brief description of each course taught.  Note: there is one description per course title, irrespective on the number of times that it is taught.
Where to enter in Unifas:  Teaching/Courses [Click on the link in the course title]
5.  Curriculum Development and Revision Activities
New Courses
Guideline:  Provide a brief description of new courses you have developed. 
Where to enter in Unifas:  Teaching/Courses/Methods and Improvements/Curriculum Development Efforts/New Courses
New Programs
Guideline:  Provide a brief description of new programs you have developed. 
Where to enter in Unifas:  Teaching/Courses/Methods and Improvements/Curriculum Development Efforts/New Programs
Course Revisions
Guideline:  Provide a brief description of course revisions you have made. 
Where to enter in Unifas:  Teaching/Courses/Methods and Improvements/Curriculum Development Efforts/Course Revisions 

6.  Other Instructional Activities
Number of Teaching Related Presentations
Guideline:  Enter the number of teaching related presentations you have made.  Note: the information is output in the Lectures and Speeches section of the MS Word report.
Where to enter in Unifas:  Publications [Category = Lectures, Speeches, Posters]

Teaching Related Self Improvement Activities
Guideline:  Describe your teaching related self improvement activities.  Note: the information is output in the Memberships and Activities in the Profession section of the MS Word report.
Where to enter in Unifas:  Personnel/Other Activities/Improvement-In-Service Training AND Improvement-Formal Course Work
Undergraduate Honors, Scholars, and Interns
Guideline:  Describe your teaching activities for these programs.
Where to enter in Unifas:  Teaching/Other Teaching Activities/ [Category = Advising] [Type = Undergraduate Honors program, Undergraduate Scholars program]
Collaborative Teaching Activities
Guideline:  Describe your collaborative teaching activities with others.  
Where to enter in Unifas:  Teaching/Other Teaching Activities/
International Teaching Activities
Guideline:  Provide a brief description of each course taught.  Note: the information is output in the International Activities section of the MS Word report.
Where to enter in Unifas:  Personnel/Other Activities/International Activities

C.  Academic Advisement

1.  Coordinators
	Start Date
	End Date
	Type and Role
	Unit of Measure
	Number
	Description

	
	
	
	
	
	


Guideline:  Enter data about your role as a coordinator for graduate and undergraduate programs.
Where to enter in Unifas:  Teaching/Other Activities/[Category = Advising] [Type = Undergraduate Program] [Role = Coordinator] AND [Type = Graduate Program] [Role = Coordinator]. 

2.  Clubs and Organizational Advisement: CALS, UF, regional, national
Guideline:  Enter data about your activities with clubs and other organizations.
Where to enter in Unifas:  Teaching/Other Activities/[Category = Student Organizations] [Type = Undergraduate Program].

3.  Undergraduate Advisement

Guideline:  Enter data about your undergraduate advisement of students.
Where to enter in Unifas:  Teaching/Other Activities/[Category = Advising] [Type = Undergraduate Program] [Role = Advisor].  

4.  Letters of Recommendation

Guideline:  Enter data about your letters of recommendation on behalf of students.
Where to enter in Unifas:  Teaching/Other Activities/[Category = Student Placement] [Type = Letters of Recommendation].

5.  Evaluation of Students, Peers, and Others of the Quality of the Candidate's Academic Advisement
Guideline:  Describe the procedures and results of student, peers, and others evaluation of your academic advisement.
Where to enter in Unifas:  Currently not loaded or entered through a Unifas screen.  Add the information in the MS Word version of the report that is generated by Unifas’ My Reports menu.
D.  Recruitment, Retention, and Placement Efforts
Guideline:  Describe your recruitment, retention, and placement activities.
Where to enter in Unifas:  Teaching/Other Teaching Activities/ [Category = “Recruitment” OR [Category = “Student Placement”]
9.  TEACHING EVALUATIONS
A.  Summary of Student Evaluations

Guideline:  Summaries are calculated from data loaded from an external source.
Where in Unifas:  Not shown on a Unifas screen

B.  Student Evaluations By Course

Guideline:  Detailed data for student evaluations are loaded from the Office of Academic Affairs’ records.  If there are errors in this data, send an email to Ryan Mills at rsmills@ufl.edu.
Where in Unifas:  Teaching/Courses/[Click Detail in Teacher Evaluation column of table].

C.  Peer Evaluation Guidelines
Guideline:  This information should be added by the unit leader at a later time.
Where to enter in Unifas:  N/A.

D.  Services on Peer Evaluation
Guideline:  Enter data about your peer evaluation of others.
Where to enter in Unifas:  Teaching/Other Activities/[Category = Instructional Techniques] [Type = Formal Peer Evaluation OR Informal Peer Evaluation].

10.  GRADUATE FACULTY STATUS
Guideline:  If you have graduate faculty status, then type “Yes” in the MS Word version of the report that is generated by Unifas’ My Reports menu.
Where to enter in Unifas:  Currently not loaded or entered through a Unifas screen.

11.  GRADUATE COMMITTEE ACTIVITIES

A.  Committees
Guideline:  Data for this table are currently loaded from the Graduate School’s records.  If there are errors in this data, send an email to Ryan Mills at rsmills@ufl.edu.  If a student’s Research Topic is blank, you may add it.
Where to enter in Unifas:  Teaching/Graduate Students/[Research Topic Column]

B.  External Member
Guideline:  List information about graduate committees on which serve at other universities.

Where to enter in Unifas:  Teaching/Other Teaching Activities/[Category = Teaching at other Institutions] [Type = Graduate Committees]
12.  RESEARCH NARRATIVE
A.  Summary of Research Projects
CRIS Projects

Guideline:  This summary table is derived from data loaded from an external source for CRIS projects.  If there are errors in this data, send an email to Ryan Mills at rsmills@ufl.edu.
Where in Unifas:  Research/My CRIS projects
Other Projects

Guideline:  This summary table is derived from data you have entered for each of your other (non-CRIS) research projects.
Where to enter in Unifas:  Research/My Other Research Projects
B.  Project Details
Guideline:  Details for each of the projects listed in the two summary tables (CRIS projects and Other Projects) are provided in this section

Where to enter in Unifas:  Research/[Click on link in Project Number column in either summary table OR click Add New at bottom of the My Other Research Projects summary table.]
PRJ-nnn – Research Project Title
Progress Report
Guideline:  This is a summary of progress of this research project for the reporting period; for CRIS projects, the data are loaded from an external source; for Other Research Projects, the data are entered in a Unifas screen.  NOTE:  The data in this field applies to every researcher.

Where to enter in Unifas:  
For CRIS projects:  Research/[Click on link in Project Number column in summary table]/CRIS progress/Add/Edit (Display Only). 
For Other Research Projects: Research/[Click on link in Project Number column in summary table]/Progress Report

NOTE:  The year (yyyy) of the current reporting period must appear in the From/To column for it to appear on the report.

Detailed Accomplishments
Guideline:  This is a detailed summary of the accomplishments of this research project for the individual researcher during the reporting period; data are entered in a Unifas screen for both CRIS and Other Research Projects.  

Where to enter in Unifas:  

For CRIS and Other Research projects:  Research/[Click on link in Project Number column in summary table]/Detailed Accomplishments/Add/Edit 

NOTE:  The year (yyyy) of the current reporting period must appear in the From/To column for it to appear on the report.

Impacts
Guideline:  This is a summary of impacts of this research project for the reporting period; for CRIS projects, the data are loaded from an external source; for Other Research Projects, the data are entered in a Unifas screen.  NOTE:  The data in this field applies to all researchers.

Where to enter in Unifas:  

For CRIS projects:  Research/[Click on link in Project Number column in summary table]/CRIS Impacts/Add/Edit (Display Only). 

For Other Research Projects: Research/[Click on link in Project Number column in summary table]/Impacts/Add/Edit

NOTE:  The year (e.g., 2007) of the current reporting period must appear in the From/To column for it to appear on the report.

Application of Research Results
Guideline:  This is a detailed summary of the accomplishments of this application of research results for the individual researcher during the reporting period; data are entered in a Unifas screen for both CRIS and Other Research Projects.  

Where to enter in Unifas:  

For CRIS and Other Research projects:  Research/[Click on link in Project Number column in summary table]/Application of Research Results/Add/Edit 

NOTE:  The year (e.g., 2007) of the current reporting period must appear in the From/To column for it to appear on the report.

13.  CREATIVE WORKS

Guideline:  Use “Format Information” field to describe physical characteristics of the creative works (e.g., number of slides, length in minutes of video, poster size, etc.)

Where to enter in Unifas:  Publications/Creative Works/
14.  PATENTS AND COPYRIGHTS

Guideline:  Enter your patent and copyright information.  Include the significance of the contribution of each to the profession.

Where to enter in Unifas:  Personnel/Intellectual/Property

Patents
Copyrights
15.  PUBLICATIONS 

Guideline:  Use latest definition for each category. 
Where to enter in Unifas:  Publications/[derive from pulldown list for Add]
( Tip: When entering information for journal articles, papers in proceedings, newspaper articles, book chapters and other publications that are a part of a the complete work, use a keyword to search for the title of the Journal, Proceedings, Book, etc. in the database.
A.  Books, Sole Author
Guideline:  A book/monograph is a major scholarly work on a scientific or technical topic.  It is typically at least 50 pages in length.  Note: Curriculum Guides and Handbooks should be placed under G. Non-Refereed Publications/Curriculum Guides and Handbooks.

Where to enter in Unifas:  Publications > Book/Monographs

NOTE:  The book will appear in this category if you are the sole author.
B.  Books, Co-Authored
Guideline:  A book/monograph is a major scholarly work on a scientific or technical topic.  It is typically at least 50 pages in length.  Note: Curriculum Guides and Handbooks should be placed under G. Non-Refereed Publications/Curriculum Guides and Handbooks.

Where to enter in Unifas:  Publications > Book/Monographs
NOTE:  The book will appear in this category if you are a Co-author. 

C.  Books, Edited
Guideline:  A book/monograph is a major scholarly work on a scientific or technical topic.  It is typically at least 50 pages in length.  Note: Curriculum Guides and Handbooks should be placed under G. Non-Refereed Publications/Curriculum Guides and Handbooks.

Where to enter in Unifas:  Publications > Book/Monographs [Author Role]
NOTE:  The book will appear in this category if your author role is editor of the book. 

D.  Books, Contributor of Chapter(s)
Guideline:  A book chapter is part of a book (monograph, curriculum guide, handbook, etc.).  The title and other information for the book that contains the chapter are needed for the citation. The book itself may already be in the database if an author of another chapter has cited it or a university faculty member had authored or edited the book.  If the containing book is not in the system and there are no university authors for it, the book chapter author may enter information for the book, and then reference it for the book chapter.
Where to enter in Unifas:  Publications/Book Chapters

NOTE:  First, search for the book that contains the chapter (using a distinctive string of characters any where in the name of the book); if it is not there, add it.  Then proceed to enter the information for the chapter.
E.  Monographs
Guideline:  A book/monograph is a major scholarly work on a scientific or technical topic.  It is typically at least 50 pages in length. 
Note: Curriculum Guides and Handbooks should be placed under G. Non-Refereed Publications/Curriculum Guides and Handbooks.
Where to enter in Unifas:  Publications > Book/Monographs

NOTE:  All books/monographs will appear under A., B., or C.—depending on authorship.
F.  Refereed Publications
Guideline:  These are articles or papers appearing in a journal or proceedings that are only published after review and acceptance by one or more independent professional expert(s) of national or international standing.
Where to enter in Unifas:  Publications > Refereed—Journal articles, Abstracts, Reviews, Paper in Proceedings

Journal Articles

Guideline:  These are articles that appear in a journal that are only published after review and acceptance by one or more independent professional expert(s) of national or international standing.

Where to enter in Unifas:  Publications > Refereed—Journal articles, Abstracts, Reviews, Paper in Proceedings [Select “Journal Article”]

Papers in Proceedings

Guideline:  These are papers appearing in a conference proceedings that are only published after review and acceptance by one or more independent professional expert(s) of national or international standing.

Where to enter in Unifas:  Publications > Refereed—Journal articles, Abstracts, Reviews, Paper in Proceedings [Select “Paper in Proceedings”]

Abstracts

Guideline:  These are abstracts of papers presented at conference that appear in a journal or proceedings that are only published after review and acceptance by one or more independent professional expert(s) of national or international standing.

Where to enter in Unifas:  Publications > Refereed—Journal articles, Abstracts, Reviews, Paper in Proceedings [Select “Abstract”]

G.  Non-Refereed Publications
Guideline:  In addition to those journal articles and papers in proceedings that have not been refereed, this category includes extension publications delivered in print or via electron format, electronic bulletins, and curriculum guides/handbooks.

Where to enter in Unifas:  Publications > Non-Refereed—Journal articles, Abstracts, Reviews, Paper in Proceedings

Curriculum Guides/Handbooks

Guideline:  A Curriculum Guide/Handbook is similar to a book/monograph but is input as a separate category because of its specific form and content.
Where to enter in Unifas:  Publications > Curriculum Guides/Handbooks 

Bulletins, Circulars, and Fact Sheets
Guideline:  Circulars and Fact Sheets are typical extension publications. Circulars are usually 8 to 50 pages in length and Fact Sheets are usually less than 8 pages in length.  A Bulletin is a typical research publication less than 50 pages in length

Where to enter in Unifas:  Publications > Bulletins/Circulars/Factsheets. 
( Tip: Fact sheets included in EDIS have been loaded into Unifas.  An EDIS record always includes a DLN number in the Identifier field of the citation.  These publication citations should be changed only to add a missing author.
Newsletters (edited)
Guideline:  A newsletter is a special kind of periodical that contains newsletter articles and usually covers local or regional topics.  Use this publication type for newsletters that you edit or co-edit without specific reference to an article.
Where to enter in Unifas:  Publications > Newsletters (you edit). 
( Tip: When a newsletter is published annually, a new entry must be made for each year.  Include the year in square brackets at the end of the title.  Example: My Newsletter [2007]
Newsletter Articles
Guideline:  A newsletter article (single unique title) or series (a recurring column usually under a common name) appears in a newsletter.  Examples:  Each article can be entered separately with an individual title ("My first day as a 4H coordinator") or you can make a generic title such as "Ten articles on invasive species".
Where to enter in Unifas:  Publications/Others (Newspaper Articles)
H.  Bibliographies/Catalogs
Guideline:  A Bibliography is a list of publication citations, usually on one or more related topics.  A bibliography can be a standalone publication or appear in a journal or monograph.  A Catalog is typically associated with an art or museum exhibit, and therefore is not likely to be applicable unless it is a listing of exhibits at a fair or conference, or the like.
Where to enter in Unifas:  Publications > Bibliographies/Catalogs
I.  Abstracts
Guideline:  An abstract is usually of a paper presented at a conference or meeting.  It may appear in a separate publication or as part of a journal issue.
Where to enter in Unifas:  Publications > Non-Refereed—Journal articles, Abstracts, Reviews, Paper in Proceedings [Select “Abstract”]
NOTE:  Only non-refereed abstracts appear here; refereed abstracts will appear as a subcategory under F. Refereed Publications.
J.  Reviews
Guideline:  A review is typically of a book, a major chapter in a book, or a journal article.  Precede the title of your review with "Review of" and following the title, place the type of publication reviewed in parentheses.
Where to enter in Unifas:  Publications > Non-Refereed—Journal articles, Abstracts, Reviews, Paper in Proceedings [Select “Review”]
K.  Miscellaneous
Newspaper Articles (authored)

Guideline:  Include articles and article series where you are the author.
Where to enter in Unifas:  Publications/Others (Newspaper Articles)
Newspaper Articles (Interviewee as Expert) 
Guideline:   If you are interviewed as an expert, enter this phrase in parentheses following the title of the article:   “(Interviewed as Expert)”. 

Where to enter in Unifas:  Publications/Others (Newspaper Articles)
Other (Brochures, Workbooks, Reports, etc)

Guideline:   Include all other miscellaneous publications under this subheading. 

Where to enter in Unifas:  Publications/Others (Brochures, Reports, Workbooks, Other)
16.  LECTURES, SPEECHES OR POSTERS PRESENTED AT PROFESSIONAL CONFERENCES/MEETINGS

Guideline:   Include speeches or lectures presented at meetings, conferences, etc.

Where to enter in Unifas:  Publications/Lectures, Speeches, Posters (includes invited presentation)
Important:  Select or enter the name of the conference first; include date or number (both if known) of the conference in square brackets [ ]; Examples:  Indian River Citrus seminar [2007]; Florida State Horticultural Society [120th, 2007]

( Tip: When entering information for presentations, papers, and other contributions to professional conferences, use a keyword to search for the title of the conference in the database.
International
Invited

Other
National
State
Local
17.  CONTRACTS AND GRANTS
Summary of Grant Funding

Guideline:  Summary data for grant funding are calculated from data (1) loaded externally from the DSR (Division of Sponsored Research) file or (2) entered by you through a Unifas screen.  Currently, there are no roles in Unifas for “Investigator” or “Sponsor of Junior Faculty”; you will need to enter this data directly in your final MS Word report.
Where in Unifas:  The summary table is not shown on a Unifas screen

a.  Funded Externally

Guideline:  The contract amounts appearing in this section are: (1) loaded externally from the DSR file (to which you may add more Co-PIs and a Subcontract amount) or (2) entered by you through a Unifas screen.  If there are errors in the DSR data, send an email to Ryan Mills at rsmills@ufl.edu.
Note:  Only those grants that do not include an asterisk at the end of the agency’s name in the source field, e.g., University of Florida.

Where to enter in Unifas:  Finance/Other Grants (or DSR Grants to add or edit the fields listed above).
· From:  Enter the start date
· To: Enter the end date
· Type:  Enter “Extension”, “Research” or “Teaching”
· PI:  Select from list
· CO-PI:  Select one or more from the list
· Title:  Enter the title of grant (include “in-kind” at the end of the title, if appropriate)
· Description: Include your role in the description
· Source: Give the name of the agency where the grant was funded
· $Amt:  Enter the $ amount funded
· %Share:  Leave this field blank unless the money is in a SHARE account
· Active/Inactive:  Select “Active”
b.  Funded Internally

Guideline:  For the grant to appear in this section, the Source field must include an asterisk at the end of the agency’s name, e.g., University of Florida*.
Where to enter in Unifas:  Finance/Other Grants

· From:  Enter the start date
· To: Enter the end date
· Type:  Enter “Extension”, “Research” or “Teaching”
· PI:  Select from list
· CO-PI:  Select one or more from the list
· Title:  Enter the title of grant (include “in-kind” at the end of the title, if appropriate)
· Description: Include your role in the description
· Source: Give the name of the agency where the grant was funded and include an “*” at the end
· $Amt:  Enter the $ amount funded
· %Share:  Leave this field blank
· Active/Inactive:  Select “Active”
c.  Submitted But Not Funded or Pending

Guideline:    Currently, there are no source data externally loaded for “submitted but not funded or pending”, but you may enter the following information on the Unifas screen as described below:
Where to enter in Unifas:  Finance/Other Grants
· From:  Enter the date submitted
· To: Leave blank
· Type:  Enter “Extension”, “Research” or “Teaching”
· PI:  Select from list
· CO-PI:  Select one or more from the list
· Title:  Enter the title of grant submission
· Description: Include in the description your expected role, whether it was not funded or has been re-submitted 

· Source: Give the name of the agency where the grant request has been submitted
· $Amt:  Enter the $ amount requested
· %Share:  Leave this field blank
· Active/Inactive:  Select “Inactive”
18.  UNIVERSITY GOVERNANCE AND SERVICE

Guideline:  Include information regarding your service to the university including membership on university, college, and department/center committees.

Where to enter in Unifas:  Personnel/Other Activities/ [Category = “Service-University Governance and Service”] 
19.  CONSULTATIONS OUTSIDE THE UNIVERSITY
Guideline:  Include consultations which are not part of your assigned duties and responsibilities.  Describe work performed, the organization/employer, and the dates.

Where to enter in Unifas:  Personnel/Other Activities/[Category = “Consultations outside University”]
20.  EDITOR OF A SCHOLARLY JOURNAL, SERVICE ON AN EDITORIAL ADVISORY BOARD OR REVIEWER FOR A SCHOLARLY JOURNAL
Guideline:  List whether you were an editor, served on an editorial advisory board, or were a reviewer, the name of the journal or publication, the date(s) of service and the amount of reviewing/editing done.

Where to enter in Unifas:  Personnel/Other Activities/[Category = “Service – Scholarly Journal”]
21.  INTERNATIONAL ACTIVITIES

Guideline:  Describe international teaching, research, and service activities and their significance for the nominee’s scholarly career.

Where to enter in Unifas:  Personnel/Other Activities/[Category = “International Activities”]
22.  EXTENSION PROGRAMS
A.  Summary of My Programs 

	Goal
	Focus Area
	Program Name
	My Role
	Start Date
	End Date
	Days Exp


Guideline:  The table is based on information entered for individual programs listed in section B. Program Details below.  
B.  Program Details 
Goal: n. To … 
PRG-nnn – Program Name
From Date: 12/1/2003     To Date: 12/31/2007
Program Situation: 
Guideline:  The global situation and rationale are no longer included in the report.  The program situation should provide enough information to justify the need and the proposed solution.
Where to enter in Unifas:  Extension Program/[specific program]/[Add New] OR [Program Basic—for existing programs]
Local Situation: 
Guideline:  The purpose of this section is to identify relevant issues using local data and explain how this extension program will solve these issues for a particular year.

Where to enter in Unifas:  Extension Program/[specific program]/Individual Situation
	Target Audience(s)
	Primary Audience(s)


Guideline:  Limit your choices to the 1 or 2 most important target audiences and 1 or 2 of the most relevant primary audiences under each.

Where to enter in Unifas:  Extension Program/[specific program]/[specific activity]/Target/Primary Audiences.

	Objective(s)


Guideline:  Limit your choices to the 2 or 3 of the most important objectives for the program.

Where to enter in Unifas:  Extension Program/[specific program]/Outcomes

	Topic(s)
	Subject(s)


Guideline:  Limit your choices to the 2 or 3 most important topics and 2 or 3 of the most relevant subjects under each.

Where to enter in Unifas:  Extension Program/[specific program]/[specific activity]/Topics/Subjects.
Educational Activities

Guideline:  This table is a summary of your activities on this program where you have Days Expended greater than 0.

Where to enter in Unifas: (1) Extension Program/[specific program]/[specific activity]/Basic, (2) Extension Program/[specific program]/[same activity]/Days Planned/Expended.

	
	Days Expended

	Activity Type
	Activity Title
	Self
	Staff
	Vol


My Role in Program Activities 

Guideline:  Provide a brief narrative description of your participation in the activities of this program.

Where to enter in Unifas:  Extension Program/[specific program]/My Role in Program Activities.

Summary of Events and Participants

	Type of Event
	Title
	# of Events
	# of Participants


Guideline:  This table is a summary of the number of events and participants for Group Teaching events.

Where to enter in Unifas: Extension Program/[specific program]/[specific activity]/. 
Clientele Contacts

	Year
	Type
	Total Contacts Made

	
	
	


Guideline:  All clientele contacts are associated with a program.

Where to enter in Unifas: Extension Program/[specific program]/Clientele Contact Alternate:  Main Menu/Clientele Contact Summary/[specific program].

	Outcome(s)
	Indicator(s)
	Number Measured
	Number Making Change
	Percent Making Change


Guideline:  Select the outcomes you expect to achieve for the program as your objectives.  Outcomes must be selected for each year.
Where to enter in Unifas: Extension Program/Outcomes 
( Tip: See Selecting Outcomes and Impacts for the 2007 POW for help in adding outcomes.
	Impact(s)


Guideline:  Select the impacts you expect to achieve for the program.

Where to enter in Unifas: Extension Program/Impacts 

My Contribution to Outcomes and Impacts

Guideline:  Provide a brief narrative description of your specific contributions to the outcomes and impacts of this program.

Where to enter in Unifas: Extension Program/My Contribution to Outcomes and Impacts 

Advisory Committee Involvement in this Program

Guideline:  Provide a brief narrative description of how you have involved the Advisory Committee in this program.  Include dates of meetings and the composition of the committee.
Where to enter in Unifas: Extension Program/Advisory Committee Involvement in this Program

Success Stories
Guideline:  Provide a succinct success story as a result of your involvement in this program.

Where to enter in Unifas: Extension Program/Impacts/Success Story

C.  Other Extension Activities

Other Extension Program Activity
	Goal
	Focus Area
	Program Name
	Activity Name
	Activity Type
	
	Days Expended

	
	
	
	
	
	
	


Guideline:  Enter information about the contribution that you made in responding to a request for assistance to another faculty member’s program.  Include the days expended.

Where to enter in Unifas:  My Contributions/[specific program name].
23.  CLINICAL SERVICE OR CLINICAL ACTIVITIES
Guideline:    Not applicable to IFAS.

24.  SERVICE TO SCHOOLS 
Guideline:    Include service to grades K – 12 only, that is not reported as an extension activity. 

Where to enter in Unifas:  Personnel/Other Activities/[Category = “Service to Schools”]. 

25.  MEMBERSHIPS AND ACTIVITIES IN THE PROFESSION
Professional Activities
	Start Date
	End Date
	Type and Role
	Unit of Measure
	Number
	Description

	
	
	
	
	
	


Professional Improvements
	Start Date
	End Date
	Type and Role
	Unit of Measure
	Number
	Description

	
	
	
	
	
	


Guideline:    Include memberships and activities, as well as professional training. 

Where to enter in Unifas:  Personnel/Other Activities/[Category = “Professional Activities and Memberships” or “Improvements”] 

26.  HONORS

Guideline:    List honors, awards, and prizes received during the year.
Where to enter in Unifas:  Personnel/Recognition. 
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