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2008 POW Check List for Unifas
Personnel

· Update assigned and budgeted appointed for 2008 (current appointment)

· Update duties for current position in employment history

· Input planned attendance at in-service training or other professional development in Other Activities

· Input planned attendance at professional and scientific conferences in Other Activities

· Input planned service activities to the unit, college and university in Other Activities

Extension

· Review existing programs to determine whether to expand, maintain or discontinue

· Add new programs as needed

· For each program you will work on in 2008:

· Insert information for your individual situation if appropriate

· Update program personnel (contact PDEC before removing any team members)

· Add activities for 2008
· Step 1: Input the basic activity information: the title, activity type and coordinator
· Step 2: Input start and end dates within calendar 2008 and days planned

· Step 3: Select the Target/Primary Audience and the Topic/Subjects for this activity
· Insert information for your contributions to the planned activities, if appropriate

· Input the potential audience by race-ethnicity and gender, if necessary
· Select outcomes/indicators & insert year (2008) for each indicator

· Insert information for your planned contributions to outcomes and impacts

· Update Multi-state partners

· Insert information for your planned work with the advisory committee

Research

· For active CRIS research projects, insert information for your planned research activities for 2007 under My Plan of Work

· For Other Research Projects, review projects to determine whether to expand, maintain or discontinue

· Insert information for your planned research activities for 2008 under My Plan of Work

· Add new research projects as needed

Teaching

· Add information for planned courses and guest lectures:

· Search for the appropriate course by number or keyword

· Select the semester from the dropdown menu

· Select the type of course (Lecture, lab or seminar; Research or individual study; Guest lecture)

· Insert information for the course description using the hyperlink in the course title

· Input planned advising, mentoring, recruiting, etc. in Other Teaching Activities

Publications

· Add new publications, creative works, and lectures that you plan to develop

· Select the status of planned, in progress or submitted; Input 2008 for the date

Financial (Grants & Contracts)

· Add new grants and contracts in the Other Grants section that are planned

· The grant type should be either Extension, Teaching, Research or Other

· Percent Share should be left blank

Preparing and submitting the POW report

· Generate the POW report using the “My Reports” link in Unifas and save to your hard drive (TIP: include your name and year in the filename, e.g., John Doe 2008 Plan of Work.doc)

· Make final edits in Word (only after all work in Unifas is completed)
· Upload your edited report to the server using the “My Reports” link in Unifas

· If instructed, e-mail your plan of work report to your District Extension Director
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