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Task 
Develop a project or divisional budget request so that the request is in the proper format 
and is supported with data 

Conditions and Outcome 
Given actual or simulated fiscal needs and budget forms the candidate shall be able to 
communicate in writing a budget request.  The candidate will complete this task 
with a minimum of 5 items answered correctly 
 

 
 

Number Task Steps First Test Retest #1 Retest #2 
Pass Fail Pass Fail Pass Fail 

1 Develop a written budget request.       
2 Prepare a budget request in the proper format (include 

specifications, descriptions, etc.) 
      

3 Correctly determine capital, operating and personnel costs       
4 Justify the need for the budget request with supporting data       
5 Suggest a source of revenue to support the request       
6 Prepare a written request that is clear, concise and 

reasonable free of grammatical/spelling errors 
      

        
        

Final Test Result for Entire Task       
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evaluator comments 
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