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	Report Request Form


	Name:
	     
	Email:
	     

	Phone Number:
	     
	
	

	Department:
	     

	Date Requested:
	     
	Date Needed:
	     


	Report Title:
	     

	Report Description: Briefly describe the purpose of the report.

	     

	

	


List items to appear on the report: (e.g. First Name, Last Name, Eastern ID, class, home address)

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


List the criteria to run the report by:

	1.
	     

	2.
	     

	3.
	     

	4.
	     

	5.
	     


List the sorting order for the report(s). Use the extra lines if you would like the information sorted in a couple of different ways.

	1.
	     
	     
	     
	     

	2.
	     
	     
	     
	     

	3.
	     
	     
	     
	     

	4.
	     
	     
	     
	     


Select the report type(s) and describe or enclose any example of the report:


	Hard copy  FORMCHECKBOX 

	Excel file  FORMCHECKBOX 

	PDF format  FORMCHECKBOX 

	Labels  FORMCHECKBOX 



	     

	

	


If you have any questions please call Trudy Hyatt 5-5532 or send the report via campus mail or email to Trudy Hyatt, Hurley Hall, email: hyattt@easternct.edu.

