Executive Vice President for Research

Data Report Request
This form should be used to request a revision to a current report or to request a new Crystal or Excel Report.  Requests will be accepted from the Dean’s level and higher.  All fields with * are required. Requests without required information cannot be processed. Please allow several weeks for report development and implementation
	*Requestor Name:
	

	*Title:
	

	*Dept / Office:
	

	*Phone Number
	

	*Email Address
	

	*Date of Request
	

	*Desired Completion Date
	 FORMCHECKBOX 
  2 Weeks                      FORMCHECKBOX 
  3 Weeks                   FORMCHECKBOX 
  4 Weeks



	 ( *New Report
	*Suggested Report Title:

	( Revision to Existing Report
	Report Number and Name:

	*Purpose of Request (include a description of what the report should do – PLEASE BE SPECIFIC)
(Example:  The report should provide information on all grant awards and grant proposals for the Department of __________________ for the purpose of ___________________________________.  The Report should include any collaborating activity as well as any primary activity (PI and Co-PI) for each grant award and grant proposal):



Can you Provide a sample?    Yes    No

If yes, email sample to   Jason Meadows
	*LIST OF ALL FIELD NAMES to be included in report [SAME AS REPORT LAYOUT BELOW]


	*List any “Select” parameters 
PROPOSALS:
 FORMCHECKBOX 
  Begin Date:____________

 FORMCHECKBOX 
  End Date:______________

STATUS:

 FORMCHECKBOX 
  Award; Pending

 FORMCHECKBOX 
  Declined by Sponsor

 FORMCHECKBOX 
  Discontinued

 FORMCHECKBOX 
  Draft

 FORMCHECKBOX 
  Institution Approved

 FORMCHECKBOX 
  Not Funded

 FORMCHECKBOX 
  Pending Approval

 FORMCHECKBOX 
  Pending Funding

 FORMCHECKBOX 
  Refused by Institution

 FORMCHECKBOX 
  Submitted

 FORMCHECKBOX 
  Withdrawn
PURPOSE:

 FORMCHECKBOX 
  Internal

 FORMCHECKBOX 
  Modification

 FORMCHECKBOX 
  New

 FORMCHECKBOX 
  Non-Competing Continuation

 FORMCHECKBOX 
  Pre-Proposal

 FORMCHECKBOX 
  Renewal

 FORMCHECKBOX 
  SBIR I

 FORMCHECKBOX 
  SBIR II

 FORMCHECKBOX 
  STTR I

 FORMCHECKBOX 
  STTR II

 FORMCHECKBOX 
  Supplemental

 FORMCHECKBOX 
  Additional Parameters: _________________

___________________________________________

___________________________________________

___________________________________________


	*List any “Select” parameters
AWARDS:
 FORMCHECKBOX 
  Begin Date:___________

 FORMCHECKBOX 
  End Date:_____________

STATUS:

 FORMCHECKBOX 
  Accepted

 FORMCHECKBOX 
  Closed

 FORMCHECKBOX 
  Holding

 FORMCHECKBOX 
  Pending

 FORMCHECKBOX 
  Pre-Award

 FORMCHECKBOX 
  Refused

 FORMCHECKBOX 
  Terminated

 FORMCHECKBOX 
  Under Negotiation

 FORMCHECKBOX 
  Withdrawn
PURPOSE:

 FORMCHECKBOX 
  CRES – Unfunded Collaborative Research

 FORMCHECKBOX 
  CTA – Clinical Trial Agreement
 FORMCHECKBOX 
  Other – Other Sponsored Activity
 FORMCHECKBOX 
  RES – Research 
 FORMCHECKBOX 
  SERV – Service 

 FORMCHECKBOX 
  STAID – Student Aid

 FORMCHECKBOX 
  TRNED – Training/Education 

 FORMCHECKBOX 
  Additional Parameters: ___________________ _____________________________________________

_____________________________________________

_____________________________________________



	List any “Sort” parameters (like sort by college or department).



	*What file format does your data need to be?  
Eg. xls (excel), rpt (crystal report), csv (comma separated values)
Eg. Folder placement in University Reports



	What calculated fields (i.e. FTES, GPA, average age, student units) do you wish to include in your report. Please be specific and include the formula for performing the calculation.



	*How often will this report be run?

 As Needed  Daily  Weekly  Semester  Yearly  Other  


	*REPORT LAYOUT: List the data fields, in the column order, for your report. 
[SAME AS LIST OF FIELD NAMES – SEE PAGE TWO]
(EX. Emplid, First Name, Last Name, Address, City, State, Zip)


	Does this report need Totals, Subtotals, Sums, or Counts? If so what are the criteria?


	Do you have any other comments or special instructions for your report?
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