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 INSTITUTIONAL EFFECTIVENESS 

DATA REQUEST FORM

	INSTRUCTIONS:  To request data from the IE Office, complete this form and send it to the IE Office (GWH 117)


Date:              /              / 

Requesting Department/Division

 

Program ID (if known):

   
(The Program ID may appear on previous reports.  It may consist of several characters plus a 3-character extension EX: CHPBYMAJ.SPS or 3 letters & 3 numbers EX: IRR320)

Report Heading:




Date Needed:

    
/  
  / _______
 (Please allow as much time as possible)


month
     day     year

Please indicate format (listing, labels, etc.); order (alpha, numeric, etc.); and the number of copies needed:



Listing



     
* Labels





   

        order

# copies



order


# copies

Tally



     
* Postcards







        order

# copies



order


# copies

Other



     

*Due to the cost of labels & postcards, the Computer Center



        order

# copies

 must charge your budget for these supplies.

	Provide detailed instructions:  Please be specific, including what data elements are to appear on the report and all parameters necessary for processing.  Attach an additional sheet(s) if needed.


Requested by:



Extension:




	FOR IE USE ONLY

Assigned to 


Date completed:
/
/

Level 1 Code:


Number of: Labels


Postcards



Charge:





Received by:


Date:



