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1. Report Name:
_________________________________
2. Requestor Name: ______________________________
a. Format

i. (
Spreadsheet

ii. (
PDF – Banded Report
b. Distribution:

i. (  Reports Tab (preferred)
List recipients: (People who should be able to view report on Reports Tab.)  

a. _

b. _

c. _

ii. (  Attached to E-mail – Scheduled (list names and e-mail addresses of recipients)
a. _

b. _

c. _

c. Selection criteria: (what conditions should be met to include data in report) 
i. __________________________________
ii. __________________________________
iii. __________________________________

d. Frequency: 

i. (
Yearly – when?

ii. (
Quarterly – when?

iii. (
Monthly – when?

iv. (
Weekly – day of week

v. (
Daily

vi. (
Ad-hoc (Reports on Reports tab are always ad-hoc)
e. Fields:

	#
	Title
	Source - Conditions

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	

	11
	
	

	12
	
	


3. Attach sample report.
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