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Policy:

All requests for computer custom reports must be submitted in writing to the system administrator.

Procedure:
1. All requests for custom reports must be submitted in writing to the information systems administrator or his/her designee.  If the report request is not a report that would be generated from the information system, the information systems administrator will forward the request to the appropriate office.  

2. All requests for custom reports will be responded to within 24 hours or the end of the next business day.

3. Generation of the report will occur within five business days, unless the information system administrator is not able to produce the report due to exceptional circumstances.  In the event of such an issue, the requesting party will be notified and a new delivery date scheduled.

4. In the event that the system is not capable of generating such a report, alternative methods of answering the requesting party's questions will be discussed and an alternative report recommended.

5. To print a form click on Special Report Request.doc
Special Report Request

Requested by:
_____________________________________________________

Department:

_____________________________________________________

Purpose of report:
_____________________________________________________

Detail description and purpose of report:

Sent date:

______________________________

Received date:
______________________________

Completed date:
______________________________
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