Development Information Services Request Form

	Requestor Name
	

	Project Name
	

	Approved by
	

	Deadline
	Click here to enter a date.


Request Type:	☐Mailing List	☐Report/Analysis	☐Other
Will Include:	☐Solicitation (Appeal)	☐Invitation (Event)	☐Both
NetCommunity:        ☐Donation Page	      ☐Registration Page     	☐E-blast (Mail)
Frequency:	☐One-time	☐Weekly	☐Monthly	☐Annually

Description of Request:
PURPOSE: How will this information be used?	☐Internal analysis	
(External mail:) 	☐Email		☐Postal Mail		☐Both

SELECTION CRITERIA:  (Constituents – who do you want to obtain data about?)  
☐Individuals		☐Organizations		☐Both
	Specifics:




	Exclusions:





OUTPUT: (What columns of data do you want to obtain about the above constituents?
☐Preferred Address	☐Home Phone	        ☐Organization	☐Business Address	☐Business Phone 		☐Preferred Email	☐Solicitors	☐Giving	☐Prospect Rating	 ☐Other
	Additional Specifics:









Addressee:
(General)   ☐Couple: Mr. and Mrs. Mark Jones	☐Individual:  Mr. Mark Jones	 

(Alumni)    ☐Couple: Dr. and Mrs. John Smith	☐Alumni: John Smith, MD ’09	☐Alumni: Dr John Smith, ‘09

PLEASE NOTE: Upon receipt of your request. We will schedule a 5-10 minute 
meeting with you to review your request before proceeding.

	MAIL DROP DATE:
	Click here to enter a date.

[bookmark: _GoBack]Please advise us of the tentative mail drop date so that we are able to create the appeal/event in RE before a mailing goes out and any responses come in! Remember to send us your final mailing list before the mail drop date. Thanks so much!
