1. [bookmark: _GoBack]Name of requestor: __________________________________
2. Final Due Date for report: _____________________________
3. Provide description of report including purpose and details of how data will be used. 


4. Is this a one-time request or recurring? Include frequency of report if recurring. ________________________________________________________
5. For new reports - Do you need to set up a meeting to discuss?   ☐ Yes     ☐ No
If Yes – Date: _______________      With Whom: _____________________
6. Due date for review: _____________________________________
7. Name of reviewer:  _______________________________________
8. Program/Department this report is being generated for:
☐ Advancement Services     ☐ Annual Giving      ☐Aux Events    ☐ Campaign    ☐ Planning         
   ☐ Planned Giving       ☐ VP    ☐ Donor Relations     ☐ Major Gifts 
☐ Volunteer Events        ☐ Other _____________________
9. Salutation type:  ☐ Primary   ☐ Formal    ☐ Informal    ☐ Kevin     ☐ Mike
10. Duration - How long will it take to create/pull (determined by Lara & Kimberly) _____________________________________________________
11. Level of detail (determined by Lara & Kimberly)     ☐Simple   ☐ Moderate   ☐ Difficult
12. Biographical Information
	☐ ID
	☐ Spouse name
	☐ Deceased (year)
	☐ Constituent code 3

	☐ Last name
	☐ Solicit code
	☐ Is inactive
	☐ Social/ Primary addressee

	☐ First name
	☐ Address
	☐ Gives anonymously
	☐ Social/ Primary salutation

	☐ Title
	☐ Phone #
	☐ Requests no emails
	☐ Kevin’s salutation

	☐ Suffixes
	☐ E-mail address
	☐ No valid address
	☐ Mike’s Salutation

	☐ D.O.B
	☐ Age
	☐ Constituent code 1
	☐ Primary PM

	☐ Marital Status
	☐ Deceased (Y/N)
	☐ Constituent code 2
	☐ Secondary PM

	
	☐ Org. relationships
	☐ Relationships
	



	☐ Attributes:
	






13. Gift Information
	☐ Date
	☐ Lifetime giving

	☐ Type
	☐ Campaign

	☐ Subtype
	☐ Solicitor

	☐ Fund
	☐ Appeal

	☐ Amount
	☐ Reference



14. Include any additional comments or notes 



15. Will there be an event/activity associated with this request?
REPORT REQUEST FORMDate Received: _____________
Date Recorded: _____________

Submitted: _______________

Report request will not be added if form is not FULLY completed
Please give completed form hardcopy to Jacqueline or e-mail: jacqueline.russer@uphs.upenn.edu
 

☐ Attendee or Executive Briefing 
☐ Name Tags
☐ Email list 
☐ Thank You Letters
☐ Import attendee info post event
