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HRS Data Request Form


To be used by departments seeking information about data stored within HRS.

TITLE OF FORM


Fill out entire form with as much detail as possible. Upon completion, obtain the Department Chair/Supervisor signature and route to Human Resources for approval. The contact person will be notified of the status of the request. 
	Contact Name:      
	Contact Phone:      

	Department:         
	Contact Email:      


	Data Request Information – Be as specific as possible when completing this section:

	Request details (including information needed):      



	List the criteria to define the information to be selected:      



	Describe how this information will be used:      



	Date information needed by: MM/DD/YYYY


	Approvals - Obtain Dept. Chair/Supervisor signature. Send completed form to AVC of Human Resources via E-Mail or through intra-campus mail.

	Dept Chair/Supervisor
	Date
	AVC of Human Resources
	Date


Revised: 02/02/2018
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