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Report Request
Email completed form to catracksreports@northwestern.edu

Report Purpose
Tell us about your project in 2-3 sentences. What will you do with this information, who will see the report?


Basic Information
	Project Title:			
	Name:   		
	Team:			
	netID:   			
	Email:   		
	CCs:   		
	Phone:   	
Rerun of previous request? (If so, include MM or WT number of Footprints ticket, if changes are needed, highlight changes in the selection criteria and columns sections):  	
L:\ drive location for output:   	
Date Submitted:		
	Due Date:		 

Please note the following required report request lead times when specifying the due date:
	Request Type
	Turn-Around Time

	New request or change to existing report
	10 business days

	Director-approved rush request
	5 business days

	Re-run of existing report with no changes
	5 business days

	Dashboards, complex reports, or data projects
	Typically 4 or more weeks, timeline will be discussed during initial project meeting






For Mailing Lists
If you are requesting a mailing list, please fill out this section. If not, skip to the “Selection Criteria” section below.

Entities with Deceased or No Contact record status, and alumni with a Never Engaged special handling code are always excluded from mailing lists.

	Question
	Your Answer

	Is this a solicitation?    
	

	Is this an event invitation or save-the-date? 
	

	Is this a survey? (Remember to follow the alumni survey policy, including random sampling of the population.)
	

	Is there a mailing list in CATracks that corresponds to this mailing? (E.g. Alumni Magazine, Gift Planning iNews emails, etc.) 
	

	How will you contact people (email, phone, postal mail)?      
	

	Who is the message coming from (NAA, Weinberg, etc)?      
	

	Householding: if one member of a household is included in the list, should the other spouse automatically be included as well?
	


	Should the output be one row per entity or one row per household?
	

	Should we include foreign addresses?
	

	Should we include people who have a No Email special handling code? If yes, please explain. 
	

	Should we include people who have a No Phone special handling code? If yes, please explain.
	

	Should we include people who have a No Mail special handling code? If yes, please explain.
	

	Should we include people who have a No Solicitation special handling code? If yes, please explain.
	

	Should organizations be included?
	

	Should students be included? (Note that by default students are excluded from all mass communication. If you would like to include them, please explain.)
	

	Should Trustees and Trustee spouses be included? (Note that by default Trustees and spouses are excluded from all mass communication. If you would like to include them, please explain.)
	






Selection Criteria
Who should be included? What gifts/pledges? 

Criteria
Please find the following criteria below as guidance for the entities we are looking for.

Columns Needed
List the columns you want in the output or explain what graphs you need. Note: emails sent to 100 or more constituents must follow the email marketing policy and be sent via iModules, so you only need ID numbers, not email addresses.
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