Data Request Form

The University of Manchester

Division of Development and Alumni Relations

 (See reverse side for detailed instructions)

Please read and return a SIGNED copy of the DDAR confidentiality agreement supplied to you with this form.  This can be faxed to 68066.  You should also read the University’s Data Protection Policy at: 
http://www.campus.manchester.ac.uk/recordsmanagement/dataprotection/
By sharing our data with you we hope that in turn you will help us to improve our central database.  Please provide us with any updated or additional information.  Your help and co-operation in this way is appreciated.  Thank you.  Please send to David Bradley at:  David.Bradley@manchester.ac.uk
	Date of Request:

	Deadlines:
Date Preferred (dd/mm)

Date Required (dd/mm)


In order for us to comply with the Data Protection Act, we need the following details before we can share data across campus:

	Requestor’s Name:

	What will the data be used for?

	Email:

	Telephone Ext:


	Preferred data format (i.e. Word, Excel, comma delimited)


Please indicate the information required in the search criteria (complete all that apply):
	Subject of Study

	Degree (ie PhD, BSc etc)

	Year of Graduation

	Faculty/School

	Resident/Working/Both (please encircle) in UK

	Resident/Working/Both (please encircle) in Europe

	Resident/Working/Both (please encircle) in the Rest of the World

	Resident/Working/Both (please encircle) in a specific country (please state)

	Resident/Working/Both (please encircle) in a specific area eg North West, London area (please state)

	Any other requirements you may need (for eg graduates in a specific career, male/female only, specific age group etc)


Details required for the output criteria (complete all that apply):
	Name

	Address (home/business)

	Email address (home/business)

	Telephone number (home/business/mobile)

	Fax number (home/business)

	Degree details

	Business position and organisation


Include the following: 


	All qualifying alumni with current contact details (excluding lost addresses and deceased alumni) – for making contact with alumni 

	All qualifying alumni (including those with no correct contact details and deceased alumni) – for  statistical analysis                                                                            




	How would you like the information sent? (tick one)

( Email 
( Printout 
( Labels      ( Other


Additional information:______________________________________________________________

____________________________________________________________________________________________________________________________________________________________________


Office Use:-

Date/Time Request Received__________________________ Received by:______________________

Number of Records __________________________________________________________________ 

Notes:_____________________________________________________________________________

Data Saved as:______________________________________________________________________

Date/Time Completed and given to requester:_____________________________________________

Processed By:-______________________________________________________________________
Instructions for completion of Data Request Form

Date of request – The date the form is sent to us.

Deadlines – Our normal turnaround for straightforward tasks is three working days.  It may, however, take longer for more complex tasks but we will contact you if this is the case.
Requestor’s name – Name, School or Division and contact details. 

What will the data be used for? – In order for us to meet your requirements, please help us to understand the purpose of your request by giving a brief explanation of why you need the data and how it will be used.

Preferred data format – Our database, Raiser’s Edge, is capable of extracting the data into a variety of electronic data formats such as Microsoft Word, Excel, Access and Comma Separated Values.  Please let us know your preference.

Information required – Please indicate the group of people you are targeting by selecting the relevant geographical/educational details etc.
Details required – Please specify the data you would like so see, for example:  degree details, current address, telephone number, email, job title etc.

Include the following – If you would like the data for mailing purposes etc please specify the top option where we can exclude alumni who are deceased, or with whom we have lost touch.  Please note that some alumni have expressed that they do not wish to be contacted by us, in which case these will be excluded too.  Alternatively, if you would like the data for purely statistical purposes you may prefer to select all qualifying alumni including those who have no current address and who are deceased.  
How would you like the information sent? – Self-explanatory. 

Additional information – Please list anything else you can think of that will help us process your request.
