Salem State University
Registrar’s Office
DATA REQUEST FORM
Attn: Debbie Kelleher, x6103

Instructions:
1. Please be as specific as possible with your request. Tell us not only what data you want, but how you’d like your final data list to look (sorted alpha by class? by advisor?).
2. When requesting any specific student data (e.g., name, classification, major/minor), please be aware that we—and you as the recipient of this data—are bound by federal regulations (the Family Educational Rights and Privacy Act) regarding the use and protection of this data. Do not post, distribute, copy, or utilize this data in any way other than indicated on this request form. 

3. When you are finished with the list/data we have provided you, delete or shred it at once. Do not retain old lists in your email or in hard copy for your records. Remember that you may always submit new requests for this data from our office.

4. Our policy is to email requests to you directly as an attachment. However, if you have an extenuating circumstance that requires a large volume of data by hard copy, please contact Debbie Kelleher at x6103. We will review this request as an exception, and if approved, will make arrangements for you to provide us with a ream(s) of paper as needed.
5. Allow 10 working days to process your request; some requests take a considerable amount of time to create, and we are also working with multiple requests from multiple departments. 
From: 










Date: 




Department/Organization: 












Name/email of department supervisor: 











Criteria of Data Requested (e.g., “all currently enrolled senior PSY Majors”):
Output Requested (e.g., Name, Address, GPA, etc.):
Sort Sequence (alpha order, unless otherwise specified): 








Purpose of Request: 













Phone Ext: 





E-mail: 






 
All data will be sent via e-mail unless otherwise requested:

Pick-up: 



Intercampus mail: 



E-mail: 



Please note: The Registrar’s Office will not produce labels.  We will email you an Excel spreadsheet of a formatted labels document that will allow you to produce your own labels; to request instructions for creating a mail merge with an Excel spreadsheet, please check below. 


 Please send me mail merge instructions with my data request.

For Registrar’s Office Use Only:





Completed by: 									Date: 			








