University of Arkansas at Little Rock

Office of Development


Information Services Report Request Policy


“The database” refers to the database shared by the UALR Office of Development and UALR Alumni Office. 

· Reports may contain confidential, proprietary and privileged information, and unauthorized disclosure or use is prohibited. 

· No data will be extracted from the database without an initial written report request.  This applies to the Development/Alumni database, the Sphere (P!N) database and/or any future databases housed in the Office of Development.  A signature and valid email address are required to process a request.

· All report requests must be fully completed and submitted to the Development Information Services office.  Any request for changes to report input or output after five business days of report delivery must be accompanied by a new report request.


· Please allow five business days to fulfill a report request. Reports are processed first-come first-served.  Time will be added to request additional details if necessary from the requestor.  You will be notified if for some reason your report cannot be delivered within the five business days.


· We strongly discourage the use of shadow databases on campus.  If you choose to maintain your own list of donors or alumni, you will not receive regular data maintenance provided by the Office of Development including NCOA updates, deceased notices, do not contact notices, etc.  

· Some entities choose not to be contacted by different means—by mail, by email, by phone, in person, etc.  If you do not choose to exclude these individuals, you risk unwanted contact.  This affects the image of the entire campus and not just the individual department responsible.  By understanding the purpose of your request, we can suggest appropriate exclusions.  For this reason, we suggest obtaining a new list for each individual project in order to exactly match your needs.

· Due to our policy on donor anonymity, we cannot provide donors with giving information in a single report to anyone on campus besides Development staff.

· If you plan to send unsolicited emails, please be aware of the CAN-SPAM act: 

http://www.fcc.gov/cgb/consumerfacts/canspam.html.


I ______________________________ have signed below stating that I have read and intend to comply with this policy.




Signature
Date

Department head signature
Date
