REQUEST FOR RESEARCH FORM

PENN STATE DUBOIS

OFFICE OF THE REGISTRAR
Penn State faculty, staff and administrators are encouraged to use this form when requesting information about prospective students, applicants for admission, enrolled students or third part information as it is related to campus enrollment, actual or prospective.  

This form will assist individuals in formulating their request so that it may be filled as soon as possible and so that it may be the actual information that is needed by the end user.

Statement on Confidentiality:  The student information provided via any report generator system is intended for University use only.  Disclosure of the information to individuals or organizations that are not members of the University community is in violation of the University policy on confidentiality of student records.

Questions may be directed to Jeanne Hunter, Campus Registrar, 375-4762, jch20@psu.edu
The person making the request:

Name:  _____________________________________________________________

Phone:  _______________________________E-mail address:  _______________

1. To what group of students are you referring? (ex: fa03 first time associate freshmen, all students enrolled for the current semester)


2. What do you want to know about these students?  (ex: number from out of state, average math SAT of ad and science freshmen, summary counts by category or individual records)




3. In what format are you requesting the output:  labels, file on disc, paper report?





4. How do you want the output organized? (alpha by student name, summary count)




5. How is this information to be used?  All requests will be kept confidential.  Knowing the nature of the request and whether or not it is part of a larger project assists this office in generating information of a more exacting nature.





6. Are you willing to consider feedback from this office to provide you with more detailed information about the group of students you are defining?  YES_____  NO _________

PLEASE ALOW AT LEAST TEN WORKING DAYS FOR YOUR REQUEST TO BE PROCESSED.

ADVANCED PLANNING IS RECOMMENDED.  REQUESTS COMPLETED IN LESS THAN TEN DAYS WILL BE FORWARDED AS SOON AS POSSIBLE.  YO WILL BE NOTIFIED IF THE INFORMATION YOU ARE REQUESTING IS NOT AVAILABLE.

Thank you for using this form to make your request.

