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HUMAN RESOURCES DIVISION
Workforce Reporting and Analytics
Report Request Form
Annual Workforce Statistics are also available at http://www.ucl.ac.uk/hr/statistics/ please visit the site before requesting a report. 

This form is to be used for requesting new or enhancements to existing reports for 
UCL’s HR Systems. Complete the request and submit it to hr_reports@ucl.ac.uk.
Reports will normally be delivered within a maximum of 5 working days from receipt of the following details:

· Period to be reported on – i.e. point in time or between a range of dates;

· Definition of the staff group to reported on;

· Description of report output format e.g. raw data in spreadsheet, tabular, tabular with graphics or charts etc;

· Reports that require translations from UCL standard groupings to other organisation's standards for comparative purposes may require detailed discussion and should take no more than 10 working days.
Please fully complete all sections below, including as much detail as possible.
	Contact Information

	Name
	

	Department
	

	Phone 
	

	Email
	

	Date Requested
	

	Date Required
	

	When will this report first be used?
	


	Report Title

	


	Why is the report needed?

	


	Has the report been run before?

Yes
 FORMCHECKBOX 


No        FORMCHECKBOX 



	How often would this report need to be run? (e.g. one time report, daily, weekly, monthly, yearly, adhoc)

	


	Format  

               Business Objects    FORMCHECKBOX 
  Excel Spreadsheet    FORMCHECKBOX 
  Adobe pdf    FORMCHECKBOX 



	Which date(s) will drive the report?

	A Specific Date

 FORMCHECKBOX 
   
Please specify:  
Date Range


 FORMCHECKBOX 

Please specify: 

Date Prompts

 FORMCHECKBOX 

Please specify:

(Business Objects only)





	What information do you want the report to display?
(e.g. staff numbers, full name, post details, full time equivalent (FTE)) 
Please include any counts or calculations

	


	Which groups of staff do you want to appear in the report?

(List all criteria to exclude or include in the report e.g. a specific faculty, service, staff group or range of staff etc)  

	


	Please indicate any sorting/order/grouping requirements 
(e.g. sort alphabetically, group by department)

	


	Additional comments:
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