Raiser's Edge Report/List Request Form
	Name 
	Today's Date

	
	

	Department 
	Email

	
	

	Phone No. 
	Date Needed:  (Please allow 5-7 days)

	
	

	Format Needed: (Excel, Word, .csv, other) 

	

	Have you tried using one of the canned reports available with RE version 7?

	[image: image1.wmf]

Yes          [image: image2.wmf]

No

	If yes, which one?

	

	Special Criteria: Please be specific as possible
(Examples:  All donors last fiscal year; All donors 500+ in last 3 years; All alums from 1980-2005, etc.) 

	

	Is there/will there be an appeal code associated with your request?

	[image: image3.wmf]

Yes, I already have an appeal code       
	[image: image4.wmf]

No appeal code   
	[image: image5.wmf]

Yes, I need a new appeal code    (See Tim Conley for code)

	If you have an appeal code, what is it?

	

	Will there be a return piece of mail associated with this request?  

	[image: image6.wmf]

Yes        [image: image7.wmf]

No

	Constituency Codes to Include: (Please circle)

	AD – Advanced Degree

AN – Alum no Degree

A – Alumnus/a

M – Married to Alum

D – Divorce from Alum

FC - Faculty

E – Employee

FE – Former Employee

EF – Emeritus Faculty

RE – Retired Employee

FI – Friend of Institution

W – Widow/er of Alum

P – Parent

FP – Former Parent

S – Student
	FM – Foundation Member

FT – Foundation Trustee

CT – College Trustee

FMX – Former Foundation Member

FTX – Former Foundation Trustee

CTX – Former College Trustee

HD – Honorary Degree
	C - Corporation

CO – Campus Organization

EI – Educational Institution

F - Foundation

FF – Family Foundation

GO – Government Organization

LB – Local Business

NP – Non Profit Organization

PC – Personal Corporation

RO – Religious Organization

V - Vendor



	Exclusions:  What should be excluded from your project?

	Solicit  Codes
Specific Attributes
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No Mail
[image: image9.wmf]

No Phone
[image: image10.wmf]

No Person
[image: image11.wmf]

Fall Solicit (Solicit in Fall only)
[image: image12.wmf]

Spring Solicit (Solicit in Spring only)

[image: image13.wmf]

No Email
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No Mail
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Deceased
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No Valid Address (formerly lost address)

Include foreign Addresses?
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Yes           [image: image18.wmf]

No 

Include Rated Prospects?
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Yes           [image: image20.wmf]

No


	Please provide an "as of" Date for Seasonal Address Processing:

	

	Output:  Please select items to include in your report output
(Please note:  Constituent ID and Sort Key will always be provided)
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Title
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First Name
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Middle Initial
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Last Name
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Maiden Name
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Suffix
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Full Name
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Class Year 
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Constituency Code(s) _____
[image: image30.wmf]

Address Block
[image: image31.wmf]

Country
[image: image32.wmf]

Home Phone Number
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Business Phone
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Email Address
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Spouse Name
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Business
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Position
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Degree
[image: image39.wmf]

Major
[image: image40.wmf]

Minor
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School Activities
[image: image42.wmf]

Alumni Activities
(Please include specific activities in space below)
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Default Addressee
[image: image44.wmf]

Default Salutation
[image: image45.wmf]

DHR Addressee
[image: image46.wmf]

DHR by Class

[image: image47.wmf]

Use “Head of Household”


(“Head of household” applies to alums married to alums.  When using HOH processing, duplicate mailings to spouse are eliminated.  HOH addressee type will be Mr. and Mrs. John Smith.  Husband is HOH without class year.)


	Specific School Activites: (Please list)

	

	Specific Alumni Activities: (Please list)

	

	Output Gift Information:
Output Sort Order:
[image: image48.wmf]

Last Gift/Date/Fund
[image: image49.wmf]

Last 3 Gifts/Dates/Funds
[image: image50.wmf]

Giving History Summary
[image: image51.wmf]

Giving History Detail
Top of Form

[image: image52.wmf]

Specific Fund
[image: image53.wmf]

Specific Appeal
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Specific Campaign
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Specific Date RangeBottom of Form
Top of Form

[image: image56.wmf]

Alpha by Last Name
[image: image57.wmf]

Zip Code


	Gift Date Ranges:

	

	Please list specific funds, appeals or campaigns by ID and description.

	

	Gift Types to Include:
	Soft Credit Reporting:  

	Top of Form

[image: image58.wmf]

All Cash
[image: image59.wmf]

All Pledges
[image: image60.wmf]

All Stock
[image: image61.wmf]

All Gifts in Kind
[image: image62.wmf]

All Write-offs
[image: image63.wmf]

All Recurring Gift
[image: image64.wmf]

All OtherBottom of Form
	Top of Form

[image: image65.wmf]

Soft Credit to Donor?
[image: image66.wmf]

Soft Credit to Recipient?
[image: image67.wmf]

Soft Credit Both?


	
	If you include soft credit, how do you want it distributed?

[image: image68.wmf]

Use Distribution on Gift?
[image: image69.wmf]

Soft Credit Full Amount to all?
[image: image70.wmf]

Soft Credit Split Evenly?Bottom of Form

	Please note:  You must indicate soft credit preferences or request cannot be processed.  See explanation of soft credit reporting at bottom of page.

	Credit Matching Gifts to: 

	[image: image71.wmf]

Donor     [image: image72.wmf]

Matching Gift Company     [image: image73.wmf]

Both (Full amount) 

	Anything Else/Special Instructions?

	


Understanding Soft Credit Reporting
There are several factors to consider when reporting soft credit gifts. By understanding your available options, you can make an informed decision and better recognize your donations.  By default, spouses with their own record and other designated soft credit recipients in Raiser’s Edge are automatically soft credited the full amount of the gift.
Example: Robert Hernandez gives $100 to the 2001 Annual Fund. His wife, Wendy, and his business, Toy World, Inc., each receive a soft credit for $100. 

If you mark Soft Credit Gifts To Donor, credit for the total gift amount is given only to the donor, and no soft credit gifts appear. Therefore, only Robert appears on the report as receiving credit for the $100 gift. 

If you mark Soft Credit Gifts To Soft credit recipients, credit for the gift is given only to the soft credit recipients. Therefore, only Wendy and Toy World, Inc., will appear on the report as receiving credit for the gift. The # symbol at the end of the line in a report denotes soft credit recipients. The amount for which Wendy and Toy World, Inc., each receive credit is determined by the distribution option you select: 

1. Use distribution on gift 

2. Full amount to all 

3. Split evenly 

If you select Use distribution on gift, the soft credit totals appear as you entered them on the gift record's Soft Credit tab. If you evenly distributed the $100 gift between Wendy, and Toy World, Inc., this option does not inflate the report total. If, however, you gave both soft credit recipients full credit for the $100, both Wendy and Toy World, Inc., appear on the report and the report total inflates to $200. 

If you select Full amount to all, each soft credit recipient receives credit for the full gift amount, and your report total inflates. 

If you select Split evenly, the gift is divided equally between Wendy and Toy World, Inc. This ensures the report totals remain accurate. 

The third soft credit reporting option is Soft Credit Gifts To Both. Selecting this option gives credit for the gift to the donor and the soft credit recipients. Therefore, Robert, Wendy, and Toy World, Inc., all appear on the report as receiving credit for the gift. To determine how amounts appear on reports, again select one of the distribution options from the drop-down list. 

To prevent inflated totals, select Split Evenly, which splits the total gift amount evenly among Robert, Wendy, and Toy World, Inc. 
The Use distribution on gift option causes the donor to display as having given the full amount of the gift and the soft credit recipients to display as having given the amount entered on the gift record's Soft Credit tab. This option causes inflated totals.
The full amount to all option causes the donor and all soft credit recipients to appear on the report as receiving credit for the full gift amount. This option also inflates your report total. 
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