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University of Hawai'i Foundation
Data Request Form
       Processing Time:            Please allow for a minimum of 5 business days to process data request.
       Mailing Sample:            Data requests for event or mailing must be accompanied by sample mailing piece.
       Approval:                     Your request of data must be authorized by your Unit Head (signature below) before 
                              approval by UHF Data & Technology services (required for non-UHF employees).
       Submission:            Submit the completed form to:  data.requests@uhfoundation.org 
Our privacy policy does not permit us to release email address lists. 
To email donors and/or alumni, please submit the Broadcast Email Request form.
Name*:
Department*:
E-mail*:
Phone Number*:
Date of Request*:
Report Needed by*:
Per UH policy, if you are UH faculty/staff, please indicate the date you completed the UH Information Security Awareness Training and General Confidentiality Notice (GCN).
UH Information Security Awareness Training
http://www.hawaii.edu/infosec/training/
UH General Confidentiality Notice
http://www.hawaii.edu/its/acer/?page=home
Please describe the specific purpose(s) for which this data will be used. List others that will also have access to this data, indicating the dates they completed the UH Information Security Awareness Training and GCN. 
If this is for an event or mailing, please include dates.  
Are you looking for a list of individuals or organizations for a mailing piece, invitation, etc.?*
* If Yes, please fill out Part A;         * If No, please fill out Part B.
Please choose Yes or No to the following question: Are you looking for a list of individuals or organizations for a mailing piece, invitation, etc.?
Part A
Your request of data must be accompanied by a sample of your mailing piece 
(i.e.  correspondence, invitation, flyer, etc.)
1.  Would you like to keep track of this mailing correspondence in Advance?
this will then be tracked in the mailing list screen (MAILL)
2  Have you requested this before?
3.  Do you plan to use these criteria in the future?
If Yes, When:
If Yes, When:
5.  Do you want to include donors?
4.  Select any of the following columns you wish to have in the data given to you:
Donors
D1:  What type of donors do you want to include?
D6a:  Apply the above criteria/restriction to the following address types:
D2:  Donors that gave to a specific:
D7:  Other giving criteria/restrictions:
Unit(s):
College(s):
Allocation(s):
D6:  Geographic criteria/restriction:
D5:  Giving Amount ranges:
Country:
State(s):
Zip Code range:
Default Campaign reporting practices include the above gift types in bold.
D4:  Giving Date ranges:
D3:  What type of gifts do you want to include?
6.  Do you want to include alumni?
Alumni
A1: Class year(s):
A2: College(s):
A3: Degree(s):
A4: Major(s):
A5: Campus:
A6: Chapters(s):
A7: Other:
A8: Geographic criteria/restriction:
Country:
State(s):
Zip Code range:
A8a: Apply the above criteria/restriction to the following address types:
A9: Other Alumni criteria/restrictions:
7. Please specify type(s) of solicitation flags to EXCLUDE from the report:
8. Additional comments:
Proposed data list for (mailing/invitation) cleared by Unit Head (required for non-UHF employees):
A hard copy with signature can be submitted separately if preferred. Send copy to: 
Data and Technology Services, UH Foundation, PO Box 11270, Honolulu, HI 96828
*
I agree to the terms and conditions set forth in the Data Confidentiality Disclaimer.
Part B
(non-mailing/invitation)
1.  Please provide detailed description of the report:
2.  Please attach a mock-up report (or depict below) to represent the format that should be used for the          
     report:
Proposed data list for (mailing/invitation) cleared by Unit Head (required for non-UHF employees):
A hard copy with signature can be submitted separately if preferred. Send copy to: 
Data Request Team, 2444 Dole St., Bachman Hall 101, Honolulu, HI 96822
*
I agree to the terms and conditions set forth in the Data Confidentiality Disclaimer.
DATA CONFIDENTIALITY DISCLAIMER 
The use of alumni, donors and friends information maintained through the UH Foundation Database is restricted to purposes consistent with advancing the mission and vision of UH Foundation and the strategic goal of engagement set by the University of Hawai‘i. All requests made by donors and alumni regarding confidentiality and privacy preferences will be honored. Only the information relevant to the requesting party will be provided. UH Foundation may exercise its right to deny any requests for alumni and donor information. The creation and maintenance of unauthorized databases originating from UH Foundation data is strictly prohibited. 
The confidential information included in this report has been entrusted to UH Foundation solely for purposes directly related to the University of Hawai‘i mission. By forwarding the information as requested, UH Foundation hereby passes the responsibility to protect alumni, donors and friends information to the recipient of the information. Requested information shall be used only as stated in the purpose of the data request. Should you require a report with similar information, it is highly recommended to request for updated information. The UH Foundation Database is updated on a daily basis and the similar information may be outdated to be used for another project. 
The requested data will be delivered via UH File Drop or a similar secure service, which has been deemed secure by the UH Foundation Data and Technology Services department. As email security cannot be guaranteed, we are unable to forward any data via email. As such, emailing any information provided in the requested report is strictly prohibited. 
After the requested data has been used to complete the project, the data (in all forms) must be destroyed in a manner that will prevent an unauthorized party from obtaining the information. The UH Foundation Data Request Team is able to dispose of the data materials if the recipient of information is unable to do so. 
Should you have any questions about this policy or the data request process, please contact Christine Koo at christine.koo@uhfoundation.org or (808) 376-7833.
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