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	Dept. head approval
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	Name of report
	


	Priority (A, B, or C – see below)
	


(A) Emergency – An essential business activity is stopped

(B) Critical – Directly affects customer or business financials

(C) Normal – Will help better manage the business

	New / revision
	

	Frequency
	


	Requirements (Including specific data, selection criteria, sort sequence, calculations, totaling, and other specifications)

	


Attach a copy of original report with changes or a sample of how you want the new report to look (Report will not be processed without Report Sample). 
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