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General:

All business reporting requirements should be collected and analyzed at the requirements phase of a project without regard to type of reporting or development tools. Once all business reporting requirements have been collected, they should be documented using the procedure below.
Procedure:

Sketch a draft layout of the report based on the information you’ve gathered from requirements by completing the following.

Attempt to complete the following for each individual reporting requirement.  Utilize the point of contact to obtain more information in cases where the answer cannot be obtained from the business reporting requirements already gathered.  This may be an iterative process.

Report Name:

Purpose of this report:
Report Layout:

Include any totals, sub-totals or other calculations.
	
	Column 1
	Column 2
	Column 3
	Column n

	Field Name
	
	
	
	

	Source
	
	
	
	


Report Prompts:

	
	Prompt 1
	Prompt 2
	Prompt 3
	Prompt n

	Field Name
	
	
	
	

	Filtered Column(s)
	
	
	
	

	Display Source
	
	
	
	

	Multi-Select
	
	
	
	

	Range of Values
	
	
	
	

	Required/Optional
	
	
	
	


What should be used to limit the data returned? Filters
How long will this report last? Retention Period
Who will see this report?

Should all report viewers see all of the data?

What output format should be used? PDF, Excel, etc.

Refresh Schedule:
All procedures and referenced documentation identified in this document will be subject to review and possible revision annually or upon request by the DPW Information Technology Standards Team. 
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