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OFFICE FOR INSTITUTIONAL EFFECTIVENESS & RESEARCH

SURVEY REQUEST FORM
Please complete all sections and submit form to the Institutional Effectiveness and Research Department by emailing to ier@harlingen.tstc.edu, sending through campus mail, or faxing to ext. 5103.  An IE&R staff member may contact you by phone or e-mail to further clarify your request. Please attach an MS Word© copy of the survey to the request. 
	Name of Requestor:

	

	Department of Requestor: 
	

	Phone:  
	

	Email Address: 
	

	Internal and External individuals/groups/entities who will participate in the survey:
	

	Date Needed:
	

	Survey Administration Dates (Number of days for the survey to be open): 
	

	Reason for the Survey Request: 
	

	Description of the Survey Instrument:

	


For IE&R Use Only:
	SA Completing Survey Request:

	Completion Date:
	Hours for Completion:

	Log Number:

	Comments: 


	IE&R Approval - AVP


	IRC Approval - Chair




INSTRUCTIONS FOR THE SURVEY REQUEST FORM
Instructions for completing each section of the form are found below.  Once completed, the form should be submitted to the Institutional Effectiveness and Research Department by emailing it to ier@harlingen.tstc.edu , sending it through campus mail, or faxing it to ext. 5103.  Please make sure that all of the information is legible. An IE&R staff member may contact you by phone or e-mail to further clarify your request. 

Name of Requestor:  This is the first and the last name of the person requesting the survey.  

Department of Requestor:  This is the department in which the person requesting the survey is employed. 

Phone and email address:  This is the office phone number and the email address at which the IE&R Department can contact the requestor. 
Internal and external individuals/groups/entities who will participate in the survey:  Please provide any other internal department or external agency, business, school district, etc. that will be participating in the survey.  This is important in order to ensure compliance with laws, rules and regulations, such as FERPA. 

Survey Administration Dates:  The number of days that you wish to have the survey available online. 
Reason for the Request:  Please describe in detail the reason that the survey request is being made and how you will use these data, i.e. Grant Support, Grant Report, Grant Application, Department Improvement, etc.

Description of the Survey Instrument: Please attach a copy of the survey (MS Word© copy) and a short description about the intent of the survey.
If you require assistance in building the survey instrument, you may contact the IE&R Department for further assistance (ext 4051). 
Office for Institutional Effectiveness & Research

effective and reliable reporting
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