EMPLOYEE LIST REQUEST
(Please scan to Human Resources:  hrpsoft@central.uh.edu)

	Requestor Information:

	Name: 
	[bookmark: Text15][bookmark: _GoBack]     
	Date:
	[bookmark: Text2]     

	E-mail:
	[bookmark: Text3]     
	Due Date:
	[bookmark: Text4]     

	Department:
	[bookmark: Text5]     
	Phone:
	[bookmark: Text6]     


  

  Purpose of List:
      
	     




 Section I: Please identify the Fields to be Included in List:
	CONTACT INFORMATION:
	EMPLOYEE INFORMATION:

	|_| EMPL ID
	

	|_| Name
	Employee Classification:

	[bookmark: Check2]|_| Campus Mail Code
	|_| All

	|_| Email Address
	|_| Faculty

	|_| Home Address
	|_| Prof/Admin

	
	|_| Support Staff

	Campus Location:
	|_| Other:

	|_| Main Campus Only
	

	|_| Clear Lake Only
	Benefits Eligibility Status:

	|_| Downtown Only
	|_| All

	|_| Victoria Only
	|_| Benefits Eligible Only

	|_| All Campuses
	|_| Non-Benefits Eligible Only

	
	

	
	Job Information:

	
	|_| Job Title

	
	|_| Division/College

	
	|_| Department



Specific Data Request (e.g., specific college or department) or Other Fields needed:

	     





PRIVACY STATEMENT: The data received in response to a data request is for internal use only.  The responsive data may contain information that is private and confidential.  Further distribution of this data may constitute a violation of law and policy.

According to University policy, all information and records held by the university are public, unless they fall within a specific exception to the Public Information Act. It is the responsibility of the Office of General Counsel to determine whether the requested information or records fall within an exception.  All Open Records requests should be referred to the Office of General Counsel, which will then determine whether the information is to be released, or whether it falls within an exception to the Open Records Act (Public Information Act). If an exception is claimed, the Office of General Counsel will request an opinion from the Attorney General of Texas.
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