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UWP CAMPUS TECHNOLOGY SERVICES 

EMAIL DISTRIBUTION LIST REQUEST FORM


Requestor Identification
Requestor’s Name:      
Department:      
Phone:      
UWP Email Address:       
Date Submitted:      
List Owner’s Name:       
Department:       
Phone:       
UWP Email Address:      
Due Date:      
Email Distribution List Description

New List Creation Request:   FORMCHECKBOX 

Change to Existing List Request:   FORMCHECKBOX 

Existing List Name:      



For New Lists please provide a brief description of the Distribution List purpose and members common characteristics.  For changes to existing lists please describe the nature of the change and indicate the revised selection criteria below.
      
Descriptive List Name to appear in Email Distribution List Address Book:      
Student Email Distribution List selection Criteria – Department and/or Major
Specify the desired Department, Majors, Minors and other qualifying information as indicated below to request the specific Student Groups you want included in your email distribution list.  Default Student Status and Career will be “All”.    
***Note:  Student status of “Applied” or All” will be limited to only students that applied or were active within the past 2 years. ***
	Department / Major -  (List all that apply) 
(e.g. History, Art, Business, Math, etc)
	(Check to include)
	Student Status – (Select one)
	Student Career – (Select one)

	
	Major
	Minor
	Pending
	Intended
	Concentration
	2nd Majors
	Applied
	Active
	All
	Undergrad
	Grad
	All

	1. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Student Email Distribution List selection Criteria – Clubs & Organizations
Specify the desired Student Club or Organization Description as entered in the Student Administration System for the specific Student Group you want an email distribution list created for.  
** Note: Additional selection criteria defaults that will be used are as follows: Term = “Current Term” and Student Group Effective Status = “A” for active.
	Student Group or Organization Description as entered in Student Administration System

(e.g. First Generation Student, Mens Baseball, Teacher Education, Veterans- Fall Term, Women’s Bowling)
	Additional Selection Criteria Defaults

	
	Term
	Group Status

	
	STRM = Current Term
	Eff_Status = A


Advisors Email Distribution List selection Criteria

Specify the EMPLID of the Advisor who’s active student Advisees should be included your email distribution list.  Default Refresh Frequency will be nightly.

Advisor EMPLID: 
Faculty & Staff Email Distribution List selection Criteria

Specify the desired Faculty and/or Staff Job Title Codes, Classifications, Departments, and other qualifying information as indicated below to request the specific Faculty and/or Staff Groups you want included in your email distribution list.  Leave Department and/or Job Title blank for “All” Departments or Job Titles valid for the Job Classification specified.  Default Employee Status will be active. 
***Note:  Employment status of “All” will be limited only to employees that were active within the past 2 years. ***
	Title/Appointment Type Code

 (List all that apply)

(e.g. Faculty Member, Teacher, Administration)
	Departments – (List all that apply)

(e.g. Art, Chemistry, Cashier, Chancellor)
	Job/Appointment Titles – (List all that apply)

(e.g. Dean of School, Director, Vice Chancellor)
	Employment Status

	
	
	
	Active
	All

	1. 
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. 
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. 
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. 
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5. 
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6. 
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7. 
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Email Distribution List Refresh Frequency
Specify how often this Email Distribution List will need to be refreshed to maintain accuracy.
 FORMCHECKBOX 
  Nightly – (Every Night)
 FORMCHECKBOX 
 Weekly - (Sunday Nights)
 FORMCHECKBOX 
  Monthly – (1st of every Month)  
 FORMCHECKBOX 
  Annually – (Once Yearly on) -Trigger Date (DD/MM):         

 FORMCHECKBOX 
 Fall



 FORMCHECKBOX 
 Spring


 FORMCHECKBOX 
 Summer



 FORMCHECKBOX 
 Other – (Once on) -
             Trigger Date (DD/MM):       
Note: Fall, Spring, & Summer will be refreshed every day for the first 15 days of the semester.
*** Note: Please check below to accept responsibility for ensuring you will use this Email Distribution List responsibly in compliance with FERPA rules and regulations. ***
Accept FERPA Compliance Responsibility:   YES  FORMCHECKBOX 
    NO  FORMCHECKBOX 
  
Form Last Updated: 10/04/06
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