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KEES Ad Hoc Report Request
Form Instructions:
· Use this form to request an Ad Hoc Report.
· Complete all fields on this form.
· Submit the completed form to the KEES Data Analyst Team via email: KDHE.KeesAdhoc@ks.gov
· Include in Subject line: KEES Ad Hoc Report Request
· If more information or a discussion is needed a Data Analyst will contact you.
· Standard Response time is 5 Business Days.
☐ Check this box if the report is needed sooner and provide the due date: Click here to enter a date 

	
Request Date: Click here to enter Date                 
	
Name: Click here to enter Name                                      
	
Office: Click here to enter Office
	
Phone: Click here to enter Phone                       

	
How often the report will be needed? 
☐ One-Time
☐ On-going Specify below frequency i.e. Monthly, Quarterly, Yearly
Click here to enter text


	
Describe what report is being requested, why the report is needed, and how it will be used (if this is for a cleanup project, please indicate who will be performing the cleanup, and if this has been approved by KDHE leadership):

Click here to enter text


	
 Report description:
· Include as many data elements as possible to describe the records to be included or excluded i.e. Aid Code, Case Number, Review Date, Casebank ID etc.
· Identify if a summary or Pivot table is needed.

	
Description:

Click here to enter text
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