Report Specification
	General Information

	Report Name
	

	Specification Version #
	

	Creation Date
	

	Report Requester:
	

	Report Developer:
	

	Business Area(s) 
	

	Report Output Type
	

	Reporting Tool & Version
	


	Description of the request, purpose and audience

	

	


	How often is this request to be run and by whom

	Daily:

Weekly:

Monthly: 

Quarterly:




	Is this a Standard Report or Ad Hoc Report

	Standard Report

Ad Hoc




	Displayed Data (Including Calculations)

(Business Name is to be completed by Report Requester, Source columns by developer.)

	Business Name
	Banner

Table
	Banner Field
	Source
ODS
 View/Table


	Source
ODS
View/Table Column


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Filters With Parameters Identified

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Input Parameters

	Parameter
	Optional or Required

(O or R)
	Default

Value
	Single or 

Multi-value

(S or M)
	Wildcards

(Y or N)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Sub Totals/Summary

	

	


	Grouping 

	


	Sort

	


	Notes

	


	Attached Documents

	


	Notes:   Final notes from the Report Writer and Analyst 

	


	Revision History

	Version #
	Date
	Author
	Note(s)

	
	
	
	

	
	
	
	


Signoff

	TASK
	Name
	Sign-off Signature/Date

	Generate Specification
	
	

	Client Review and Acceptance of Specification
	
	

	Code Development Complete
	
	

	Code Test
	
	

	Client Acceptance of Report Test
	
	

	Migration into Production
	
	

	Final Production Verification and Signoff
	
	


