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SECTION 1   PRODUCTION REPORTS REQUESTS 
 
Requests for reports, labels, or special form reports that are needed must be submitted 
via phone requests, email or in writing at least seven days prior to the date needed.  All 
requests will be based on a first come, first serve basis.  All requests must clearly 
identify the information needed, the format requested and the date the request must be 
completed.  NISD personnel are reminded that the two weeks prior to the beginning of 
school and two weeks after the end of school are extremely high volume periods of 
request.  Requests that do not meet the seven-day request period, may not be honored 
during those high volume periods of time. 


