KNOWLEDGE TRANSLATION (KT) – REQUEST TRACKING (TReQ) FORM

	 Record ID:
	


	
	Immediate requester
	End requester (if applicable)

	Name of requester
	
	

	Post / Job Title:
	
	

	Organisation
	
	


Q1.
Mechanism through which the request was made and dates of both the request and the response

	Mechanism of contact
	Date contact made by the requester
	Date responded to the

Request*

	1. Telephone
	
	

	2. E-mail or equivalent
	
	

	3. Letter by fax/mail
	
	

	4. Visit in person to the Institution
	
	 

	5. Meeting in person done outside of the Institution
	
	 


*If you are not able to meet the request, please write ‘not responded’ and give a brief explanation.
Q2.
Role of the person (end requester) requesting information or support
	Broad role category
	Specific role category (refer Manual for more details)
	Tick single MOST appropriate

	a. Policymaker
	1. Public policymaker in the federal/national government
	

	a. 
	2. Public policymaker in a state or other sub-national government (e.g., district) but only if it has independent policymaking authority
	 

	b. 
	3. Manager in a state or other sub-national government (if it does not have independent policymaking authority)
	

	c. 
	4. Manager in a government healthcare institution
	

	
	5. Manager in a private organisation
	

	b. Stakeholder (other than policy maker)
	1. Staff/member of a civil society group/NGO
	

	d. 
	2. Staff/member of a health professional association or group
	

	e. 
	3. Staff/member of a public healthcare facility
	

	f. 
	4. Staff/member of a private healthcare facility
	

	g. 
	5. Staff of a donor agency or international organisation 
	

	h. 
	6. Staff of a pharmaceutical or other biotechnology company
	

	i. 
	7. Representative of other stakeholder group
	

	c. Researcher
	1. Researcher in a national research institution in Malaysia (public & private)
	

	
	2. Researcher in a university in Malaysia (public & private)
	

	
	3. Researcher in other institution in Malaysia (public & private)
	

	
	4. Researcher located outside Malaysia
	


Q3.
Focus of the request

	Broad category of request
	Focus of request
	Tick all applicable
	Details of request (specify policy issue if applicable)

	
	
	Materials
	Presentation (oral/poster)
	

	a. Research products and packaged evidence summaries
	1. Primary research products 
	
	
	

	
	2. Systematic reviews, scoping reviews
	
	
	

	
	3. Packaged evidence summaries
	
	
	

	
	4. Other
	
	
	

	b. Promotional / communication products (other than research products)
	1. Using research evidence in policymaking
	
	
	

	
	2. Activities of respective institutes to support the use of research evidence in policymaking
	
	
	

	
	3. Identified policy priorities
	
	
	

	
	4. Available research resources
	
	
	

	
	5. Structures and policies that support policymakers in acquiring, assessing, adapting and applying research evidence when they need it
	
	
	

	
	6. Partnerships between policymakers and researchers
	
	
	

	c. Application materials
	1. Forms/documents on securing incentives
	
	
	

	
	2. Funding calls targeted at researchers
	
	
	

	
	3. Other
	
	
	

	
	
	Tick all applicable
	Details of request (specify policy issue if applicable)

	d. “Push” efforts
	1. Deliberative dialogues about policy issues (related to a specific research project or packaged research evidence summary)
	
	

	a. 
	2. Other
	
	

	e. Efforts to facilitate “user pull”
	1. Research resource listing
	
	

	b. 
	2. Clearinghouse visit
	
	Not applicable

	c. 
	3. CD containing a searchable database of research evidence
	
	

	d. 
	4. List of researchers and knowledge-translation specialists
	
	

	e. 
	5. Other
	
	

	f. “Exchange” efforts
	1. Meetings that bring together policymakers and researchers to exchange information and ideas (unrelated to a specific research project or packaged research evidence summary)
	
	

	f. 
	2. Other
	
	

	g. Training
	1. Training in the production of systematic reviews, scoping reviews and primary research products 
	
	

	
	2. Training materials about the production of systematic reviews, scoping reviews and primary research products 
	
	

	
	3. Training in knowledge-translation activities
	
	

	
	4. Training materials about knowledge-translation activities
	
	

	
	5. Training in how to acquire, assess, adapt and apply research evidence
	
	

	
	6. Training materials about how to acquire, assess, adapt and apply research evidence
	
	

	
	7. Student/ fellowship/ other attachment
	
	

	
	8. Other
	
	

	h. Consultancy/ Expert services
	1. Editorial board/ article reviewer/ Judge/ Panel member
	
	

	
	2. Technical advice/ consultancy/ expert opinion
	
	

	
	3. Plenary speaker/ lecture
	
	

	
	4. Collaborator in research project
	
	

	
	5. Other
	
	


Name of respondent: …………………………………...............................
Division:……………………………………………….................
Position:................….…………………………………...............................
Institution: ……………………………………………..................
PLEASE COMPLETE ‘DATE RESPONDED’ in section Q1








