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	Employee Information

	Name:
	
	
	Date:
	
	Time:
	

	Location:
	
	
	Employee’s Phone:
	
	
	

	Department:
	
	
	
	
	
	

	Manager’s Name:
	
	
	Manager’s Phone:
	
	
	

	Manager’s Signature:
	
	
	
	
	
	

	Separation Information

	Separation Status:
	
	Voluntary
	
	Involuntary

	Separation Date:
	
	

	Date for removal of access:
	
	

	Network Access

(Please check all network accounts employee currently has)

	Network
	
	

	Mainframe
	
	

	AS400
	
	

	E-mail
	
	

	VPN
	
	

	Dial-up
	
	

	Other:
	

	Equipment

(Please check all equipment employee currently has)

	Desktop:
	
	

	Laptop:
	
	

	Cell Phone:
	
	

	PDA:
	
	

	Other:
	

	For IT Department use only

	Security access removed by:
	
	
	Date:
	
	Time:
	

	Workstation collected or reassigned by:
	
	
	Date:
	
	Time:
	


	Additional resources

· TechRepublic's Downloads RSS Feed 


· Sign up for TechRepublic's Downloads Weekly Update newsletter
· Sign up for TechRepublic's IT Management NetNote newsletter
· Check out all of TechRepublic's free newsletters
Version history

Version: 1.0

Published: September 18, 2000
Version: 2.0
Published: January 5, 2006
Updated

	Tell us what you think
TechRepublic downloads are designed to help you get your job done as painlessly and effectively as possible. Because we're continually looking for ways to improve the usefulness of these tools, we need your feedback. Please take a minute to drop us a line and tell us how well this download worked for you and offer your suggestions for improvement.

Thanks!

—The TechRepublic Downloads Team
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