
   
New User Request 

FOR PROCESSING EMAIL 

Departing Employee Details 

 

Additional 

Remove From Distribution Lists  

Email Forwarding  

IT Equipment Returned To  

 

Authorisation (Requestor) 

Name  

Position  

Date  

 

Signature 

 

 

Notes 
 

 

 

 

 

 

 

 

 

Company Name  

Date/Time User Departing  

First Name  Last Name  

Site/Location  Line Manager  

Job Title    

E-Mail Address  


