INFORMATION TECHNOLOGY USER SECURITY EXIT FORM

Instructions:  Form to be completed by the employee leaving the Company.  It is to be given to a Human Resources representative at the time of the exit or prior to the last date of employment.  
Name___________________ 
Last Day of Employment:  ______________
Dept._______________ 

Building__________ Room _______ 

Employee Telephone # _________
Manager________________  Manager Telephone # __________________
Please indicate the types of Information Technology Access/Equipment you currently have access to:
Banner User ID ________________________

Active Directory/Email User ID ________________________________

Have you notified the payroll office about receiving your direct deposit (if applicable) via the U.S. postal service – Yes/No

Do you have access to University Departmental share drives – Yes/No

If yes, what share drives do you have access to? __________________

Do you have a laptop or a desktop – Laptop/Desktop

If you have a laptop, on what date will this be returned to your supervisor ____________

If you have a laptop, what is the combination to your lockdown cable ________________

What is your computer’s (desktop and laptop users) Wilkes Property Tag # ________________ (Please contact the University ITS Help Desk – 570-408-HELP (4357) if you cannot find this number.)
Do you have a University-issued tablet and/or cell phone – Yes/No

If yes, on what date will this be returned to your supervisor ____________

Do you have physical access (card swipe or keys) to any secured computer labs, data closets, data centers, telephone equipment, or IT storage areas – Yes/No

If yes, has that access been revoked – Yes/No

Are you are currently enrolled student – Yes/No

Are you an alumnus/alumna – Yes/No

If yes, please contact the Alumni Office to request a Wilkes Alumni Email Account.
Employee Signature:____________________________

ITS Department:

________
Banner Account Locked/Disabled
________
Active Directory Account Disabled/Reconfigured (if applicable)
_________
Share Drive Access Removed
_________
Laptop Received From Supervisor
Signed:______________________________
Date______________
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