Network Remove User Form
February 18, 2016


Division: 		Requested by: 		The person’s last day: 	


Please REMOVE the following User:

		___
First Name	Middle Initial	Last Name

[bookmark: _GoBack]Is user being transferred to another NOAA organization?_	

If yes, which organization? 	


NOTE: User’s Google Docs need to be transferred to a new owner before user leaves 

By default all data (files saved on the user’s “U” drive) & E-Mail files will be deleted from the network within one week of the employee's departure.  If you need time for someone to review the files and to move them to a different location, please let us know who will need access to the files.  We can extend the deadline for deleting the files to 30 days if we are informed the files are being reviewed.

Network files:  	

Email files:      	

Google Drive files: _________________________________________________________________

Please do the following with their voice mailbox and telephone programming (remove, forward phone to another ext., etc):

		Phone #: 	


NOTE:  User will automatically be removed from the NOAA Locator.










For Systems Division Use


Date deleted__________________       Initials:________        CPU Property No:_________________
