/ ’ RA M General Request
Golombils, Durri, Biripi, TObwabbas & Werin and Change Form

Site: Urgency:

Secure Folder

Add to Access

Folder Name: Action:
older Name ction Request Form?:

Users to
add:

Users to
remove:

Email Distribution List

List Name: Type: Action:

Accessible

externally?: External name:

Users to
add:

Users to
remove:

Mailboxes (CEO approval required)
User Name: Action:

Recipient name:

Forward
Message:

Home Folder Access (CEO approval required)
Folder Owner: Action:

Access to:
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http://itrams.org.au/resources/Processes%2C_Procedures_%26_Forms/IT%20General%20Request%20Process%20v0.2.pdf

Software (may incur charges)

Software Action:
Name: '
Version: Distribution type:
Supplier Name: Purchase new license:
Fif purchasing | peee— | [ee—
urenasing Purchase Approver Cost centre:

I a new license:
Users / com-
puters to add:

Users / com-
puters to
remove:

License Details:
(Helpdesk Use Only)

Printer changes

Printer Name: Default:

Computers to
add printer to:

Computers to
remove printer
from:

File Restore (may incur charges)

User Name: Recover from date:

File/Folder
Name(s):
File/Folder
Location(s):

Location(s) for files
to be restored to:

Ad-hoc Request

Details of

request:
Request Date: Request By*:
Signature:
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* Must be CEO or Delegate — CEO only for Mailbox & Home Folder Access requests Vo2
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