

First Name:_____________	Middle Name:______________ 		Last Name:______________

Job Title:____________________________		Department:___________________

Employment Type:___________________		End Date:____/___/_____   
	
[bookmark: _Hlk508368703]Email Address:                   Y   /   N 	Forward emails to: _________________________________
[bookmark: _GoBack]Automatic replies	  Y   /   N	Please email message you would like set to Wesley or Steve
Phone diversion		  Y   /   N 	Divert calls to: _____________________________________
Equipment Received:        Y   /   N 	If ‘Yes’ Please specify: _______________________________

Applications Used:
· Amadeus 	
· Galileo
· Topdog
· SPP
Other Applications:__________________________________________________________________

 Please state anything else that would need to be removed.


Manager:
Signed:___________________________________		Date:_____/_____/_________
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