Leavers Form
To be completed by the leaving staff members HOD before their last day of employment and returned to IT

* Required
1. First name *
Enter first name

2. Surname *
Enter surname

3. Domain Username
Enter the username of the member of staff

4. Job Title *
Enter job title

5. Department *
Choose a department

6. Leave Type
Choose leave type

7. Last working day *
Click or tap to enter a date.
		
8. Potential Return Date
Click or tap to enter a date.

9. Email Redirection *
Choose an item.
		
10. Forwarding Email Address
Enter the email address of the user that should receive a copy of all emails sent to this account
Enter email address here

11. Mailbox Access Permissions
Enter the email address of all users which need access to the leaver’s mailbox
Enter email addresses here

12. Out of Office Message Text
Enter the full out of office message here

13. Phone Diversion *
Choose an item.


14. Divert to 
Enter the internal extension or external number to forward calls to
Enter phone number here

15. Returned Equipment
List all equipment that has been returned
List returned equipment here

16. Missing Equipment
List any company equipment that has not yet been returned
List missing equipment here

17. Applications Used *
☐ Journey CRM
☐ TopDog
☐ Galileo
☐ LastPass
☐ UC One
☐ Adobe Suite
☐ Travelling Web
☐ Other (please specify)

18. Company Phone *
Choose an item.

19. Company Phone Number
Enter phone number here

20. Any other information
Enter any additional information which may be useful to know



*Once complete save this form and attach it as a new IT case created via Journey


