[Company Logo]   [Company Name]
PASSWORD / MFA RESET REQUEST
	Ticket No.:
	[Ticket Number]

	Date and Time:
	[DD/MM/YYYY] [HH:MM]

	Request Received via:
	Walk-in / Phone / Ticket / Manager



1. Requester
	Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Department
	[Department]

	Registered Mobile
	[Mobile Number]

	Reporting Manager
	[Reporting Manager]



2. Account to be Reset
	System / Application
	User ID
	Reset Type

	[Domain / Email]
	[User ID]
	Password / Unlock / MFA re-enrol

	[Application Name]
	[User ID]
	Password / Unlock / MFA re-enrol



3. Reason
  Forgot password
  Account locked after failed attempts
  Password expired
  Lost or changed MFA phone
  Suspected compromise / unusual activity
4. Identity Verification (IT)
  Call-back made to registered mobile [Mobile Number]
  Employee ID card checked in person
  Confirmed by reporting manager (required for admin / finance accounts)
  Employee details matched with HR records
	Verified by
	[IT Executive Name]

	Verification result: Passed / Failed – request rejected
	 



5. Action Taken
  Temporary password set and shared through [Secure Channel]
  Change of password forced at next login
  Account unlocked
  Old MFA device removed and new device enrolled
  Active sessions revoked (for suspected compromise)
  Security team informed (for suspected compromise)
6. User Confirmation
I confirm that I made this request, that I have set a new password known only to me, and that I will not share it with anyone, including IT staff.

	______________________________
User
[Employee Name]
Date: [Date]
	______________________________
IT Helpdesk
[IT Executive Name]
Date: [Date]
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