[Company Logo]   [Company Name]
SYSTEM ACCESS REMOVAL FORM
	Request No.:
	[Reference Number]

	Date:
	[Date]

	Trigger:
	Exit / Transfer / Contract End / Access Expiry / Access Review Finding

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



1. User Details
	Name
	[Employee Name]

	Employee ID / Vendor ID
	[Employee ID]

	Department
	[Department]

	Primary User ID
	[User ID]

	New Department (if transfer)
	[Department]

	Requested by
	[HR Name] / [Reporting Manager]



2. Access to be Removed
	System / Resource
	User ID / Role
	Action
	Removed On (Date / Time)
	Removed By

	Domain / directory account
	[User ID]
	Disable / Delete / Remove group
	[DD/MM/YYYY HH:MM]
	[IT Executive Name]

	File server / shared drive
	[Folder / Group]
	Remove
	[DD/MM/YYYY HH:MM]
	[IT Executive Name]

	Server / cloud console
	[Role]
	Remove
	[DD/MM/YYYY HH:MM]
	[IT Executive Name]

	Database
	[Role]
	Remove
	[DD/MM/YYYY HH:MM]
	[IT Executive Name]

	Remote access / VPN
	[User ID]
	Revoke
	[DD/MM/YYYY HH:MM]
	[IT Executive Name]



3. Access to be Retained (transfers only)
	System
	Role
	Reason Retained
	Approved By

	[System]
	[Role]
	[Reason]
	[New Manager Name]



4. Related Security Actions
  Shared / service account passwords known to the user rotated
  MFA tokens and app passwords revoked
  Scheduled jobs or scripts running under the user's ID reassigned
  Activity logs retained for [Number] days
  Linked application access removal raised separately (if any)
5. Verification
	Verification method: System report / Login test / Screenshot
	 

	All listed access confirmed removed: Yes / No
	 

	Exceptions
	[Details]



This form is to be retained with the access management records for audit.

	______________________________
Requested by
[HR Name]
Date: [Date]
	______________________________
Executed by
[IT Executive Name]
Date: [Date]
	______________________________
Verified by
[IT Security Name]
Date: [Date]
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