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

	Date:
	[Date]

	Request Type:
	New / Modify / Temporary / Elevated

	Ticket Ref.:
	[Ticket Number]



1. Requester Details
	Name
	[Employee Name]

	Employee ID / Vendor ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Existing User ID (if any)
	[User ID]

	User type: Employee / Contractor / Vendor engineer
	 



2. Access Requested
	System / Server / Resource
	Role or Group
	Access Level
	From
	To
	Business Justification

	[Domain / Active Directory group]
	[Group Name]
	Read / Write / Admin
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Justification]

	[File server / shared drive path]
	[Folder]
	Read / Write
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Justification]

	[Server name / IP]
	[Role]
	Read / Admin
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Justification]

	[Database]
	[Schema / Role]
	Read / Write
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Justification]



3. Approver Chain
	Level
	Approver
	Name
	Decision / Comments
	Date

	1
	Reporting Manager – business need
	[Reporting Manager]
	Approved / Rejected – [Comments]
	[DD/MM/YYYY]

	2
	System Owner – role appropriateness
	[System Owner Name]
	Approved / Rejected – [Comments]
	[DD/MM/YYYY]

	3
	IT Security – required for admin / production access
	[IT Security Name]
	Approved / Rejected – [Comments]
	[DD/MM/YYYY]



4. Provisioning (IT use)
	System
	User ID
	Access Granted
	Granted On
	Granted By
	Auto-expiry Set

	[System]
	[User ID]
	[Role / Level]
	[DD/MM/YYYY]
	[IT Executive Name]
	Yes / No

	[System]
	[User ID]
	[Role / Level]
	[DD/MM/YYYY]
	[IT Executive Name]
	Yes / No



5. User Undertaking
1. I will use this access only for the purpose stated above.
1. I will not share my credentials or let others use my session.
1. I will inform IT when I no longer need the access.
1. I understand that my activity on these systems is logged and may be reviewed.

	______________________________
Requester
[Employee Name]
Date: [Date]
	______________________________
Provisioned by
[IT Executive Name]
IT Department
Date: [Date]
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