[Company Logo]   [Company Name]
USER ACCESS REVIEW SHEET
	System / Application:
	[System Name]

	Review Period:
	[Quarter / Half-year] [Year]

	System Owner:
	[System Owner Name]

	Prepared by (IT):
	[IT Executive Name]

	Review Due Date:
	[DD/MM/YYYY]



Instructions for Reviewers
1. Check each user and role listed against the person's current job.
1. Mark Keep, Modify or Revoke. Add a comment for Modify.
1. Pay special attention to rows flagged as leaver, inactive or privileged.
1. Do not review your own access; it will be reviewed by your manager.
1. Return the signed sheet to IT by the due date.
User Access Listing
	User ID
	Employee Name
	Employee ID
	Department
	Role / Access Level
	Last Login
	HR Status
	Flag
	Decision
	Comments

	[User ID]
	[Employee Name]
	[Employee ID]
	[Department]
	[Role]
	[DD/MM/YYYY]
	Active
	-
	Keep / Modify / Revoke
	[Comments]

	[User ID]
	[Employee Name]
	[Employee ID]
	[Department]
	[Role]
	[DD/MM/YYYY]
	Exited
	Leaver
	Keep / Modify / Revoke
	[Comments]

	[User ID]
	[Employee Name]
	[Employee ID]
	[Department]
	[Admin Role]
	[DD/MM/YYYY]
	Active
	Privileged
	Keep / Modify / Revoke
	[Comments]

	[User ID]
	[Employee Name]
	[Employee ID]
	[Department]
	[Role]
	[DD/MM/YYYY]
	Active
	Inactive 90+ days
	Keep / Modify / Revoke
	[Comments]

	[User ID]
	-
	-
	-
	[Role]
	[DD/MM/YYYY]
	Not found
	Orphan
	Revoke
	[Comments]



Review Summary
	Total Users Reviewed
	Kept
	Modified
	Revoked
	Orphan Accounts Found

	[Count]
	[Count]
	[Count]
	[Count]
	[Count]



Remediation Tracker
	User ID
	Action Required
	Ticket No.
	Completed On
	Completed By

	[User ID]
	[Revoke / Modify role]
	[Ticket Number]
	[DD/MM/YYYY]
	[IT Executive Name]

	[User ID]
	[Revoke / Modify role]
	[Ticket Number]
	[DD/MM/YYYY]
	[IT Executive Name]

	[User ID]
	[Revoke / Modify role]
	[Ticket Number]
	[DD/MM/YYYY]
	[IT Executive Name]



I have reviewed the access listed above and confirm that the decisions recorded reflect the current business need of each user.

	______________________________
Reviewer
[Reviewer Name]
[Designation]
Date: [Date]
	______________________________
System Owner
[System Owner Name]
Date: [Date]
	______________________________
Remediation confirmed by
[IT Head Name]
Date: [Date]
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