[Company Logo]   [Company Name]
VPN / REMOTE ACCESS REQUEST FORM
	Request No.:
	[Reference Number]

	Date:
	[Date]

	Request Type:
	New / Extension / Vendor / Temporary (travel)



1. User Details
	Name
	[Employee Name]

	Employee ID / Vendor ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager / Vendor Coordinator
	[Reporting Manager]

	Vendor Company and Contract Ref. (if vendor)
	[Vendor Name] / [Reference Number]

	Mobile for MFA
	[Mobile Number]



2. Reason for Remote Access
  Approved hybrid / remote work arrangement
  On-call or after-hours support
  Business travel
  Vendor maintenance or support
  Other: [Specify]
3. Device Details
	Device Type
	Owner
	Asset ID / Serial No.
	OS and Version
	Antivirus Active
	Disk Encrypted

	Laptop
	Company / Personal / Vendor
	[Asset ID] / [Serial Number]
	[OS]
	Yes / No
	Yes / No



4. Access Scope and Duration
	Network Segment / System
	Required
	Justification

	Email and intranet
	Yes / No
	[Justification]

	ERP / business applications
	Yes / No
	[Justification]

	File server / shared drives
	Yes / No
	[Justification]

	Servers / development environment
	Yes / No
	[Justification]



	Access from
	[DD/MM/YYYY]

	Access till
	[DD/MM/YYYY]

	Allowed time window: 24x7 / [HH:MM] to [HH:MM]
	 



5. Approver Chain
	Approver
	Name
	Decision
	Date

	Reporting Manager
	[Reporting Manager]
	Approved / Rejected
	[DD/MM/YYYY]

	IT Security (device and scope check)
	[IT Security Name]
	Approved / Rejected
	[DD/MM/YYYY]

	IT Head (vendor / server access)
	[IT Head Name]
	Approved / Rejected
	[DD/MM/YYYY]



6. User Undertaking
1. I will connect only from the device listed above and keep it updated and protected.
1. I will not share my VPN credentials or MFA codes with anyone.
1. I will avoid unsecured public Wi-Fi, and will lock or disconnect my session when not in use.
1. I will not download company data to personal storage.
1. I understand VPN sessions are logged and may be reviewed.
7. IT Setup
	VPN profile / user ID
	[User ID]

	MFA enrolled: Yes / No
	 

	Expiry set
	[DD/MM/YYYY]

	Configured by
	[IT Executive Name] on [DD/MM/YYYY]




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