Faculty and Staff Exit Check List for Computing

User Leaving Bren:  _________________________

Last Day: _________________________________

Done
Task
By
Date

Y FORMCHECKBOX 

N FORMCHECKBOX 

1. Is automatically forwarding e-mail to supervisor acceptable? (User) If yes, 

Signature: ________________________________



Y FORMCHECKBOX 

N FORMCHECKBOX 

2. Does the staff member want Bren mail forwarded to an offsite e-mail address? (User) If yes,

E-mail:  ___________________@_____________



 FORMCHECKBOX 

3. Vacation mail message composed and submitted to request@bren.ucsb.edu. (User/Supervisor)



 FORMCHECKBOX 

4. Vacation mail and mail forwarding  enabled (System)



 FORMCHECKBOX 

5. Removed from Bren e-mail aliases (Systems)



 FORMCHECKBOX 

6. Disabled NT/Unix account (Systems)



 FORMCHECKBOX 

7. Westec security account disabled and removed from authorized users list on web site. (Systems)



 FORMCHECKBOX 

8. Removed from Bren Mail Contacts (Admin Staff)



 FORMCHECKBOX 

9. Removed from Bren web pages (Webmaster)



Other Notes:

