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New Employee / Temp Request Form
Must be submitted at least 2 weeks prior to employee’s starting date

Start Date: Click here to enter text.
Name:   Click here to enter text.                                                                          
Title:  Click here to enter text.                                                                           
Department: Click here to enter text.                                                            
Supervisor:      Click here to enter text.                              
Location:   Click here to enter text.                         

Please indicate basic needs for new employee:

☐  Computer
☐   Desk Phone
☐   Email Account
☐    Adobe Reader

☐  Standard Departmental Security Group access
☐    ACDB access

Please indicate extra needs for new employee:

☐   Pegasys ID 
☐   HMA 
☒   SAS
☐   Jasper 
☐   Adobe Acrobat Package
☐   Visio
☐   Project	
☐   Impact Pro User Access
☐   SQL Management Studio 
☐   Remote Access (RSA)
☐   Second Monitor (upon CEO approval)	
☐   Printer
☐   Blackberry (special form required)
☐   Mobile Device (special approval and form required)
Please specify business need: Click here to enter text.
☐   MiFi (Wireless access)

☐   E-fax, please specify fax number:  Click here to enter text.e 
☐   Additional security access, please specify:  Click here to enter text.  
☐   Specify if Position/Title is responsible for particular Borough: Click here to enter text. 
[bookmark: _GoBack]Zip Group:  Click here to enter text. 

Date:  Click here to enter text.e              		Electronic Signature:  Click here to enter text.
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