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South Carolina Governor’s Office | Office of Executive Policy and Programs

Information Technology
Contact (803) 734-9888 for questions or comments

DEPARTING Personnel - Closing Accounts
OEPP IT will need the following information for all departing Governor’s Office personnel
	1. Employee Name AND Departure Date:


	First:
	    
	MI:
	 
	Last:
	     

	

	
	
	Departure Date:
	     


	2. Office Information:


	Address:
	     

	
Division:
	     


	3. Contact Information:


	Work Phone:
	     
	
	Cell:
	     


	4. Supervisor’s Information:

	Name:
	     
	Phone:
	     

	
	
	

	5. Please list all IT equipment being returned: (for example: cell phones, laptops, etc.)

	     

	6. Unless otherwise specified below, OEPP IT will automatically disable and retain email and/or network accounts of departing employees for two weeks, after which time the account(s), and any data associated with it/them, will be deleted from the system.

	
For departing staff, do you want OEPP IT to:

	       FORMCHECKBOX 
 DO NOT retain account(s) for any length of time.  
	
	
	

	       FORMCHECKBOX 
 Retain individual’s e-mail account longer than two weeks.
	How long?
	     
	

	       FORMCHECKBOX 
 Retain individual’s network account and network files longer 
           than two weeks.
	How long?
	     
	

	       FORMCHECKBOX 
 Retain individual’s files from the PC?  (specify in box #7)
	
	
	

	
	
	
	

	7. Should another user be given access to the retained account(s) and/or files? Do retained files need to be copied to another account or location for access purposes? Please specify in the field below:

	     

	     
	
	

	Date
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