Information Technology New Hire/Transfer
Employee Name:						Department:
Will the employee require a Windows Account for login?
☐ Yes		☐ No
Will the employee need EMAIL?
☐ Yes		☐ No
Is there another employee account that should be used as a model to setup the new employee?
Name of employee with similar access

Will the employee be using the same computer/laptop as the previous employee?
☐ Yes		☐ No
Will IT need to supply the new hire with a computer or laptop?
☐ Yes		☐ No
Will the employee have access to the department folder on the P drive?
☐ Yes		☐ No
Will the employee require a Personal U Drive
☐ Yes		☐ No
Please check which applications the employee will need to access:
☐	Munis
☐	Building Permit
☐	FOIA Direct
☐	Red Dot Security Alert Program
Phone Extension to be assigned to the employee (Town Hall and Water Department only)
Extension number: 
Door Fob for Town Hall?
		Yes		No

