UCLA College of Letters & Science

Disposition/Consensual Access for Electronic Communications Including Other Relevant Computer Files 

Authorization Form for Employees Separating from the College

Complete this form to request consensual access to an employee’s electronic communications including other university records and/or to specify the final disposition of their electronic communication account if the employee is leaving your department.  Please contact Staff Personnel if you have any questions.
	THIS SECTION TO BE COMPLETED BY REQUESTING DEPARMENT


Requestor’s Name:  

Department:  


Electronic Communication Holder’s Name:  

Electronic Communication Address:  


List the electronic devices where relevant computer files are stored:________________________________________
	THIS SECTION TO BE COMPLETED BY ELECTRONIC COMMUNICATION HOLDER ONLY IF DEPARTMENT IS REQUESTING ACCESS TO ELECTRONIC COMMUNICATION RECORDS


Do you grant the requestor above, consensual access to your electronic communication records?

(  Yes
(  No

Other Instructions/Comments:  


	
	

	Electronic Communication Holder’s Signature
	Date


If employee is leaving UCLA, please specify the disposition of their electronic communication account:

1) Disable electronic communication holder’s access to electronic communication account:                         
( Immediately
( After:         /       / 

2) Delete electronic communication account:
( Immediately
( After:         /       / 

Set an Automatic Reply message with the following text which may include a forwarding address for personal email (The Automatic Reply will be good for 6 months.  Thereafter, subsequent mail will be returned undeliverable):  


Other Instructions/Comments:  


	
	
	

	Requestor’s Signature
	Title
	Date


Keep this record in employee’s Personnel File
Rev.  12/1/05



