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Suspend/Delete Request Form 

Immediate account suspensions during business hours requires a phone call to OSM – End User Services. After 
hours call Network Control 785-296-4999. This form must be emailed immediately to EBITSM@ks.gov after 
calling** 

Requestor Information 

*Requestor: * Phone #:

*Office Name:

User Information 

*User’s Name:

*Last *First *M.I. (‘X’ if none)

*Type of Action:

*Effective Date: *Effective Time:

*Is a copy of emails needed? *Is a copy of OneDrive needed?

*Grant access to emails and OneDrive to (name):

*User has cellphone?

OSM-End User Services will pick up computer and/or cell phone from Requestor. 

Suspend/Remove Checklist 

• Collect laptop and charger on employee’s last day
• Collect state cell phone and charger
• Get Apple ID for iPhone/iPad
• Get 6-digit lock code for cell phone
• Request removal from email group/distribution lists
• Request removal of access from software applications

Signature 

Requesting Authority/ Director: Date: 

Email this completed and authorized request: EBITSM@ks.gov 

https://admin.ks.gov/offices/systems-management/osm-staff-directory
https://admin.ks.gov/offices/systems-management/osm-staff-directory
mailto:EBITSM@ks.gov
mailto:EBITSM@ks.gov
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