BERTELSMAN N s

Leaver Form
Employee Information: (All fields required)

End Date: First Name: Last Name:
5/7/26 Karla Hamilton
Department: Manager:

VT5000 - TU Content Development Lecia Eubanks

Leaver Checklist tems To Be Done

Out of Office Message Should State:
Thank you for your message. | am no longer available at this email. Please contact Dr. Lecia Eubanks
at lecia.eubanks@teachus.com for assistance.

Email Account: Delete D Archive IEI Email Deletion Date:
Email Archive Should Be Transferred To: Collect cell phone?
Lecia Eubanks ves () No
Software Subcriptions To Be Cancelled Litigation Hold needed?
Yes O No @

[]| Zoom
N Dropbox

Box.com

eFax

GotomyPC

Special Instructions:
Karla has a computer that will need to be returned.

Requester Signatures

Requesting Manager Signature:
Lecia Eubanks
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