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Part 1 – to be completed by the Agency Head
	EMPLOYEE NAME:


	POSITION:

	AGENCY NAME:


	AGENCY COST CENTRE:

	COMMENCEMENT DATE:


	WORKING HOURS:


	ITEM REQUIRED
	DATE REQUIRED /Notes

	Location:

( 383ALB, ( 390ALB ( 278VIC, ( 486ALB, ( CATHEDRAL

( Other please specify ___________________________


	

	Building Access:

( Keys (specify):________________________________
( Security Pass: _______________________________
Other locations access level and keys ______________________________________________


	

	Car parking:

Is it appropriate for the employee to be provided with car parking?

( Yes / ( No
Vehicle Registration:________________________________

	

	( OfficeMax Account

	

	( Email address

	

	( Telephone 
     Direct Dial:                                    Ext No.
	

	( Work mobile phone
     Mobile No. 
	

	( Internet access

	

	( Credit Card (detail limit)

	

	( Facility work vehicle

	

	( Motor Pass Card       
   
	

	( E-tag

	


	Additional Information: 
(e.g. Workspace arrangements/IT requirements/ Special needs) and sign off

Signature:           
Name and Office
Date:


Part 2 – To be completed by the HR office

	Human Resources Office 

Approved/Not Approved: 

Signature:        
Name and Office
Date:


Part 3 – To be completed by service departments - Finance, Facilities, Information Technology

	Action complete

Signature:   
Name and Office
Date:


Return to the HR office
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