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	New England College

Information Technology Process Document

Group Email Account Request



· Please fill in all items or request may be delayed (contact helpdesk for assistance if needed)

· When saving the file for sending to helpdesk, include the email or list name in the file name

· Creation requests must be submitted by Dean, Director or above to helpdesk@nec.edu 

· Owner/Requestor and Delegates may manage list directly or use this form to request changes

Type of request (select one from each row - see explanation below):

	 FORMCHECKBOX 
 
Create New
	OR
	 FORMCHECKBOX 

Change Existing

	 FORMCHECKBOX 
 
Distribution List
	OR
	 FORMCHECKBOX 

Group Email Account

	 FORMCHECKBOX 
 
Permanent
	OR
	 FORMCHECKBOX 
 
Temporary,  Date to Terminate if known:      


Distribution List: no mailbox or account for users to log into, email sent to this type of account will be similar to automatically forwarding the email to multiple people

Group Email Account: Similar to a regular email account with login and self contained “email inbox” but multiple people are provided access to it. This can be accomplished in two ways depending on if you need to have some people with read only access and others with full control

· Email or list name requested for creation or modification (list name, list email address)

Click here to enter text.
· Owner/Requestor - NEC employee name, title, and department (Dean, Director or above):

Click here to enter text.
· Delegate(s) – Personnel authorized to make changes to account. (only “Owner” may change this list)

Click here to enter text.
· NEC Email users to receive email sent to this account. Enter each on separate line (note: for “Group Email Account” include “read only” or “full control” for each name - default is full control)

For changes, only include the specific name(s) with an indicator or “add” or “remove”

Click here to enter text.
· Who can send TO this list? (i.e. should only some specific group be able to send to this account?)

Click here to enter text.

· Special instructions

	Show in Address Book? 
 FORMDROPDOWN 

	Allow List Membership viewing? 
 FORMDROPDOWN 



Other: Click here to enter text.
	Click here to enter text
Requestor Signature (Initial for email submission)
	     
Request Date
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