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General:

This document provides information to aid in the completion of the Investigation Request Form.  The Investigation Request Form is intended for use when a supervisor or management suspects an employee of offensive E-Mail, unacceptable usage of the employee’s PC hard drive and/or possible internet abuse from a Commonwealth PC.

Investigation requests can only be submitted by management personnel. Requests are to the submitted to the Bureau of Information Systems, IT Security Policy Unit.

Procedure:

Investigation Request Form Instructions:
	Requester
	Supervisor Name

	Requester E-Mail
	Supervisor E-Mail Address

	Requestor Phone
	Supervisor Phone Number

	Program Office
	Program Office Name

	Submission Date
	Today’s Date

	Employee Name
	Last, First, Middle name of Employee to be investigated

	Employee Type
	Commonwealth Employee or Contractor?

	Employee Network User ID
	CWOPA User ID

	Probation
	Employee on Probationary Status? Yes or No

	Counseled
	Has Employee been counseled? Yes or No

	Reprimanded
	Has Employee been reprimanded? Yes or No

	Type of Investigation
	(Select one) E-Mail, Internet or PC Hard drive

	Start Date
	Date to start Internet investigation

	End Date
	Date to end Internet investigation

	Justification
	Be specific, describe the suspected abuse.

	Send Completed Form to 
	PW, IT-Security@state.pa.us



Refresh Schedule:

All procedures and referenced documentation identified in this document will be subject to review and possible revision annually or upon request by the DPW Information Technology Standards Team. 
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