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Commonwealth Office of Technology

COT E-mail Review Request Form


COT Tracking Number:__________________
Requested by:       
Title:      
Date of request:      
Are you the employee’s immediate supervisor?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

If no, what is your supervisory relationship to the employee? 
Cabinet: 
Department/Division: 
Phone number:      
Purpose:
Acceptable use violation
 FORMCHECKBOX 

Internal employee investigation
 FORMCHECKBOX 



Court ordered investigation
 FORMCHECKBOX 

Vacant position – temporary
 FORMCHECKBOX 


Will the employee be notified of this review?    Yes   FORMCHECKBOX 
      No   FORMCHECKBOX 

Name and e-mail address of employee whose e-mail is to be reviewed:


Agency Legal Counsel or Contact Name:  
Reporting method:
 FORMCHECKBOX 
 
Grant permissions to       during the review.   
 FORMCHECKBOX 
 
Contents should be exported to a PST file and sent via CD to Agency Legal Counsel or Contact named above.
NOTE:
Agencies should be aware that if the e-mail review involves restoring deleted e-mail that is not present in one of the employee’s current e-mail folders (including the “Deleted Items” folder), COT’s e-mail backups are only retained for a period of twelve days.  E-mail that was deleted (and purged) by the employee prior to twelve days before the restore process will not be available.  In addition, if COT must restore an employee's e-mail folders from previous backups, a standard charge will be incurred by the agency for this service.

Agency Billing Number:          
Signatures required
     
      

Requesting Agency Director or Executive
         Date
     

Requesting Agency's Legal Counsel
         Date

     
      

COT CISO or Executive Director
         Date

     
      

COT E-mail team
         Date

     
      

Authorized personnel receiving CD
         Date

Any questions regarding this form should be directed to: 
COTSecurityEmail_InternetUsageReviews@ky.gov 
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