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INSTRUCTIONS 
 
 
Special System Rights/Special Project Roles will only be considered for Government or In-House contract users (users with @dot.gov email addresses). 
  
Project Special Role is considered a role for which outside the user's normal assigned section. For example a Geotechnical employee may be assigned as a Project Manager to a particular project. 
 
 1. Request Type 
         a. Check appropriate box: 
                  • Add Special Right 
                  • Remove Special Right 
 
         b. Request Date: Fill in date 
 
2. User Information 
         a. Name 
         b. E-mail address. This is the email address used for their existing EEBACS user account 
         c. Telephone number. User's work telephone number 
         d. Division. Select user's assigned Division or the Division Administering the Contract . 
         e. Company. For In-House Contractors, enter the official contract company name         
         
 
3. EEBACS System Role Special Right(s) Requested 
         a. Enter system role(s) the user has been granted 
         b. Enter Special Rights being requested for addition or deletion. Coordinate with local Component Lead
             and EEBACS Division Administrator to determine which specific, special rights are needed 
         c. Explain why these rights are being requested 
 
 
          Note: For existing System Roles, use EEBACS-002 
 
4. EEBACS Project Role Special Role Request(s) 
         a. Enter Project Number and Name for which Special Role(s) are needed 
         b. Enter existing project roles the user has been granted for that project 
         c. Enter Special Role being requested. Coordinate with local Component Lead and EEBACS Division
             Administrator to determine which special role(s) are needed 
         d. Explain why these roles are being requested 
 
5. User Responsibility Acknowledgement 
         a. Print User's Name 
          b. User Signature (Adobe electronic signature must be used) 
  
           Email the form to the Supervisor or COTR for approval 
 
6. Supervisor or COTR Approval 
         a. Print Supervisor or COTR Name 
         b. Supervisor or COTR Signature (Adobe electronic signature must be used) 
 
           Email the form to the EEBACS Division Administrator for approval and processing 
 
 
 
 
 
 
 
7. EEBACS Division Administrator Approval
         a. Print EEBACS Division Administrator's Name. 
         b. EEBACS Division Administrator's Signature (Adobe electronic signature must be used)
 
 
8. For EEBACS Administration 
 
         Special Rights/Special Roles will be processed by the EEBACS Division Administrators  - not the Local
         Service Desks 
                  a. Request Received Date 
                  b. Request: Check appropriate box. Completed or Returned 
                  c. Account Created by: 
                  d. Date: 
                  e. Account verified by: 
                  f. Verification data: 
                  g. Comments 
                  h. Save form.  To trigger the auto naming convention this form must be named
                         EEBACS-004-User-Special-Rights-Request-Form.pdf
 
 
 
           Notify the User when the Special Rights/Roles have been added or removed as requested.
EEBACS Project Roles Special Role(s) Requested
Request Type
EEBACS System Role Special Right(s) Requested
Existing System Role
Requested Special Rights
Reason
Project Number
Project Name
Existing Project Role
Requested Special Roles
Reason
User Information
Division
User Responsibility Acknowledgement
I understand that I am authorized to access the system identified above with the Special User Rights described and that accessing them for purposes beyond the Scope of Authorization is a violation of Federal Law (18 U.S.C. et al).
I certify my password will meet the DOT requirements and that I will protect all passwords issued to me and will not disclose them to anyone.
STOP:  After completing the form above, save and then email the form to your Supervisor or COTR for approval.
The employee listed needs the Special User Rights described above to complete their assigned duties.
Supervisor or COTR Approval
STOP:  After signing the form above, save and then email the form to your EEBACS Division Administrator Lead
              for approval.
The employee listed needs the Special User Rights described above to complete their assigned duties.  The creation of a new standard Role to handle this situation has been discussed and determined not be the appropriate solution.
EEBACS Division Administrator Approval
For EEBACS Division Administration
Request:
To trigger the auto naming convention this form must be named: 
       EEBACS-004-User-Special-Rights-Request-Form.pdf
8.2.1.4029.1.523496.503679
360-619-7600
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