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EMPLOYEE TRANSFER/PROMOTION REQUEST

	Employee Name:

	Date of Employment:

	Date of Request:

	Reason for Transfer Request:

	Current Status
	Requested Status

	Department:
	Department:

	Division:
	Division:


	Position Title:
	Position Title:


	Pay Level:

	Hourly Rate:

	Pay Level: 

	Statement of Interest:

	Human Resources Section:

	Meets requirements of the position:
☐ Yes   ☐ No   ☐ Waiver Requested
	Human Resources Director


	Current Supervisor

	Concurrence & Acknowledgement Signature and date:


	Human Resource Section:

	Interview Date & Time:

	Recommendation to hire:
☐ Yes   ☐ No   
PPM 201:14 Voluntarily
PPM 201:15  Promotional
	Tentative Start date:

	Prospective Supervisor Signature:

	Approval Section 
**NOTE: Section is only for the acknowledgement of the employee’s request, once approved the prospective supervisor will submit a personnel action for the official employment change. 

	Division Director

	Human Resource Director

	Executive Director or Superintendent/Principal
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