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[bookmark: _rpabkbhl3j2t]Employee Change of Status Form [Template]


	Employee Information

	Employee name:
	

	Department:
	

	Job title:
	

	Supervisor/Manager name:
	

	Effective date of change:
	



[bookmark: _oc859pyrg2sd]Reason for Change
	Select the reason and complete the corresponding section below.

	␧ Position change
␧ Pay rate/salary change
␧ Employment status change
␧ Department/location transfer
␧ Leave of absence
␧ Termination
␧ Other: _______________________


[bookmark: _h1dm6nkoc511]
[bookmark: _x4y1kyg75k4r]Position Change
	Current Position
	New Position

	

	


	Reason for change



	Additional details




[bookmark: _qjxp3wftlvxr]
[bookmark: _4x9w0on8vui]Pay Rate/Salary Change
	Current Pay Rate
	New Pay Rate
	Percentage Change

	

	
	

	Frequency

	␧ Hourly

	␧ Weekly
	␧ Monthly
	␧ Annually 

	Reason for change 




[bookmark: _chbbwj4dvmec]
[bookmark: _p1uvo8dr2xjr]Employment Status Change
	Current Status
	New Status

	              ␧ Full-time
              ␧ Part-time
              ␧ Temporary
	             ␧ Full-time
             ␧ Part-time
             ␧ Temporary

	Reason for change 




[bookmark: _k76rq1hd4yk5]
[bookmark: _w9jfz0oa1n1o]Department/Location Transfer
	Current Department/Location
	New Department/Location

	

	


	Reason for change



	Additional details




[bookmark: _v2wfh1nkj2lp]
[bookmark: _hh3smkmh4uio]Leave of Absence
	Type of leave

	␧ Medical

	␧ Personal
	␧ Family

	Start Date

	Expected Return Date

	Reason for leave



[bookmark: _r24cb8ko8oxv]
[bookmark: _5p64fb9ayjyr]Termination 
	Termination type

	                     ␧ Voluntary     
	       ␧ Involuntary

	Last Working Day



	Reason for termination



	Exit Interview completed? 

	                     ␧ Yes 
	       ␧ No


[bookmark: _uxzd2dq42ig6]
[bookmark: _kf58x4ca2ivb]Approvals
	Supervisor/Manager Name: 

	Signature:



	Date:

	HR Representative Name:

	Signature:


:
	Date:

	Other (if needed):

	Signature:


:
	Date:


[bookmark: _9c77vkye8ten]
[bookmark: _434569n0dh97]For HR/Payroll use only
	Processed by:
	Date processed: 

	


	

	System updated? 
	   ␧ Yes 
   ␧ No

	Comments/Notes:







[bookmark: _h6d5ed9cyp8z]
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