Employee Report Form – Change for Current Employee
(Other than termination, change to inactive status, or leave of absence)

	Check type of change below:
	Effective date:  Click here to enter a date.

	☐Change % of full-time
	☐Demotion

	☐Name change:     Former name  Click here to enter text.
	☐Promotion	

	☐Pay rate
	☐Pay grade adjustment

	☐Reclassification
	☐Temp. assignment (acting pay):  End date if known: 

	☐Transfer
	Click here to enter a date.

	☐Other  Click here to enter text.


COMMENTS:  Click here to enter text.

Legal name  Enter Last Name,  Enter First Name  	Enter Middle Initial	Department:Choose an item.

	Employee #  Click here to enter text.
	☐ Regular full-time

	Position #  Click here to enter text.
	☐ Regular part-time

	[bookmark: _GoBack]Payroll Occ. Code #  Click here to enter text.
	☐ Casual/seasonal/temporary

	Class Title  Click here to enter text.
	☐ Work study program

	General ledger acct(s): 
	

	Click here to enter text.    Click here to enter text.%
	Hours per pay period  Click here to enter text.

	Click here to enter text.    Click here to enter text.%
	% of full-time (3 digits max)  Click here to enter text.

	Click here to enter text.    Click here to enter text.%
	

	Click here to enter text.    Click here to enter text.%
	



If employee is changing positions, former position #  Click here to enter text.

COMPLETE THIS FOR A PAY RATE CHANGE
Pay level/step Click here to enter text.		Hourly $ Click here to enter text.
☐Exception pay		☐ Positive pay		


I VERIFY THIS INFORMATION IS CORRECT:
Department head/designee signature or typed name Click here to enter text.	Date Click here to enter a date.

Final review by Employee Resources Department Click here to enter text.		Date Click here to enter a date.

ERF deadline:  Forms are due in Employee Resources at 1 p.m. the Thursday prior to the start of the payroll period when the change will occur.

Payroll use only:
Person #: ___________    Group # ___________     ☐Payroll        ☐Emp. personnel file        ☐Benefit (name change)
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