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	* Indicates Required




		This form may be used by MANAGERS to notify Human Resources of changes to department and/or location date for their direct reports.

DO NOT USE THIS FORM IF there is a change to Executive, Region or Area. Such changes typically require additional information (e.g. requisition number, salary, grade, title, etc.) and approval signatures not captured on this form. To process changes to Executive, Region or Area, submit an Employee Action Record (EAR) with appropriate signatures to Human Resources.




		Employee Information

	Emp #:

Employee *:
	[bookmark: _GoBack]      

      

	Executive :
	     
	Department :
	      

	
	
	
	

	Application Date 
(DD-MM-YYYY) :
	     
	
	                                                




		Department / Location Information

	   
	From
	   
	To

	Department *:
	     
	 
	     

	Work Phone *:
	     
	 
	     

	Manager Name *:
	     
	 
	     

	Address*:
	     
	City*:
	     

	
	     
	State:
	     

	
	     
	Country :
	     

	Phone*:
	     
	
	




		Note

	Office Mail Location is the City & State of the DecisionOne Office where inter office mailings should be sent. For employees assigned by management to work from a home office, the Office Mail Location is the employee's home address

	Office Mail Location: (To request a change answer the following question)

	Has the employee been assigned by management to work from home Office? Yes: No:




		




		Form Approval

	
	

	My Manager  :
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