DJJ 3.51
Attachment H
[bookmark: _GoBack]Transfer Request Form

Date of Request:	Click here to enter text.	Requested Effective Date:	Click here to enter text.
Employee Name:	Click here to enter text.	Employee ID#:	Click here to enter text.
Entry Date in Current Position:	Click here to enter text.
· Employee must have served in current position at least 1 year (one) year in order to request a transfer)
· If employee is transferring to a different job the position must NOT have been advertised in order to request a transfer.
· Personnel Action form must be attached when sending to Division for approval
	Transfer From Facility
	Click here to enter text.
	Transfer To Facility
	Click here to enter text.

	Current Job Code
	Click here to enter text.
	Requested Job Code
	Click here to enter text.

	Current Position #
	Click here to enter text.
	Requested Position #
	Click here to enter text.



Required Approvals

1.) 			Forward to Receiving Facility/District Director
	Releasing Facility Director/District Director / Date
	(Signature)

2.) 			Send back to Releasing Facility/District Director
Receiving Facility Director/District Director / Date
	(Signature)

Complete Position/Personnel Action Request Form, attach it, and send on for Division Approval



3.) 		Date:	Click here to enter text.	
	Releasing Division Approval

4.) Criminal History Approval			Date:	Click here to enter text.

5.) Human Resources Approval			Date:	Click here to enter text.

PeopleSoft Entry Date	Click here to enter text.
