INTERNAL TRANSFER REQUEST FORM

Section |

Employee Name

Phone Number Email address

Current Employee Information
Present Job Position Length of Time in Present Position

Desired Position Desired Location

Desired Department

| have completed an application for the position. Y/N (Circle)

| am qualified for this position because | meet the education and experience requirements for
the position. | understand that | must be in my current position 6 months before applying for
an open position.

Employee’s Signature:

Date:
Section Il
Acknowledgement
Supervisor’s Signature Date
Received by Human Resources Date
Any attendance, disciplinary and/or performance Yes or No (Circle response, if Yes explain)
improvement plan within the previous 12 months

If yes Explain:

In an effort to match the most qualified person for the job, applicants for transfer/job openings are
screened for qualification by the Human Resources Department and by the Department hiring for the
position. While every effort will be made to interview qualified internal applicants, requesting a transfer
does not guarantee you will be interviewed for the opening.




