


Payroll Change Form Template:

Employee Name:	__________________	Date of Form:	_____________________
Employee Number:	__________________	Date Effective: ____________________
Position Title:		__________________	Department:	_____________________

Request For:
· Name Change:			From: ____________		To: ________________
· Address/Phone Number:	From: ______________	To: ________________
· Promotion/Salary Increase:	From: ______________	To: ________________
· Demotion/Salary Decrease:	From: ______________	To: ________________
· Transfer/Change of Position:	From: ______________	To: ________________
· Leave of Absence:		From: ______________	To: ________________
· Termination:			Effective From: _______________________
· Resignation:			Effective From: _______________________
· Other				Explanation: __________________________________
_____________________________________________________________________


Reasons for Termination:

· Attendance: 	_________________________________________________________
· Punctuality:	_________________________________________________________
· Job Performance: ______________________________________________________
· Poor Evaluation: _______________________________________________________
· Other Areas of Concern: _________________________________________________

Reasons for Change Request:
	








Authorization:

Signature: _______________________			Date: _____________________
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