
EMPLOYEE TRANSFER/PROMOTION FORM

SIUE Transfer Checklist for Employees who have accepted a new position in a different
Department on the Alton, E. St. Louis or Edwardsville Campuses
The purpose of this form is to assist departments and employees who are moving to another position in another department at SIUE.  This checklist is meant to facilitate the process and plan, allowing for uninterrupted employee access, employee pay and up-to-date information.  Some duties may not be applicable in all cases.  If possible, forms have been linked directly and are accessible by clicking on the form name.
	Employee’s Last Name:                                             
	First Name:

	Banner ID:

	Previous Department:
	Employee’s last work date in previous dept:

	Supervisor Name/Phone #:
	

	Job Classification:         FORMCHECKBOX 
  Faculty                FORMCHECKBOX 
 Admin/Prof Staff               FORMCHECKBOX 
  Civil Service

	New Department:
	Employee’s first work date in new dept:

	Supervisor Name/Phone #:
	

	Job Classification:         FORMCHECKBOX 
  Faculty                FORMCHECKBOX 
 Admin/Prof Staff               FORMCHECKBOX 
  Civil Service


	
	Previous Department duties
	Employee Duties 
	New Department Duties

	1.
	 FORMCHECKBOX 
  Confirm that employee does not appear on your Payroll Certification after termination date
	 FORMCHECKBOX 
  Sign necessary HR Employment forms to transfer to new position and receive your next paycheck in new department, ensure that your Campus location and phone number are updated
	 FORMCHECKBOX 
  Prepare required HR Employment forms to hire employee into new position, in conjunction with payroll processing cutoff dates, as well as update the employee’s new Campus location and new phone number

	2.
	 FORMCHECKBOX 
  Update Vacation/Sick Leave Taken fields on the Banner PEALEAV screen to report time taken while employee worked in the department and collect final timesheet for your department
	 FORMCHECKBOX 
  Turn in any final vacation and sick leave slips for time that will be taken during your employment in your current department and complete final timesheet
	 FORMCHECKBOX 
  Confirm that the employee begins with the appropriate leave beginning balances; remember that available employee leave time transfers as well

	3.
	 FORMCHECKBOX 
  Enter final hours to be paid through the department time entry/approval process if employee is paid hourly
	 FORMCHECKBOX 
  Complete your BW payroll time reporting timesheet/timecard to be submitted to your previous department
	

	4.
	
	 FORMCHECKBOX 
  Sign your PDQ when you begin your new position
	 FORMCHECKBOX 
  Prepare PDQ for new employee’s review and signature

	5.
	 FORMCHECKBOX 
  Provide employee with an evaluation upon their departure from the department; the evaluation form is available at:  http://www.siue.edu/humanresources/forms/pdf/EEP-EvaluationForm.pdf

	 FORMCHECKBOX 
  Ensure that you have met with your new supervisor and understand your new job duties 
	 FORMCHECKBOX 
  Complete Phase 1 of the Employee Excellence Process upon the new employee’s arrival to the department

	6.
	 FORMCHECKBOX 
  Collect any SIUE keys the employee was assigned while working in the department


	 FORMCHECKBOX 
  Acquire key(s) to your new work space location and turn in key(s) from your previous work location
	 FORMCHECKBOX 
  Confirm a key is available for the incoming employee.  Prepare the Key Request form to transfer the assigned key to the new employee

	7.
	 FORMCHECKBOX 
  Remove keyless Entry access  in conjunction with completion of job responsibilities, contact Key Control to remove access when employee transfers to  new department

 FORMCHECKBOX 
  Remove access provided through an internal office security code within the employing department (i.e. Bursar)
	 FORMCHECKBOX 
  Sign keyless entry access form

	 FORMCHECKBOX 
  Authorize Keyless Access if needed; refer to Facilities Management web page for information from Key Control

 FORMCHECKBOX 
  Assign a security code to the new employee if entrance to the employee’s work area is restricted (i.e. Bursar)

	8.
	 FORMCHECKBOX 
  Complete the ITS Systems Access Request Form to remove systems access assigned to the employee while working in department

Systems Access Request Form:  http://www.siue.edu/its/forms/pdf/sarfold.pdf


	 FORMCHECKBOX 
  Sign the Systems Access Request Form which authorizes the creation of your user’s account for the various information systems you will be required to access in your new position.  You may also need to complete the Confidentiality Form, as specified on the ITS web site regarding access
	 FORMCHECKBOX 
  Complete the ITS Systems Access Request Form to assign systems access to the new employee
Systems Access Request Form:  http://www.siue.edu/its/forms/pdf/sarfold.pdf


	9.
	 FORMCHECKBOX 
  Submit authorization forms (link below) to HR to remove access if the  employee was assigned Payroll Department Time Entry or Approval responsibilities  for the department

•Time Entry Authorization Form
•Time Approver Authorization Form
	 FORMCHECKBOX 
  Sign the forms provided by your supervisor if you will be completing Banner Department Time Entry or Approver responsibilities, or Leave Administration.  HR will arrange training with you
	 FORMCHECKBOX 
  Submit authorization forms (link below) to HR to assign access if the employee will be assigned  Payroll Department Time Entry or Approval responsibilities 

•Time Entry Authorization Form
•Time Approver Authorization Form

	10.
	 FORMCHECKBOX 
  Remove access to network copiers /printers /personal computers 





	 FORMCHECKBOX 
  Determine where your documents will print and understand your new local network
	 FORMCHECKBOX 
  Request access to network copiers/printers/personal computers

	11.
	 FORMCHECKBOX 
  Remove AIS Fiscal Officer and Fiscal Officer Delegate responsibilities by completing the revocation form, available at:  http://www.siue.edu/its/ais/





	 FORMCHECKBOX 
  Complete a request form and an attestation statement for AIS Fiscal Officer or Fiscal Officer Delegate duties; the forms are   available at http://www.siue.edu/its/ais/ and must be forwarded to Administrative Accounting, Box 1002. A link to training is also available at this site.
	 FORMCHECKBOX 
  Complete the forms required to authorize AIS Fiscal Officer or Fiscal Officer Delegate duties, available at: http://www.siue.edu/its/ais/

	12.
	 FORMCHECKBOX 
  Remove P-card access if the employee had P-card responsibilities.  For more information view: http://www.siue.edu/purchasing/staff/pcardindex.shtml 
The P-card Administrator can be reached at 650-3257
	 FORMCHECKBOX 
  Complete the P-card access form and acquire training information at: http://www.siue.edu/purchasing/staff/pcardindex.shtml  

The P-card reference information is available at:
http://www.siue.edu/purchasing/staff/pcard/quick_reference.shtml
	 FORMCHECKBOX 
  Complete the P-card access form, if needed.  For more information regarding P-card access, view: http://www.siue.edu/purchasing/staff/pcardindex.shtml

	13.
	 FORMCHECKBOX 
  Confirm and review any final Transportation Services charges the employee may have incurred prior to transferring
	 FORMCHECKBOX 
  Complete a new Driver Approval form  for your new department and visit the Transportation Services website for form access

	 FORMCHECKBOX 
  Ensure a new Driver Approval form is prepared; the form is available on the Transportation Services website

	14.
	 FORMCHECKBOX 
  Ask the employee to turn in any Parking Service Permits they used while working in your department
	 FORMCHECKBOX 
  Contact Parking Services if a different parking hang tag is required for your new job location.  The Parking Services web site is located at:  http://www.siue.edu/parking/
Return any Parking Service Permits to your previous department
	 FORMCHECKBOX 
  Remind the employee to check the Parking Services web site at the link below, if they need to change their parking hang tag based on their new work location http://www.siue.edu/parking/
Distribute a Parking Service Permit, if needed.

	15.
	 FORMCHECKBOX 
  Ask the employee to return  department name badge and unused business cards



 
	 FORMCHECKBOX 
  Request and confirm with your department that a new name badge and/or business cards will be ordered for you in your new position and department
	 FORMCHECKBOX 
  Order a name badge and/or business cards.  Contact Purchasing at 650-3255

	16.
	 FORMCHECKBOX 
  Notify ITS that the employee’s authorization code ends for your department as of the last date of employment within the department.  Update the voice message and phone display and reset the voice mail password, if necessary.  Record a new greeting, if necessary.  

Forms and phone information are available at: http://www.siue.edu/its/fac_staff/index.shtml
	 FORMCHECKBOX 
  Submit a Telecommunications Service Requisition to obtain a new telephone authorization code, change the name on your new phone display, and reset the voice mail password, if necessary.
Record a new greeting on the phone.  Forms and phone information are available at: http://www.siue.edu/its/fac_staff/index.shtml
	 FORMCHECKBOX 
  Prepare Telecommunications Service Requisition to authorize a new telephone authorization code, change the name on the employee’s phone display, and reset the voice mail password, if necessary.    Forms and phone  information are available at: http://www.siue.edu/its/fac_staff/index.shtml

	17.
	 FORMCHECKBOX 
  If the work site had been adjusted for the transferring employee, determine if the adjustments need to be removed

	 FORMCHECKBOX 
  Contact Emergency Management and Safety at 650-3584 or refer to the website below, if your new work location needs an ergonomic assessment :  http://www.siue.edu/emergencymanagement/
	 FORMCHECKBOX 
  Adjust existing work stations, as needed

	18.
	
	 FORMCHECKBOX 
  Contact Equal Opportunity, Access and Title IX Coordination if you need a workplace accommodation due to a disability for your new work location:  http://www.siue.edu/eoa/
	

	19.
	 FORMCHECKBOX 
  Ask the employee to return any SIUE property he or she may have been assigned to do their job while employed in the department, such as a radio, laptop, or cell phone, etc.
	 FORMCHECKBOX 
  Return any other SIUE property assigned during your employment in your current department, such as a radio, laptop, cell phone, etc.  Clean out desk/locker before moving to new department 
	 FORMCHECKBOX 
  Assign any SIUE property to the new employee, as needed, ensuring to record property tag ID’s

	20.
	
	 FORMCHECKBOX 
  Request from your new supervisor, any flex time schedules which were in place during your previous position 
	

	21.
	 FORMCHECKBOX 
  Contact ITS or work with your department IT support staff to remove access from the listserves, shared drives, sharepoints, etc, which the employee will no longer be required to access
	 FORMCHECKBOX 
  Be aware of listserves, department shared drives, etc.  necessary for your new position
	 FORMCHECKBOX 
  Contacting ITS or working with your department IT support staff,  to provide access to required listserves, shared drives, sharepoints, etc, which the employee will need for their new job

	22.
	
	 FORMCHECKBOX 
  Complete Identity Protection Plan Training if you have not completed the training before.   The training is accessible from the HR website at:  http://www.siue.edu/humanresources/pdf/IdentityProtection.swf
	 FORMCHECKBOX 
  Ensure that the employee has completed Identity Protection Plan Training if they have not completed the training before.  The training is accessible from the HR website at:  http://www.siue.edu/humanresources/pdf/IdentityProtection.swf
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