
Complete the appropriate sections and submit to your human resource representative.
Purpose of this Form

General Information
Full name (Last, First Middle)

Employee ID number Date Length of time in current job

Current program Current job title Current position number FTE

Current grade level Country of citizenship Area name

Comments

Salary
Proposed grade level Proposed base salary Additional salary components Reason for change

Justification (new hire qualifications, recognized experience, degrees, certifications, and years of service in the current grade level)

New Hire
New program New job title New hire effective date New position number FTE

Personal email address LDS account username Digital photo attached (JPEG)
□ Yes □ No

Temple worthy
□ Yes □ No

Date of worthiness review Name of Reviewer

Transfer or Relocation
New program New job title Transfer or relocation effective date New position number FTE

Reason for transfer or relocation
□ New expanded program □ Filling position for  

Explanation

Estimated cost of move in U.S. dollars Itemized moving cost est. attached
□ Yes □ No

Copy of local PBAO or Service Center moving policy attached
□ Yes □ No

Current Church calling Time length in current Church calling

Name of new supervisor New office address

S&I need Other considerations

Family
Child Name Age Child Name Age

Child Name Age Child Name Age

Child Name Age Child Name Age

Child Name Age Child Name Age

Employee or spouse desires

Termination
Reason for termination
□ Other employment □ Personal □ Does not comply with policy □ Leaving the area 
□ End of temporary assignment □ Retired □ Unsatisfactory performance □ Other (specify)  
Termination effective date Rehire eligibility (based on supervisor’s recommendation)

□ Yes □ No □ Review [In “General Information” section above, add remarks under “Additional Comments.”]

Central Office Use Only
S&I Placement Council decision
□ Approved □ Not approved

Assistant administrator’s signature Date
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