PAYROLL CHANGE FORM

EFFECTIVE DATE        

BUILDING OR JOB NAME        

EMPLOYEE NAME        

CHANGES

	CHECK ALL APPLICABLE BOXES
	FROM
	TO

	 FORMCHECKBOX 

DEPARTMENT
	     
	     


	 FORMCHECKBOX 

JOB
	     
	     

	 FORMCHECKBOX 

SHIFT
	     
	     

	 FORMCHECKBOX 
 RATE
	     
	     

	 FORMCHECKBOX 

     
	     
	     


DATE OF LAST INCREASE (IF APPLICABLE)        

ADDRESS CHANGE
     

     

HOME PHONE NO. CHANGE      


REASON FOR THE CHANGE(S)

	 FORMCHECKBOX 
  PROMOTION
	 FORMCHECKBOX 
  LENGTH OF SERVICE INCREASE

	 FORMCHECKBOX 
  DEMOTION
	 FORMCHECKBOX 
  RE-EVALUATION OF EXISTING JOB

	 FORMCHECKBOX 
  TRANSFER
	 FORMCHECKBOX 
  UNION SCALE

	 FORMCHECKBOX 
  MERIT INCREASE
	 FORMCHECKBOX 
  OTHER: ___________________________


 FORMCHECKBOX 
  OTHER (EXPLAIN)       

     

     

CHANGE REQUESTED BY        
  DATE        


(Site/Area Manager)
OFFICE USE ONLY:
 FORMCHECKBOX 
 APPROVED  
PAY DATE 
     


 FORMCHECKBOX 
 DENIED
REASON 
     

BY (IMMEDIATE MANAGER)       

  DATE        

BY (OWNERSHIP/MANAGEMENT)       

  DATE        

Routing Instructions for Payroll Changes:
1. Site/area manager to submit their request to their respective operations manager.

2. Operations manager reviews the job budget to determine if the request can be granted.

3. If the request is granted, operations manager to forward the form to ownership/management for final approval.

4. If the request is denied, indicate as such on the form, date it and email back to site/area manager indicating the reason for the denial.

5. If approved by management, the form will be forwarded to Payroll Department for processing.

6. Payroll Department will process and email a copy of the approval to the site/area manager indicating the date of payroll run it will appear on.

ADDRESS AND PHONE NUMBER CHANGES ONLY:  REMIT TO PAYROLL
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