
HOW AND WHEN TO USE THE EMPLOYEE CHANGE FORM  
  

The Employee Change Form is used anytime a change is made to an existing employee’s position, salary, title, classification, 
status, or manager.  The form provides required documentation for Payroll, Budget, Office of Research and Graduate Studies, 
Academic Affairs and Human Resources.  

 
Change Definitions:  

Promotion    
A promotion is the upward mobility of an employee from one position to another position 
having a greater degree of responsibility and a higher classification. A promotion may be 
within the same division/department or from one division/department to another.  

Salary Increase    Any reason other than legislative, contractual, or across-the-board increases.  

Title Change 
Use Title Change when there are no changes in job duties or salary adjustments.  Title 
Changes are always completed in collaboration with HR. 

Manager Change 
Manager Change is used whenever the employee will be directly reporting to a new 
manager.  This is necessary to update payroll approval and performance evaluation 
routing queues.  

Job Transfer    
A job transfer is made when an employee is moved from one position to a different 
position. The level of responsibility is less than or equal to the former position. 
Classification may or may not change.  

Change of Status 
A change of status occurs when an employee will change from full-time to part-time, 
part-time to full-time, or will otherwise have a change is the number of hours regularly 
worked per week. 

Change in Appointment Months 

Change in Appointment Months is used when a faculty member, or other employee, is 
changing the number of months worked per year.  For example, a 9 month faculty 
member may change to a 12 month appointment if appointed to a department chair 
position. 

Secondary Job Appointment  

Includes stipends paid for Faculty Appointments such as; Department Chair, Program 
Director, Program Coordinator, or Program Leader. For staff members, secondary job 
appointments are for exempt employees authorized to work more than one position at the 
university, such as a non-instructional overload.  

Other     
Includes: Interim (Vacant), Acting (Non-Vacant Position), or a change in labor 
distribution.   

Notes/Comments 
Provide a written summary of the changes that are being made and the justification for 
making the changes.  Please be as detailed as possible so HR fully understands the 
changes being made so they can complete the changes timely and accurately. 

 

1. Always include the current position number.  If the employee is moving to a new position, include the new position 
number.  If it is a new position and a position number has not yet been created, leave this blank and HR will complete. 

2. Include the six digit home organization number in the ‘Current’ column.  If the employee is moving to a different area 
and the home organization will change, include the new home organization number in the ‘New’ column.  It is very 
important that employee records list the accurate home organization number. 

3. Leave Class Code blank; this will be completed by HR. 

4. Include the current job title to ensure changes are made to the correct position.  Note that Banner only allows for 30 
characters in the job title.  Therefore, HR will determine appropriate abbreviations, if necessary, to remain consistent 
with similar positions. 



5. Only complete the Manager Name if there is a change.  If there is no change, leave the line blank.  If there is a change, 
complete both the current and new manager name.  In addition, HR will need the position numbers for current and new 
managers to ensure the employee is added under the correct manager’s routing queues. 

6. If the annual salary (A&P and Faculty positions only) is changing, complete both the current and new salary.  If there is 
no change, leave this line blank. 

7. The line for stipend is used only if a stipend is being added, removed, or the dollar amount of the stipend changed.  If a 
stipend is being added, use $0 for current and the amount of the stipend in new.  If a stipend is being removed, enter the 
amount of the stipend currently paid on the current line and $0 on the new line.  If the amount of the stipend is 
increasing or decreasing, include the current and new amounts respectively. 

8. If the hourly rate (SP positions only) is changing, complete both the current and new hourly rates.  If there is no 
change, leave this line blank. 

9. On the budget lines, indicate the Index-Fund-Org from which the wages are paid.  If the wages will be split between 
multiple accounts, include the different account numbers on the Budget 1, Budget 2 and Budget 3 lines with the 
percentage of total wages that are to be paid from each account. 

 

 Some types of changes require a consultation with HR and additional documentation, such as a revised job description, 
prior to the form’s submission.  

A consultation with HR is ALWAYS required for:  
• Promotions, within or between departments;  
• Job transfers within or between departments, whether a promotion or not, even if there is no salary change  
• Title Changes with no salary adjustment  
• Reorganization  

 Responsibility for completing the form lies with the employee’s current supervisor, except in the case of moves between 
departments, when the employee’s new supervisor is responsible.  

 Incomplete forms or forms missing the required supporting documentation will be returned to the sender for completion. 
 The completed form must be signed by the Department/College Budget Manager and the Department Head/Dean prior to 

submitting the form to HR.  HR will verify all information and approve the changes before routing the form for budgetary 
and Vice President/President approval.    

  


