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Inter-Agency Transfer Request 

                          
					    		             Last Day Worked for                      
Employee Name (Last, First, MI)                                 EIN                                      Losing Agency                                  Effective Date of Transfer       
	
	
	
	
	
	 
	
	




ALL INCOMPLETE FORMS WILL BE RETURNED AND NOT PROCESSED

	
Losing Agency Code:   	      Status ________


Time records and Close Out Evaluations are required. See below for more information.
	
Gaining Agency Code: 	_____ 

New Supervisor _________________________EIN ___________

New Spvsr. Email ____________________________________________

New Spvsr. Phone ____________________________________________



		
	Position Number 
(12 Characters)
	
	 Step 
   (SD & DC)
	                                                                                                       


  
  Losing Agency Requirements:
· The Losing Agency will be responsible for entering remaining time records for the employee, by the close of business, on the last day worked at that agency. 
· The Losing Agency must not enter a Separation action for the employee unless there is a true break in service, not covered by approved leave.
· The Losing Agency will provide the paper file of the employee to the Gaining Agency within 20 days of the effective date of the employee’s transfer.
· Close Out evaluations are required for all active State Personnel System employees who are transferring to another agency. Contact your agency MAP Team Lead if you have questions. 

  Gaining Agency Requirements:
· The Gaining Agency must ensure the information attached to the position (Job Code, Process Level, Expense account information) is correct and active.  
· The Gaining Agency will submit the Inter-Agency Transfer Request form to the ADOA HRIS Inter-Agency Transfer Coordinator as soon as the agency has an effective date for the transfer to:  interagency.transfers@azdoa.gov .
· The Gaining Agency will receive notice of the completed transfer by email. 
· The Gaining Agency will enter a JOB CHG action on the Individual Action Form (XP52.1) for currently active employee after the transfer has been completed and updated in HRIS. 
· The Gaining Agency will enter a REHIRE1 action on the Individual Action Form (XP52.1) for any separated employee.  
· The Gaining Agency is responsible for obtaining the employee's personnel file (paper) from the Losing Agency. 

Gaining Agency Contact Name 				____________________________________________________________________________                   

Gaining Agency Contact Email ____________	      __	      _____    Gaining Agency Contact Number_____________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             		Submit the completed form to:    Interagency.Transfers@azdoa.gov
Original: HRIS                                      			HRIS02  10/2012
Copy: Losing Agency                              
Copy: Gaining Agency			
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