 AGENCY TRANSFER REQUEST

SOCIAL SECURITY NUMBER CHANGE

Submit the completed form to: 

Interagency.Transfers@AZDOA.GOV





    

             Last Day Worked for                      Effective Date of Transfer       

Employee Name (Last, First, MI)                                 EIN                                      Losing Agency                                  or SSN Change

	
	
	
	
	
	 
	
	




Select one of the following actions to be processed and fill in the appropriate information needed below


 Transfer Request


      
     Social Security Number Change



TRANSFER REQUEST

(Transfer Request must be sent to the ADOA Central HR Administrator as soon as the effective date of the transfer has been established.)

POSITION NAME:                             ​​​​​​​​​​​​​​​​​​​​​​​                                         

         JOB/CLASS CODE:



New Information:

	Position Number 

(12 Character)
	
	        *Step 

   (SD & DC)
	                                                                                                       


Gaining Agency Contact Name 



 Gaining Agency Contact Signature 



                                                                        Print Name

Gaining Agency Contact Number_________________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       









SOCIAL SECURITY NUMBER CHANGE

Agency Code: 


Current Social Security Number:



                New Social Security Number:
	 
	
	
	 


Agency Contact Name 




    Agency Contact Signature 




                                                                        Print Name                                       
Agency Contact Number 





                     

ADOA HRD Employment

100 N. 15th Avenue

Suite 103

 Phoenix, Arizona 85007 

Inter-Agency Transfers / Social Security Number Changes
The ADOA Central HR Administrator job role will complete Inter-Agency Transfers and Social Security Number changes. 

Inter-Agency Transfers:
· The Agency Transfer Request form can be accessed on the HRIS website. 

· Inter-Agency Transfers are actions that cannot be entered in advance, but will be processed by the system on the Effective Date of the action.  However, you may still send your request in advance of the effective date.

· Inter-Agency Transfers move the electronic files of an employee from one agency to another. 

· Losing Agency Requirements:
· The losing Agency will be responsible for entering all time worked by the Employee, for the losing agency by the C.O.B. (close of business) of the last day worked at that Agency. 

· The losing agency WILL NOT terminate the employee unless there is a break in service, not covered by paid leave.

· The losing agency will provide the paper file of the employee to the gaining agency as requested.

· Gaining Agency Requirements:

· The gaining agency will submit the Agency Transfer Request to the ADOA Central HR Administrator.

· The gaining Agency must ensure the information tied to the position (Job Code, Process Level, Expense account information) is correct and that it is an active position. 

· The gaining Agency will submit the Agency Transfer Request form to the ADOA Central HR Administrator as soon as the Agency has an effective date of the transfer, interagency.transfers@azdoa.gov
· The gaining Agency will receive notice of the transfer being completed on their personnel action update report (XP100) the morning after the Effective Date of the action (i.e., Effective Date 12/01/2003 will be seen on the report on 12/02/2003). 

· The gaining Agency will enter a Job Change on the Individual Action Form (XP52.1) for the incoming Employee after the transfer has been completed and updated in HRIS.  This must be used to update any pay or schedule changes.

· Note - HRIS will process the action the night of the Effective Date. The job change action may be entered once the transfer has been processed. 

· The gaining Agency is responsible for requesting the Employee's personnel file (paper) from the losing Agency. 

************************


Social Security Number Changes:
· The agency will submit Agency Transfer Request / Social Security Number Change Form to the ADOA Central HR Administrator. This form can be accessed on the HRIS website. 

· Social Security Number changes are pending actions that will be entered by the ADOA Central HR Administrator. The effective date of the social security change is the hire date of the employee.  This is the date required in the box labeled: “Effective Date of Transfer or SSN change”. 
· Note - HRIS will process the action the night the change is made. This may be verified the following morning by running the PA340 report. ** The job change action may be entered once the change has been processed. 

· General Accounting Office must be notified by the agency to ensure that all employee records are merged correctly. Some coordination between the agency and General Accounting Office may be necessary.






 




























































































Original: HRIS                                      

                        6/10
Copy: Losing Agency                              

Copy: Gaining Agency





