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                            Inter-Agency Transfer Request / Social Security Number Change   

                          
					    		             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


(Transfer Request must be sent to the ADOA HRIS Inter-Agency Transfer Coordinator as soon as the effective date has been established.)

	
Losing Agency Code:   	      Status ________

 Time records are to be completed by the close of business of the last day worked for the Losing Agency. 
	
Gaining Agency Code: 	_____ 

Gaining agency is to notify Losing Agency of  transfer and request file.



		

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


  

Gaining Agency Contact Name 				____________________________________________________________________________                   


Gaining Agency Contact Email ____________	      __	      _____    Gaining Agency Contact Number_____________________________________                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             		
     	 



SOCIAL SECURITY NUMBER CHANGE


Current Social Security Number:				                New Social Security Number:
                                                                                                                                                                                      
	 
	
	    
	 



Effective date used will be employee’s Hire Date unless otherwise noted.  General Accounting Office will be notified of  this change to ensure proper 
wage allocation and reporting.  Central.Payroll@azdoa.gov  

____________________________________________________________________________________________________

Agency Contact Name 					    Agency Contact Signature 				
                                                                        Print Name                                       

Agency Contact Number 					  Agency Code: 					



Submit the completed form to:
Interagency.Transfers@azdoa.gov 



 
                                                                                                                                                                                                                               
Inter-Agency Transfers / Social Security Number Changes

The ADOA HRIS Inter-Agency Coordinator job role will complete Inter-Agency Transfers and Social Security Number changes. 

Inter-Agency Transfers:
· The Inter-Agency Transfer Request form can be accessed on the HRIS website. 
· Inter-Agency Transfer actions move the electronic files of an employee from one agency to another.
· In most cases, the Inter-Agency Transfer will be processed as “immediate” if the effective date is current or past. 
· You may send your request in advance of the effective date, however, pending Inter-Agency Transfer actions  will be processed by the system on the night of the effective date of the action.  

· Losing Agency Requirements:
· The Losing Agency will be responsible for entering all time records for the employee, by the close of business on the last day worked at that agency. 
· The Losing Agency MUST NOT terminate the employee unless there is a true break in service, which is not covered by paid 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.

· 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 transfer being completed 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.  These actions are used to update pay or additional changes resulting from the transfer.
· The Gaining Agency is responsible for ensuring receipt of the employee's personnel file (paper) from the Losing Agency. 

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


Social Security Number Changes:
· The agency will submit the Agency Transfer Request / Social Security Number Change Form to the mailbox at interagency.transfers@azdoa.gov. This form can be accessed on the HRIS website. 
· Social Security Number changes are immediate actions that will be entered by the ADOA HRIS Inter-Agency Transfer Coordinator.  
· The effective date of the social security change is always the hire date of the employee.  This is the date required in the box labeled: “Effective Date of Transfer or SSN change”. 
· The correction will be processed as “immediate” and the agency will be notified by email. 
· General Accounting Office will be notified to ensure that all employee records are merged correctly. Some coordination between the agency and General Accounting Office may be necessary.
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