Arkansas Department of Correction

Employee Request for Transfer 

A transfer is moving from one job title, grade, class code, and salary to another in the same job title, grade, class code and salary. 

Complete the following information and forward to your Unit HR Manager along with a completed Internal Application.

	Name:  
	
	Date:  
	     


	Current Job Title:
	     
	Unit:  
	     
	Grade:  
	     


	Requesting Transfer to:  Job Title:
	     
	Unit:  
	     
	Grade:  
	     


	If this position is currently being advertised give the position number:  
	     


	Reason for Transfer:
	     


Is there anyone you know serving a sentence at the facility you are requesting transfer to?

	Name:
	
	Relationship:
	


Yes: FORMCHECKBOX 
    No: FORMCHECKBOX 
     


    __________________________
______________________




___________________________

                 Employee Signature
                                                                          Date  


Approved  (   )   Disapproved  (   )   Reason: __________________________________________

______________________________________________________________________________

___________________________________                           _________________

          Losing Administrator/Warden                                                     Date



Approved  (   )    Disapproved  (   )    Reason: _________________________________________

______________________________________________________________________________

___________________________________                         ________________

            Gaining Administrator/Warden                                                     Date                                               

Release Date: __________________________


________________________________              ________________       

     Human Resource Administrator                                  Date                   

   Effective Date: ____________________
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