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	Directions for completing an internal transfer request.
1. Complete internal transfer request form.

2. Submit completed form and resume to current supervisor for approval and signature.

3. Submit complete documentation to Human Resources.

	EMPLOYEE INFORMATION- please print

	Last Name:        
	First:      
	M.I.      

	Home Phone:       
	Other Phone:       

	Current Program:       
	Current Position:       

	POSITION INFORMATION

	Job Reference Code(s):        
	Job title:       

	Please provide a brief summary describing your qualifications that make you a candidate for this position:

	     

	

	

	TRANSFER ELIGIBILITY REQUIREMENTS

	· I understand that I must be in my current position for six (6) months.
· I understand that I must be in good standing without any current progressive discipline on file.
· I understand that my current and/or former supervisors will be contacted to provide a reference regarding my work history and I release Family Service of Rhode Island from any liability.
· I understand other applicants will be considered for this position and this internal transfer request is not a guarantee of a job offer. 

· I understand that I must meet the minimum requirements for the position as listed on the job posting.
Refer to the following policies for more information:

· HR28.05.10   Recruiting, Interviewing and Hiring Policy

· HR 27.04.10  Progressive Discipline
___________________________________                                           ________________________________

Employee Signature                                                                                Date

	SUPERVISORY APPROVAL

	Supervisor:  Complete this section and return to the employee.
 FORMCHECKBOX 
This employee is in good performance standing and should be considered for the open position

 FORMCHECKBOX 
This employee currently has progressive disciplinary action and is not in good performance standing and therefore should not be considered for this open position.

Notes:

___________________________________                                           ________________________________

Supervisor Signature                                                                               Date
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