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GUIDELINES FOR COMPLETING FORM # HRIS TXFR-002

INTERIM ASSIGNMENT/TEMPORARY TRANSFER – PROFESSIONAL NON-BARGAINING

Document will be available on-line via the Web on the CSU Human Resources homepage (www.csuohio.edu\HRD).   Download the Microsoft Word document to local storage and print it for your use.

Form #HRIS TXFR-002 is to be used for interim assignment/temporary transfers as presented in the CSU Professional Staff policies.  The guidelines for authorizing interim assignment/temporary transfers are outlined on the form.

Prior to initiating the form, written authorization must be secured from the Affirmative Action Office, and from the Budget Office.  If the employee’s current department is within the Academic Affairs sector, then authorization must also be secured from the Provost’s Office.

Guidelines for completing the form are:

1. Employee’s name & CSU ID#:  Name of employee (first - last) & ID number

2. Current title & dept.:  Employee’s current business title & department 

3. Transfer to title & dept.:  Business title & department to which employee is transferring

4. Reason for temporary transfer:  Explanation of need for the temporary transfer

5. Starting date of temporary transfer:  1st day employee is working in the temporary job classification (usually the beginning of a pay period)    For an extension, it is the starting date of the extension and should be the day after the previous ending date.

6. Ending date of temporary transfer:  last day employee is working in temporary job classification.  For an extension, it is the ending date of the extension.
7. Date extension:  check only if existing temporary transfer is being extended

8. Employee signature & date:  (when appropriate) Employee signifies agreement to a temporary transfer where duration, including any extensions, will exceed 6 months

9. Signature of supervisor & date:  Signature of employee’s immediate supervisor in current position and date

10. Signature of department head & date:  Signature of employee’s department head in current position and date

11. Authorizations: Attach original documentation from Compensation, AAO and Budget Office, and check that they are attached.  If authorization was received from Provost, attach it and check that it is attached

Send the completed form with attachments, to Budget Office/Provost Office (if applicable)/Human Resources, KB 1300 for review and processing, Attn: Director of Compensation.

