Payroll Services Personnel Action Form         Employee Transfers
PayrollServices@seattlearch.org  
Tel: (206) 274-7662      Tel: (800) 348-9092     Fax: 206-957-8898        

Payroll Services Mailing Address: 710 9th Ave. Seattle, WA. 98104
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Please complete the information below and fax or mail it to the Payroll Services Office immediately for any transferred employees.  Do not send the form via unsecure email.  If you have questions, please contact the Payroll Services Office. 
	
	Effective Date
	     

	


	Transfer Information

	Transfer-out Location Name
	     
	Location ID
	     

	Transfer-in Location Name
	     
	Location ID
	     


	Employee Information


	Social Security #
	     
	Employee ID
	     

	Employee Last Name
	     
	First Name
	     

	Address Line 1
	     
	City/ST/Zip
	     

	Address Line 2
	     
	Phone Number
	     

	Email Address
	     


	Job / Salary Information


	Transfer Date
	     
	  Hourly  Salary  Exempt      Salary Non-Exempt

	Annual Salary $
	     
	  FT         PT
	Scheduled Hours
	               Weekly

	New Job Code
	     
	Job Title
	     

	Department
	     
	Cost Center
	     


	   No Agreement / Covenant      Work Agreement      Covenant
	Contract Period
	                                    (Ex. SEP-AUG)

	Employee Supervisor
	     


	Benefit Information

	  Teacher      Principal      Active – Not eligible for Benefits   


	Direct Deposit – (Direct Deposit Information transfers over from the old employee record)

	Bank Name
	     
	   Checking      Savings

	Routing #
	     
	Account #
	     


	Tax Information

	Filing Status    Married         Single     Married but file as single
	Exempt From Federal Withholding?    Yes

	Withholding Allowances
	     
	Additional Tax $
	     


	Requestor Information

	Employee Location 
	     
	Location ID
	     

	Employee Name
	     
	Employee ID
	     

	Job Title
	     
	Phone Number
	     

	Email Address (required)
	     

	Signature Approval
	


	
	
	For Payroll Use Only

	
	
	Processed By
	

	
	
	Date
	


Created 07/18/14


