[Company Logo]   [Company Name]
DEPARTMENT CHANGE FORM
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Effective Date:
	[DD/MM/YYYY]

	Form Ref.:
	[Reference Number]



	Detail
	Current
	New

	Department
	[Department]
	[New Department]

	Cost Centre
	[Code]
	[Code]

	Reporting Manager
	[Reporting Manager]
	[New Manager]

	Designation
	[Designation]
	[Designation / Unchanged]

	Shift / Working Hours
	[Shift]
	[Shift]



	Reason for Change
	 

	Change in responsibilities
	 

	Compensation change (None / As per letter ref.)
	 



Access and Systems
  Old department system access revoked
  New department access granted
  Approval workflows updated in HRMS
  Email groups updated
Handover
	Pending work handed over to
	 

	Handover completion date
	 



Privacy notice: [Company Name] collects the details on this page only for updating your department, cost centre and access across HR and IT systems. Access is limited to authorised HR staff, and the record will be kept for the duration of employment and the retention period, after which it will be securely deleted or destroyed. You may ask HR to see or correct your data, consistent with the Digital Personal Data Protection Act, 2023.

	______________________________
Current Department Head
[Name]
Date: [Date]
	______________________________
New Department Head
[Name]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
	______________________________
Employee (acknowledged)
[Employee Name]
Date: [Date]
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