[Company Logo]   [Company Name]
REPORTING MANAGER CHANGE FORM
	Department:
	[Department]

	Effective Date:
	[DD/MM/YYYY]

	Initiated by:
	[Department Head]

	Form Ref.:
	[Reference Number]



	Employee ID
	Employee Name
	Designation
	Current Manager
	New Manager
	Dotted-line Manager (if any)

	[Employee ID]
	[Employee Name]
	[Designation]
	[Reporting Manager]
	[New Manager]
	[Name / NA]

	[Employee ID]
	[Employee Name]
	[Designation]
	[Reporting Manager]
	[New Manager]
	[Name / NA]

	[Employee ID]
	[Employee Name]
	[Designation]
	[Reporting Manager]
	[New Manager]
	[Name / NA]



	Reason for Change
	 



Handover Checklist
  Pending leave, attendance and expense approvals cleared
  Current goals and KPIs shared with new manager
  Outgoing manager's appraisal input recorded for the period managed
  Introduction meeting held on [Date]
  HRMS approval workflow updated
  Employees informed in writing
Appraisal Ownership for Current Cycle
	Final rating by
	 

	Input from
	 



Only work-related information is handed over between managers. Personal matters shared with the outgoing manager are not passed on without the employee's agreement.

	______________________________
Outgoing Manager
[Reporting Manager]
Date: [Date]
	______________________________
New Manager
[New Manager]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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