[Company Logo]   [Company Name]
ROLE CHANGE REQUEST FORM
	Request No.:
	[Reference Number]

	Date Raised:
	[Date]

	Raised by:
	[Reporting Manager]



A. Employee Details
	Employee Name
	 

	Employee ID
	 

	Date of Joining
	 

	Work Location
	 

	Current CTC (₹ per annum)
	 



B. Current vs Proposed Role
	Particulars
	Current
	Proposed

	Designation
	[Designation]
	[Proposed Designation]

	Grade / Band
	[Current Grade]
	[Proposed Grade]

	Department
	[Department]
	[Proposed Department]

	Reporting Manager
	[Reporting Manager]
	[Proposed Manager]

	Cost Centre
	[Cost Centre]
	[Proposed Cost Centre]

	Team Size Managed
	[Number]
	[Number]



C. Justification
	Reason for Role Change
	 

	Key New Responsibilities
	 

	Responsibilities Being Handed Over and To Whom
	 

	Proposed Effective Date
	 



D. Impact
	Change in CTC (Yes / No) and Proposed CTC
	 

	Budgeted (Yes / No)
	 

	Headcount Impact
	 

	Training Needed for New Role
	 



E. Employee Consultation
	Date Discussed with Employee
	 

	Employee's Response
	 

	Employee Signature
	 



F. Approvals
	Approver
	Name
	Decision
	Signature and Date

	Department Head
	[Name]
	[Approved / Rejected]
	[Signature, DD/MM/YYYY]

	HR Business Partner
	[HR Name]
	[Approved / Rejected]
	[Signature, DD/MM/YYYY]

	Finance (if CTC changes)
	[Name]
	[Approved / Rejected]
	[Signature, DD/MM/YYYY]



Declaration
I confirm that this request is raised for genuine business reasons, that the employee has been consulted, and that the information above is accurate. I understand that the role change takes effect only after HR issues a written letter to the employee.

	______________________________
Requested by
[Reporting Manager]
Date: [Date]
	______________________________
Verified by
[HR Name]
Date: [Date]
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