PAYROLL CHANGE FORM
{FirstName} {LastName}  |  {Account.Name}
	SUBMITTED BY (HR / MANAGER)
{Organization.Name}
{Owner.FirstName} {Owner.LastName}
{Owner.Email}
	EMPLOYEE
{FirstName} {LastName}
{Title}  |  {Department}
{Email}  |  {Phone}
{MailingCity}, {MailingState} {MailingPostalCode}



	Form Reference
	Date Submitted
	Department
	Current Title

	{FirstName} {LastName} — Payroll Change
	{TODAY | formatDate:'MMMM DD, YYYY'}
	{Department}
	{Title}



Employee Information
	Employee Name
	{FirstName} {LastName}

	Current Job Title
	{Title}

	Department
	{Department}

	Employee Email
	{Email}

	Employee Phone
	{Phone}

	Employer / Company
	{Account.Name}



Change Details
	Change Type
	Current Value
	New Value

	Job Title
	{Title}
	________________________

	Department
	{Department}
	________________________

	Base Salary / Pay Rate
	________________________
	________________________

	Pay Frequency
	________________________
	________________________

	Work Location
	{MailingCity}, {MailingState}
	________________________

	Employment Type
	________________________
	________________________

	Manager / Supervisor
	{Owner.FirstName} {Owner.LastName}
	________________________



Effective Date of Change
	Change Effective Date
	________________________

	Payroll Processing Date
	________________________

	Approved By
	{Owner.FirstName} {Owner.LastName}

	Date Approved
	{TODAY | formatDate:'MMMM DD, YYYY'}



Reason for Change
	Type of Change (check all that apply):
[ ]  Merit Increase          [ ]  Promotion          [ ]  Role Change          [ ]  Demotion
[ ]  Market Adjustment      [ ]  Pay Correction      [ ]  Department Transfer  [ ]  Other
Additional Notes / Justification:
{Description}
_____________________________________________________________________________
_____________________________________________________________________________



Authorizations
This form must be signed by the HR representative and the employee's direct manager before submission to payroll.
	HR Representative
_______________________
{Owner.FirstName} {Owner.LastName}
Date: {TODAY | formatDate:'MMMM DD, YYYY'}
	Department Manager
_______________________
Name: __________________
Date: __________________
	Employee Acknowledgment
_______________________
{FirstName} {LastName}
Date: __________________



{TODAY | formatDate:'MMMM DD, YYYY'}  |  {Organization.Name}  |  © {CURRENT_YEAR} {Organization.Name}. Confidential.
