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Copyright and Intellectual Property Statement
 This template is the intellectual property of TenStep, Inc. It may be used and modified within the terms and conditions of your TenStep, Inc. license agreement (Member, Browse, Consultant, etc.) Unauthorized use, sale, resale, copying, etc. are strictly forbidden by USA and international copyright law. (Remove this comment section from final document.)

	Employee name
	
	Number
	

	Effective date
	

	Department
	
	Number
	

	Division
	
	Number
	


	Old
	New

	Job No.:
___________________

Title:
___________________

Manager:
___________________

	Job No.:
___________________

Title: 
___________________

Manager: 
___________________

	Reason:
_______________
(Transfer, Promotion, Other)

If other, provide further explanation:

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________



	Approvals

	Manager:___________________________________________     Date: ___________

Next Level Manager: _________________________________     Date: ___________

Human Resources: ___________________________________
Date: ___________
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