BAY COUNTY LIBRARY SYSTEM
PAYROLL CHANGE NOTICE
(TO BE COMPLETED BY SUPERVISOR)


TO:	PAYROLL DEPARTMENT

PLEASE ENTER THE FOLLOWING CHANGE (S) IN YOUR RECORDS TO TAKE 

EFFECT: ____________________________
                             (DATE &TIME)

EMPLOYEE # _______________ EMPLOYEE NAME____________________________________________

BRANCH____________________ DEPT___________POSITION____________________________________

REASON FOR CHANGE (S) :

____HIRED					____RESIGNATION (SEE ATTACHED)

____RE-HIRED				____RETIREMENT (SEE ATTACHED)

____OTHER					____TERMINATION

____TRANSFER				____LEAVE OF ABSENCE

____PROMOTION: __________________________________________________________________________

___________________________________________________________________________________________

INCREASE HOURS PER WEEK FROM______TO______

DECREASE HOURS PER WEEK FROM ______ TO______

EMPLOYEE SIGNATURE_________________________________________________

CHANGE AUTHORIZED BY_________________________________DATE_____________
                                                                       (Supervisor)

CHANGE APPROVED BY ___________________________________DATE_____________
                                                             (Personnel Department)

 (
(For Office Use Only)
(X) ALL APPLICABLE BOXES                         
         
   
              
 
    
FROM
                                  
TO
                
         
BRANCH                                                             
                   
                 
        
                   
                            
 
         
CLASSIFICATION                                               
                                            
                 
                           
         
RATE                                                                     
                                                                                       
         
                                                             
                                        DATE                       RECEIVED 
 
BY:
       
         KEY RETURNED BY EMPLOYEE
         (Must be returned in order to receive final check) 
) (
Changed:  Intranet___________
                 Master File ___________
                 Personnel Folder
_________
)
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