
WILMINGTON UNIVERSITY

NOTICE OF TRANSFER/PROMOTION/SALARY CHANGE

Please complete the following requested information and send the original to Human Resources (keep a copy for your records).  If this form is not completed in full, it will be returned to the Supervisor (which may delay processing for payroll). 
	
PERSONAL INFORMATION

	Employee Name:  

	Employee SSN:  

	Is the employee currently on Wilmington University Payroll?     YES
  NO   

(if there is no change in status, forward the form directly to the Payroll Office)

	Is the employee’s status changing from Part-time (Hourly, Coach, Adjunct Faculty) to Full-time?

YES                 NO   

	The employee is changing from University Work Study to:  Hourly    Coach    Adjunct 

 Full-time Non Applicable  

	If the employee is changing to full-time status, Human Resources should be notified for benefit enrollment purposes

	SALARY/PAYROLL INFORMATION

	EFFECTIVE DATE OF CHANGE:
	

	EFFECTIVE PAY DATE:
	

	PRIOR INFORMATION
	NEW INFORMATION
	TRANSFER INFORMATION

	Department:  
	Department:  
	Salary:    

	Reports To:  
	Reports To:  
	FICA:    

	Title:  
	Title:  
	TIAA:  

	Category:  
	L:  
	Category:  
	L:  
	

	Salary:  
	Salary:  
	BCBS:   

	Vacation Allowance:
	Vacation Allowance:
	Total:

	Budget#:  
	Budget#:  
	Budget Number#:

	

	Is salary pro-rated?     yes     no   If yes, pro-rated over (check one):     12 months or   months

	


   ____________________________________________

___________________________________

       (Supervisor)




   


(Date)

   _____________________________________________

___________________________________

       (Vice President)

  

   


            (Date)

   _____________________________________________

___________________________________

       (President)





   


(Date)

Completed forms should be received by Human Resources 7 days before the indicated first payroll date.
