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ACTION REASON DECISION GUIDE: Transfer Form

TRANSFER FORM

Staff and Faculty

The Transfer form should be used when an employee is moving to a position that is inaccessible to the form initiator. If the receiving manager would be the same individual as the form
initiator, the Position Change form should be used instead.

Is the employee moving
to or from an Executive
position?

Is the employee moving
Is the employment type from a temporary
changing? position to a regular
Is the employee in a staff

position (includes
academic research)?

Is the employee a retiree
under University policy? —Move to non-comp positio
Is the employee moving
to or from a non-
compensated position?

to paid positi

i

BUPPA
Is the employee moving
to a position of the same
level (i.e., career level,
faculty rank, represented BUPSA
salary grade)?
Is the employee moving
toa positionina s thel e::ﬁ:x:iﬁ? What union represents
different union or a non- hanging? the paosition?
represented position? changing:

or decrease from the
current pay grade?

Is the employee moving Is the current position
M from their current rep dbya
position to a lower level collective bargaining
position? agreement?

: 3

Is the pay grade of the
new position an increase \

L388-Librarians

i

i g

I,_s the em;;loyee ""“"'i"‘} Is the employee staff Is the employee
y 4—Faculty (includ Jemi |———Staff—— temporarily moving to a
prese Y

;:;'fti;?;«ice v:t::., research) or faculty? different position?

Increase

- o

If you are unsure whether this is the correct form to process, please review the Form Decision Guide prior to processing.

Is the new position in a
different career category
(i.e, Management,
Professional, Support)?

Is the new positionin a
different job family than
the current position?

Is the new career level an
increase or decrease
compared to the current
career level?

Decrease


https://www.bu.edu/hr/documents/ted-page-new.html

