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	Employee Name:
	
	Personnel Number:
	
	Date of Request:
	


☐ 1. New Hire / Reinstatement
	Job Title:
	
	Work Location/Section:
	
	Hire Date:
	

	Requested Level of Access:
	☐ Initiator
☐ Second Level
☐ Local HR
☐ Section/Division
☐ Agency HR
	Comments:


☐ 2. Change Access Level
	Job Title:
	
	Work Location/Section:
	
	Effective Date:
	

	Current Level of Access:
	☐ Initiator
☐ Second Level
☐ Local HR
☐ Section/Division
☐ Agency HR
	Requested Level of Access:
	☐ Initiator
☐ Second Level
☐ Local HR
☐ Section/Division
☐ Agency HR

	Comments:




☐ 3. Transfer
	Job Title:
	
	Work Location/Section:
	
	Separation Date:
	

	Current Level of Access:
	☐ Initiator
☐ Second Level
☐ Local HR
☐ Section/Division
☐ Agency HR
	Comments:


☐ 4. Separation/Deactivate
	Job Title:
	
	Work Location/Section:
	
	Separation Date:
	

	Current Level of Access:
	☐ Initiator
☐ Second Level
☐ Local HR
☐ Section/Division
☐ Agency HR
	Comments:



															
  Authorized Div Rep			  Date			  Classification Representative		  Date
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