
[image: image1.jpg](B 3P GROUP




Please complete the following form before presenting to HR dept.
	SECTION 1: 


	Company:
Department: 

	Name of the employee(s):
Employee Number: 


	Change Requested (summary of change requested):


	Working Hours

	Current: 


	Proposed: 



	Working Days/Pattern

	Current:


	Proposed:



	Work Location/site

	Current:


	Proposed:



	Line Manager 


	Current:


	Proposed (where applicable):


	Job Title

	Current:


	Proposed:

	Other Changes (Please detail):


	Current:


	Proposed:



	Request Type: Permanent :        Temporary :      If Temporary than please state duration __________



	Please present the justification for Change required: (Need to submit the supportive documents with this form for Change)
Effective Date :__________________



	Payroll Authorisation (Where Applicable)


	Proposal:

· Salary increase

· Please state current salary _______________________ 

· Proposed salary__________________________
· Date effective____________________________
· Bonus, please state amount_______________________

· Date effective____________________________



	Please justify the proposed salary/bonus change: 



	BUH Name:

Signature:
	Date:

	SECTION 2: HR



	Authorised / Declined



	HR  : 

Signature :
	Date:

	Alpa Hathi (where applicable)


	Date: 

	Signature:
	Date:


Change Requisition Form 
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