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New/Change HRMS Organization

Current Date:  



  Effective Date of Change:  





Change Type (check one):  
____ Org Transfer to New Parent     ____  New Org    ____  Rename Org    ____ End Org
Current Organization Name (if existing):  







New Organization Full Name:   








Preferred Org Short Name (max. 20 characters):  






Preferred Org Abbreviation (max. 5 characters):  






Parent Organization:  










(To which HRMS organization does this organization report?)
Child Organization(s):  









(What HRMS organization(s) report(s) to this org?)
New Organization type: 




  GL # (if applicable)  


(Department, Unit, SubUnit, etc..)
Does/will this Organization be assigned to any Sponsored Projects or Grants?   Yes / No











       (Circle One)

Position Numbers moving to new org:  







Names of all Temporary employees moving to new org:  





Hinman address?  



Main Telephone # 




Physical location/address?  









Standard Non-Exempt Working Hours (1950 or 2080):  




Required Signatures
(Signature VP, Dean or Executive Officer)

(Print Name)

(Date)






(Title)
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