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STAFFING CHANGE INFORMATION FOR MIS

The hiring division should submit this form at least one week prior to the start date.

Completion of this form will provide several benefits: enables MIS to manage their workload and plan for staffing changes; hardware and software needs will be established in advance and can be met in a more timely manner; it will allow us to make the new employee feel welcomed to the Department/Division.

PART I:  BACKGROUND INFORMATION

	Employee’s Name:      
	Division/Section:      

	JobTitle:       
	Location/worksite:       

	 FORMCHECKBOX 
 New Hire     FORMCHECKBOX 
 Transfer      FORMCHECKBOX 
 Pool Employee
	Start Date:       


PART II:  ACTION ITEMS

Check all applicable boxes or mark N/A.

	KEY ACTION
	NOTES / COMMENTS



	Hardware:

Is there a computer in their new worksite? If no, please specify how one will be obtained.

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No  

Peripherals:
Are there any special needs for the workstation? (Check all that apply and provide details, such as, the equipment has been ordered, the individual is bringing it with them from their previous department/division, etc)

 FORMCHECKBOX 
 Special monitor(s) 

 FORMCHECKBOX 
 Special keyboard 

 FORMCHECKBOX 
 Special mouse 

 FORMCHECKBOX 
 Other peripheral equipment, please specify:      
	     
     



	KEY ACTION
	NOTES / COMMENTS



	Software: 

Standard applications include: Timecard, Outlook (e-mail), and Office (Word, Excel, PowerPoint, and Access).  Please specify any additional application the new employee needs access to:

 FORMCHECKBOX 
 FMS

 FORMCHECKBOX 
 CIP Database

 FORMCHECKBOX 
 Microstation

 FORMCHECKBOX 
 Auto CAD

 FORMCHECKBOX 
 Other, please specify:      
E-mail DL:

The new employee should be added to the following e-mail distribution lists:      
Folder/File Access:

The new employee requires access rights to the following files/folders:      

	     
     
     


Form completed by:      
Date completed:      
04/22/05 

