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	APPLICATION FORM FOR 
ADMINISTRATIVE TRANSFER


All transfer requests will receive full consideration. However, transfers can not be guaranteed as the needs of the Institute have also to be considered. (In the event that the transfer request cannot be accommodated, the application will remain on the Transfer Request Register within the Human Resources Department for a period of one year. The Transfer Request Register will be reviewed quarterly). This completed application form should be sent to the Human Resources Department with a current CV.
	Name:


	Current Position:  				Grade:


	Department:


	Please give details/reasons why you wish to transfer from your current functional area/section:






	Please give details of the functional areas/sections you would prefer to work in:






	If for any reason, you would prefer not to approach your line manager at this point, please tick the box and submit this form directly to HR Manager. Please note, however, that before consideration can be given to your request, the matter will need to be discussed by HR Manager with your Line Manager. 





	To be completed by Line Manager:
I support / do not support this transfer request.

Please state reasons why you support / do not support this application:


Signature of Line Manager:

Date


	Signature of Applicant:

Date
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