
Town of Edgartown, Massachusetts 
Human Resource Department

Personnel Action Form 
Internal Transfer

Form last reviewed: 06/23/2024

______________________________________________
 Human Resource Director

______________________________________________
 Date

______________________________________________
 Department Head / Appointing Authority

______________________________________________
 Date

Employee Name: ________________________________ Employee #:____________________________________ 

Current Department: _____________________________ Current Position Title: ____________________________ 

Current Salary Grade: _______________  Current Step: _______________  Current Hourly Rate: _______________ 

Current Hours/Week: ____________  Current Workdays/Week: ____________  Current Hours/Day: ____________ 

Internal Transfer: ________________________________ Working Out of Grade:____________________________ 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

New Department: _______________________________ New Position Title: ______________________________ 

New Salary Grade: _________________   New Step: _________________   New Hourly Rate: _________________ 

New Hours/Week: ______________    New Workdays/Week: ______________    New Hours/Day: ______________ 

Effective Date: _________________________________ End Date, if temporary:___________________________

TO BE COMPLETED BY HUMAN RESOURCE DEPARTMENT

Next Annual Review: ____________________________Date of Probationary Review: _____________________
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