	Department of Licensing and Regulatory Affairs (LARA)

EMPLOYEE REQUEST FOR DEPARTMENT TRANSFER

(SEIU 517M HSS Exclusively Represented Employees Only)

	Employee Name: (last, first, middle initial)
	Date of Request:

	     
	     
	     
	     

	Employee ID#:
	Bureau:
	Work Phone:

	     
	     
	     

	Current Work Location and/or Work Unit:

	     

	Home Address:

	     
	     
	     
	     

	(number/street/apt. #)
	(city)
	(state)
	(zip code)

	Current Classification and Level:
	Current Employment Type:

	 FORMDROPDOWN 

	 FORMDROPDOWN 


	Seniority Date (OHR to complete):     

	Contract Provisions

	
	Article 14, Sec. 3  Transfer  . . .  An employee shall request transfer by notifying the Appointing Authority in writing, with a copy to the Union, of the work locations/work units to which the employee desires a transfer within his/her current class and level. Requests received by the 20th of a month shall become effective on the 1st of the following month. The transfer lists shall expire at the end of the calendar year.  An employee shall be able to make himself/herself available for transfer from his/her work location/work unit to up to five (5) work units/work locations. If an employee declines a transfer to a work unit/work location which he/she had requested, the Appointing Authority may remove the employee from the transfer list for such work unit/work location by giving the employee written notice. An employee may at any time remove his/her name from the transfer list for a work unit/work location previously designated by written notice to the Appointing Authority. 
An employee who has accepted a transfer shall not be eligible for another transfer for a twelve (12) month period from the effective date of the transfer, except when an unforeseen circumstance creates a clearly identifiable hardship, or when an employee has been bumped or recalled to another work location. 

For purposes of this Subsection, hardship means a documented health condition of an employee or an employee’s immediate family (defined as spouse, children, parents, or spouse’s parents) requiring the employee’s presence or availability in another location for an extended period of time. All hardship transfer requests shall be in writing to the employee’s Appointing Authority and clearly set forth the circumstances of the hardship. Such transfer may be given priority over other voluntary transfer requests. The Union agrees that the approval of such hardship transfer by the Appointing Authority shall not be grievable if done in accordance with the provisions of this Subsection.

An employee who has accepted a transfer shall not be eligible for another transfer for a twelve (12) month period from the effective date of the transfer, except when an unforeseen circumstance creates a clearly identifiable hardship, or when an employee has been bumped or recalled to another work location.



	Requested Work Location(s) / Work Unit(s) - (see attached list--you may choose up to 5)  
	     
	     

	     
	     
	     

	Return completed form to:  LARA-OHR, P. O. Box 30004, Lansing, MI  48909 or fax to (517) 373-6526. ***If mailing this form, please print and mail only Page 1 of the completed form.


	                            WORK LOCATIONS
	
	                    WORK UNITS

	Cadillac Place
	3024 W. Grand Blvd.  Detroit
	
	Cadillac Place 

	Gaylord PRO
	400 W. Main  Gaylord
	
	Detroit RICC

	Grand Rapids RICC
	1 Division Ave.  Grand Rapids
	
	Detroit PRO

	Grand Rapids PRO
	3391 Plainfield NE   Grand Rapids
	
	Federal/State Policy and Compliance

	Lansing PRO
	5015 S. Cedar     Lansing
	
	Fiscal Integrity Group

	Lansing RICC
	4300 W. Saginaw  Lansing
	
	      Quality Assurance

	Marquette PRO
	2833 US 41 W.   Marquette  
	
	      Enforcement Unit

	Saginaw RICC
	999 S Washington  Saginaw
	
	      Fraud Investigation Unit

	Saginaw PRO
	614 Johnson St.   Saginaw
	
	Office of Employer Ombudsman

	Temporary Offices:
	 
	
	Office of Technology and Modernization

	Alpena PRO
	315 W Chisholm    Alpena
	
	Trust Fund

	Benton Harbor PRO
	401 8th St.    Benton Harbor
	
	      Trust Fund Accounting

	Houghton PRO
	902 Razorback Dr.  Houghton
	
	      Tax Office

	Kalamazoo PRO
	1601 South Burdick St.  Kalamazoo  
	
	      Field Audit

	Mt. Clemens PRO
	21885 Dunham Rd.  Mt. Clemens
	
	Special Programs

	Musekgon PRO
	2700 Baker Street  Muskegon
	
	      Federal/CWC Unit

	Sault St. Marie PRO
	1118 East Easterday Ave.  Sault St. Marie
	
	      VIPR Unit

	Traverse City PRO
	1209 S Garfield Ave.  Traverse City
	
	      EFC Unit

	
	
	
	      TRA Unit

	
	
	
	

	SEIU 517 M – HSS Classifications and Levels
	
	

	Employment Service Interviewer 9/E10
	
	

	Employment Service Interviewer 11
	
	

	Liability Examiner 8/9/E10
	
	

	Unemployment Insurance Analyst Trainee 9
	
	

	Unemployment Insurance Analyst 9/10/P11
	
	

	Unemployment Insurance Analyst 12
	
	

	Unemployment Insurance Examiner 8/9/E10
	
	

	Unemployment Insurance Examiner 11
	
	

	
	
	
	

	Employment Types
	 
	
	

	Permanent/Full-time (F)
	
	

	Full Time Permanent Intermittent (PI)
	
	

	Limited Term (LT)
	 
	
	


