








ASSIGNMENT CHANGE 

NOTIFICATION FORM 

Revised Mar 2021 HoustonPublicWorks.org 

Houston Public Works assignment change notification form is used when long-term or permanent changes in 
employee location and / or schedule are required. 

EMPLOYEE 

Name ID Number 

Service Line 

ASSIGNMENT CHANGE 

Current Location New Location 

Current Schedule New Schedule 

Current Manager New Manager 

Today’s Date Effective Date* 

*If the proposed effective date is less than two weeks, explain why this is necessary and submit this to the Service Line Director.

Reason employee is not being given at least two weeks from the effective date (required) 

ACKNOWLEDGEMENT 
This form is only acknowledgement of the change and does not represent agreement. Reference Standard 
Operating Procedure 3-15. 

Employee Comments (if applicable) 

______________________________________ 
Employee Signature & Date 

______________________________________ 
Current Manager / Supervisor Signature & Date 

______________________________________ 
Service Line Director Signature & Date 

______________________________________ 
New Manager / Supervisor Signature & Date 

Service Line Director  □ Approves Assignment Change     □ Disapproves Assignment Change


	Name: 
	ID Number: 
	Service Line: 
	Current Location: 
	New Location: 
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	New Schedule: 
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	Effective Date: 
	Approves Assignment Change: Off
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