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Transfers/Rehires: 

All transfer and rehire transactions that require the central assistance of the Department of Administrative Services (DAS) to complete are handled by the DAS, Statewide Human Resources Management, Core-CT Unit.  The Transfer/Rehire form (CT-HR-17) is available on the DAS website: DAS Website
· Complete the form in its entirety to ensure the most accurate and timely processing of such requests.  This is particularly important because the time frame for processing such actions is limited.  Transfers cannot be entered by DAS until the pay period immediately preceding the effective date of the transfer has been confirmed (a Friday) and can only be processed up until the following Wednesday (prior to the next pay period confirm date).  If all of the information is not provided up front, the action may be delayed by an entire pay period.  

· For rehires and transfers into a new position, please be sure the position has refill authority before submitting your request to DAS.

· Note that transfers can only be effective on a pay period begin date.  If the actual date of transfer is not the pay period begin date, the actual date should be stated in the Notepad.  The two impacted agencies must make separate payment arrangements as needed. 

To effectuate a transfer of an employee when the employee is transferring into a new position in a new agency:
THE GAINING AGENCY CONTACTS THE EMPLOYEE’S CURRENT AGENCY (OR “LOSING” AGENCY):
· Upon the employee’s acceptance of the position, the new agency informs the current agency of the upcoming transfer and obtains contact information for the purpose of a smooth transition, i.e., Core-CT processing and the transfer of files to the new agency
THE EMPLOYEE’S CURRENT AGENCY (OR “LOSING” AGENCY”):

· Upon notification of the transfer from the gaining agency, ‘DTA/ETO’ (“Data Change/Employee Transfer out of Agency”) transaction is entered in Job Data using the effective date (pay period begin date) as obtained from the gaining agency
· Notifies the gaining agency that the ETO action has been completed
AFTER RECEIVING NOTIFICATION FROM THE LOSING AGENCY, THE GAINING AGENCY:

· Submits the Transfer/Rehire Form completed in its entirety to DAS at lisa.godin@ct.gov with a cc to the losing agency contact
· Note:  There are a number of Action Reasons that may apply.  Refer to the Action Reason job aid for additional information which can be found here: Action Reason Codes
· Note:  The Certification Number must be provided
DAS INITIATES THE TRANSFER SO THAT THE GAINING AGENCY MAY RETRIEVE THE EMPLOYEE’S JOB DATA RECORD: 

· Enters via Job Data the transfer action (XFR) using the appropriate reason and effective date as provided by the gaining agency
· Notifies both agencies once the transfer has been initiated
AFTER RECEIVING NOTIFICATION FROM DAS THAT THE TRANSFER HAS BEEN INITIATED, THE GAINING AGENCY:

· Checks all data to ensure accuracy including the Time Reporter Data.  Note:  It is also important to ensure the FICA Status field on the Payroll tab remains correct.  The gaining agency should also ensure union dues and union local are updated if applicable. 
· If any information is incorrect, enters a ‘DTA/GDC’ (“Data Change/General Data Change”) transaction effective the same date as the transfer (increasing the effective sequence by 1) and corrects any erroneous information.  Enters a reason for the transaction in the Notepad. 
To effectuate a transfer of an employee when the employee is transferring in his/her own position to a new agency:

THE EMPLOYEE’S CURRENT AGENCY (OR “LOSING” AGENCY”):

· Contacts the new agency (or “gaining agency”) to obtain the new Department Code, Location Code and Combination Code

· Enters via Position Data a “TRN’ transaction (“Position Change/Transfer To A New Agency/Dep”) being sure that: 

· The Detailed Description includes the reason for the transfer, the name of the incumbent, the agency the position is transferring from and the agency to which the position is transferring 
· Enters the new Department Code, Location Code and Combination Code for the gaining agency into the appropriate fields

· Upon approval of the position transaction, enters a ‘DTA/ETO’ (“Data Change/Employee Transfer out of Agency”) transaction in Job Data using the same effective date as the position transaction
· Special Note:  There is no need to request a certification number via the Applicant Tracking and Certification (ATC) database as the employee is transferring with his/her position and there is no vacancy. 

AFTER RECEIVING NOTIFICATION FROM THE LOSING AGENCY, THE GAINING AGENCY:

· Submits the Transfer/Rehire Form completed in its entirety to DAS at lisa.godin@ct.gov with a cc to the losing agency contact
· Note:  The Action Reason is DTA/PTD (Data Change/PositionTrnsfNewDept/Agncy/Loc)

· Note:  The Certification Number is “OPPY”

DAS INITIATES THE TRANSFER SO THAT THE GAINING AGENCY MAY RETRIEVE THE EMPLOYEE’S JOB DATA RECORD.

· Enters via Job Data a ‘DTA/PTD’ transaction (Data Change/Position TransfNewDept/Agncy/Loc) using the same effective date as the position and ‘DTA/ETO’ transactions
· Notifies both agencies once the transfer has been initiated

AFTER RECEIVING NOTIFICATION FROM DAS THAT THE TRANSFER HAS BEEN INITIATED, THE GAINING AGENCY:
· Checks all data to ensure accuracy including the Time Reporter Data.  Note:  It is also important to ensure the FICA Status field on the Payroll tab remains correct.  The gaining agency should also ensure union dues and union local are updated if applicable. 
· If any information is incorrect, enters a ‘DTA/GDC’ (“Data Change/General Data Change”) transaction effective the same date as the transfer (increasing the effective sequence by 1) and corrects any erroneous information.  Enters a reason for the transaction in the Notepad. 
To effectuate movement to/from a Quasi-Public Agency from/to a State agency: 
Quasi-public agencies include: CT Innovations, Connecticut Green Bank, Connecticut Housing Finance Authority, Capital Region Development Authority, and Connecticut Port Authority.    
(Note that while the Connecticut Lottery Corporation (CLC) and the Connecticut Airport Authority (APT) are quasi-public agencies, by statute they are construed to be state agencies.  Therefore, movement of an employee from/to these two agencies follows the same transfer rules as movement from/to State agencies as described above).  
To process movement from a State agency to/from a quasi-public agency: 

1. A termination must be entered by the original employing agency. All standard termination procedures apply.  Refer to the “Checklist for Terminating an Employee” job aid for additional information on terminating employees which can be found here: 

Checklist for Terminating Employees

2. A new hire must be entered by the new employing agency. Such hire must be made into a new employment record by adding a new employment instance.  See the “Hire an Employee” job aid for additional information on processing a new hire which can be found here:

Hire an Employee

In the cases above, there may be a break in benefits based on the effective date of the Termination and the Hire actions.     
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