Instructions:
Record and submit to Elton Croy on the 15th of every month any relevant changes concerning your 278 filers/positions on the Change Request form below.
Employee Update
This area constitutes the top half of the form.  Its purpose is to report employee changes within a SF-278 filer position. 
· Employee Name – 
List the employee
· Position Title – 

List the position (which the employee is entering or leaving)
· Status – 


List the employee’s status: 

1. Acting; 

2. Permanent; or

3. Termination
· 278 Report Type –
Designate the type of SF-278 (New Entrant [NE] or Termination[T]) to be submitted
· Effective Date – 

Relevant dates such as EOD/termination dates

· Notes – 


Use this column for any additional notes
Position Revision
This area constitutes the bottom half of the form. Its purpose is to record changes in a SF-278 position.
· Current Position Title –
List the position affected.
· Type of Change – 

Specify the type of change

1. Position is to remain Vacant;
2. Position is to be Abolished;
3. Position title is to be Changed;
4. Position is to be Created.
· New Position Title – 

Include the new position title if applicable.
· Status of Position – 

Specify the status of the Position
1. Recruitment planned;

2. Vacancy announced;

3. No change.

· Effective Date – 

Self Explanatory

· Notes – 


Use this column for any additional notes
IC Name: __________________________
Contact: ___________________________
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