FORM TO REQUEST A CHANGE TO ORGANISATIONAL HIERARCHY

1.   STATUS OF PROPOSED CHANGE:
TICK

NEW ORGANISATION


CODE

CHANGE TO EXISTING ORGANISATION




2. ORGANISATION DETAILS:

· FOR NEW ORGANISATIONS, COMPLETE DETAILS IN ALL BOXES WHERE INFORMATION KNOWN

· FOR EXISTING ORGANISATIONS, COMPLETE DETAILS IN ANY BOX WHERE THERE HAS BEEN A CHANGE

FULL NAME OF ORGANISATION


ORGANISATION TYPE  (Tick the appropriate box in each column)
ADMINSTRATIVE


ORGANISATION BODY


SERVICE


DEPARTMENT


ACADEMIC


UNIT





SUBUNIT


3.   PARENT ORGANISATION (please use existing hierarchy code)

4. CHILD ORGANISATIONS (please use existing hierarchy codes)





ORGANISATIONAL START DATE


ORGANISATIONAL END DATE


5. GENERAL INFORMATION (i.e. if changed, general nature of the change, the proposed location of the faculty, department or unit)



6. CHANGE REQUESTED BY (e.g. Chief Officer, Dean, 
7.  SIGNATURE OF REQUESTING 

        Head of Department)




     OFFICER





8.
AUTHORISED (by Registrar)


9. Date of Authorisation





ESSENTIAL INFORMATION

This information is held on PIMS, the University's Personnel system and is used for mailings, index pages on the University website, other means of communication and for reporting information both internally and to bodies outside the University.

HEAD OF UNIT


MAIN ADDRESS OF UNIT


WEB ADDRESS (URL)


ADMINISTRATIVE CONTACT (IF NOT HoD)


HESA COST CENTRE


FIS BUDGET CENTRE


UNIT OF ASSESSMENT FOR RAE


ACTIONED BY 

MIS

Signed:





Date:

Finance

Signed:





Date:

Personnel
Signed:





Date:

Planning

Signed:





Date:

