
SPRINGFIELD COLLEGE 
Internal Request for Transfer or Promotion 

 
This form is to be used by Springfield College employees seeking career enhancement opportunities.  
Employees should complete an “Internal Request for Transfer or Promotion” form for each position 
sought.  Employees applying for professional positions should attach a current resume and any other 
information requested in the position announcement. 
 
 
PERSONAL INFORMATION 

 
Employee Name________________________________________________________________ 
   Last    First      Middle 
 
Current Position Title_______________________________________________________ 
 
Current Department___________________________________________________________ 
 
Start Date at Springfield College____________________________________________ 
   
Start Date in current position_______________________________________________ 
 

 
 
 
POSITION INFORMATION 

 
Position applying for___________________________Department___________________ 
 
Do you meet all the requirements of the posted position? _____YES  _____NO 
 
May we seek a recommendation from your present supervisor? _____YES  _____NO 
 
If NO, please explain:_______________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
 
Please explain why you are interested in this position: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________ 

 
 
 
 
 



 
QUALIFICATIONS 

 
• Springfield College experience: 

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________ 

 
• Other relevant experience: 

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 

 
 
• Educational background and training: 

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________ 

   __________________________________________________________________________ 

 
Agreement 
 
1.  I hereby certify that all information provided herein is true and complete to the best of my knowledge. 
 
2.  I understand that any false statements or omission of information in this application will be sufficient cause for disqualifying 
     my application from consideration or for discharge if hired. 
 
3.  I hereby authorize the College to verify all statements contained in this application, and to contact and obtain information    
     from all references, employers (except as limited herein), or any other persons or agencies having information that will assist      
     the College in evaluating my suitability for employment.  I request any duly constituted law enforcement agency, or judicial  
     officer to furnish the College with all information at its disposal pertaining to any criminal conviction record on me.  I hereby 
     release the College, and any law enforcement agency, judicial officer, or other individual, from any liability arising 
     from disclosure of said information. 
 
4.  Applicants accepted for employment should understand that while we make every effort to provide steady employment, we  
     have no employment contracts, and we cannot guarantee the permanence of any position.  Job tenure can be affected by many  
     factors, including economic conditions, College policies, conformity to work rules, job performance, etc.  Springfield College  
     operates under the Employment At Will statute of the State of Massachusetts. 
 
This is to certify that I have read, understand, and agree with the items listed above. 
 
I understand that this Application allows the interviewing manager to review my personnel file. 
 
 
_____________________________________        _______________________ 
Applicant’s Signature                                                            Date 
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