
Personnel Change Report 
 
WV Public Defender Services              _________________________________ 
Public Defender Corporation                                                                 Date of Report       
 
Employee Full Name:    _____________________________________________________________ 
 
 Start Date Effective: _______________________. End Date Effective: ________________________ 

 User ID Needed. Please complete the proper form. 

 Legal Research ID Requested:  [  ] Yes Slot must be available for assignment.  
     [  ] No   

Date(s) Associated with other PDC(s):  _________________________________________________ 

Position: [    ] Lawyer  WV BAR ID #: ____________________ 
                           [    ] Non-Lawyer 
  [    ] Intern   
  [    ] Temporary 
  [    ]  Board Member 
  [    ] Other-Specify: ________________________________ 
 
Circuit & City Name of Office Assigned:  __________________________________________________ 
 
Office E-Mail address:  ______________________________________________ [  ] OK to Post on Website 
 
Salary:  ___________________________   [    ] Annual         or          [    ] Hourly 
 
Health Benefit Information:   ____Family      ___Employee & Child      ___Single      
    ____Life Ins. Only         ___None  
 

Education Background (e.g. degrees, completion dates & granting institutions): 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
Initial the Following: 
[    ]     Resume or CV is attached & is in personnel file  [    ]     I-9 Completed & is in personnel file 
[    ]     W-4 Completed & is in personnel file   [    ]     References checked 
 

For Former Position Occupant:  Name:_______________________________________________________ 
  

 Date Position Vacant: ___________________________.  User ID # _____________________________ 
  
 Legal Research User ID: __________________________. 
 
Report Completed by:  _________________________________________________________________ 
 

Revised 11/2005; 02/2006; 12/2006; 01/2011. 


