
4) EMPLOYEE INFORMATION

2) ENTER VERIFICATION CODE

HOW TO SUBMIT A
CLASSIFIED

 TRANSFER REQUEST?

5) POSITION INFORMATION
Complete the Position Information
section by selecting your current
job title and work site.

Verify that your employee
information is accurate and up
to date.

3) REVIEW INSTRUCTIONS
Review the instructions to understand
how to complete the form.

Check your NMUSD email for the
verification code. If you do not receive it,
check your spam or junk folder for an
email from forms@informedK12.com.

1) ACCESS NMUSD EMAIL
To fill out the form, you MUST have access
to your NMUSD email. Fill in your first
name, last name and email address.

6) TRANSFER REQUEST
Answer all transfer request
questions using the
available drop-down menus.

7) SELECT SITE/DEPARTMENT
Select all sites and/or departments you
would like to be considered for. You may
select multiple options.

8) CLICK CONTINUE & 
SEND TO RECIPIENT
Click 'Continue,' select 'Human
Resources' as the recipient, and then
click 'Send to Recipient’.

Once submitted, a copy of your form will be emailed to you for your records.

*You must have access to your NMUSD email account to start the form.*


	HOW TO SUBMIT A CLASSIFIED  TRANSFER REQUEST?
	*You must have access to your NMUSD email account to start the form.*
	1) ACCESS NMUSD EMAIL
	2) ENTER VERIFICATION CODE
	3) REVIEW INSTRUCTIONS
	4) EMPLOYEE INFORMATION
	5) POSITION INFORMATION
	6) TRANSFER REQUEST
	7) SELECT SITE/DEPARTMENT
	8) CLICK CONTINUE &  SEND TO RECIPIENT


