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PURPOSE AND DESCRIPTION 

Purpose 

This document explains the key activities involved in special intra-company re-hire actions. It 
provides an overview of the sub-processes involved, as well as step-by-step procedural 
guidance to perform the activity. 

 
Key Points 

Candidates cannot be transferred between companies (MDC, and/or any of the Constitutional 
Offices). To hire a candidate who is currently employed by another company, the candidate 
must first be terminated by the company they are currently employed by and rehired by the 
new company. This special intra-company re-hire action reasons are to be used for the 
following types of re-hires: Miami-Dade to Constitutional Office and Constitutional Office to 
Miami-Dade.  
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SPECIAL INTRA-COMPANY RE-HIRE ACTION REASONS JOB AID 

Step Action 

Special intra-company re-hire action reasons must be used to re-hire a candidate across 
companies. The candidate must be terminated by the current company and rehired by the new 
company. After the candidate’s offer has been approved by Human Resources, and accepted, the 
Prepare for Hire action will become available. To successfully prepare the candidate for hire, the 
candidate must be terminated by their CURRENT COMPANY using the action Termination and 
the reason Transfer between Companies.  

 

This termination will allow the receiving company to proceed forward with the Prepare for Hire 
action. The receiving company will execute the Manage Hire using the action Rehire and reason 
Transfer between Company to properly identify the intra-company transfer. This process will 
require close coordination between the DPRs or personnel staff processing these actions for each 
company. 

 

For Property Appraiser (PA) employees who are being re-hired by the County,  PA Human 
Resources must complete the Property Appraiser Re-Hire Action Form available at Miami-Dade 
HR Resources. Once completed, the form should be sent to INFORMS HR-
INFORMS@miamidade.gov. This process is necessary to restore leave balances, longevity 
benefits, and years of continuous service to employees. 

 

Please note this special intra-company re-hire action is allowed for current employees who were 
ACTIVE at the time of the conversion to the new Constitutional Office structure. Employees who 
were either hired or rehired on or after 01/07/2025 are not eligible for this special action 
arrangement regardless of Company.  

 

Additionally, this special action combination is a ONE-TIME use ONLY. Employees who transfer 
back to their original company will terminate and be rehired using standard action reason 
combinations. This special action reason will not be allowed for more than one use. This special 
action reason combination will be in effect for ONE calendar year (01/07/2025 – 01/07/2026), 
after which this special combination will expire. 

 

The use of these specific action/reason codes ensures that CO employees who are re-employed 
by the County, as well as County employees who are hired by the COs after January 7, 2025, have 
their accrued leave balances, longevity benefits, and years of continuous service transferred, 
provided they are hired within one year of the transition date.  

https://secure.miamidade.gov/employee/service.page?Mduid_service=ser1583416883213174
https://secure.miamidade.gov/employee/service.page?Mduid_service=ser1583416883213174
mailto:HR-INFORMS@miamidade.gov
mailto:HR-INFORMS@miamidade.gov
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Step Action 

1.  Log into INFORMS.  

2.  Navigate to: Human Resources (HCM) > Recruiting > My Job Openings 

3.  Select the View Job Opening button.  

 
 

4.  Select the Applicant. 
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Step Action 

5.  Select the Other Actions link. Select Recruiting Actions and select Prepare for Hire from 
the list.  

 

 

Note: The system will not allow the user to move forward with the Prepare for Hire step, 
to move forward with subsequent steps of the hiring process with a new company, if the 
termination has not been completed within the current company.  

6.  

 

Note: An error message will appear upon attempting to Prepare for Hire candidates from 
other companies who have not been terminated prior to this step. The message displayed 
will include clear instructions to contact the DPR of the candidate’s current company to 
process the termination.  
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Step Action 

7.  To properly identify and process the termination through Job Data, the action reason 
code Termination/Transfer between Companies should be used.  

Note: The current DPR is responsible for terminating the employee. This step does not 
apply to Property Appraiser. 
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Step Action 

8.  Next, the receiving DPR must contact Shared Services to insert the termination 
information for the applicant, before proceeding with Prepare for Hire.  
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Step Action 

9.  After termination is successful, the receiving DPR must select Prepare for Hire under the 
Other Actions link within the JO. Proceed with preparing the candidate for hire. 
Remember to click on the Verify Employee ID and carry the existing employee ID for the 
candidate.  

 

10.  After the candidate has successfully been prepared for hire/rehired, proceed with the 
Manage Hire action. 

Navigate to: NavBar > Navigator > Human Resources (HCM) > Workforce Administration 
> Personal Information > Manage Hires 
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Step Action 

11.  Select the Applicant. 

 

12.  Select the Add Person button. 
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Step Action 

13.  Select the OK button.  

 

14.  Select the Add Job button.  
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Step Action 

15.  To properly identify the rehire action, the action reason code Rehire/Transfer between 
Companies should be used. 

 

16.  Select the pay group that corresponds to the Company.  
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Step Action 

17.  The employee record should reflect the termination from the previous company and 
rehire for new company. 

 

18.  Next, proceed with the remaining Manage Hire process to onboard the Employee.   

19.  Note: When rehiring intra-company employees, the benefit plan information will change. 
A new row must be created with the effective date of rehire. The DPR must enroll the 
employee into the RG3 benefit plan type.   
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Step Action 

20.  Note: Remember the candidate must be terminated by their CURRENT COMPANY using 
the action Termination and the reason Transfer between Companies. The receiving 
company must rehire the candidate using the action Rehire and reason Transfer between 
Company to properly identify the intra-company transfer. 

 

 These special intra-company re-hire action reasons are to be used for the following types 
of transfers: Miami-Dade to Constitutional Office, and Constitutional Office to Miami-
Dade.  Transfers between Constitutional Offices shall be processed as normal termination 
and re-hiring actions, using the regular action/reason codes. 

 


