
Memo To:  Human Resources Department 
 
 
 

 Employee Change of Address\Phone 
 
 
 
 
Employee’s Name:                                                                                    
               
 
Current Address:                                                                                      
                
 
Current Phone Number:                                                                           
                
 
****************************************************** 
 
New Address:                                                                                           
                 
 
New Phone Number:                                                                                
                
 
Effective Date:                                                                                          
                
 
 
Date Submitted:                                           
 
 
Staff Signature:                                          
 
 
 
 
 
 
 
 
cc: Personnel File 

Payroll Department 
Accounts Payable Department 


