DATE I SSUE REVI ST ON PAGE
2/24/00 3 D1-151.0

ADMINISTRATIVE SUBJECT

POLICIES AND PROCEDURES MANUAL GENERAL

SUB- TOPI C
PERSONAL INFORMATION CHANGES

It is extrenely inportant that personnel records be kept up-to-date to ensure all
benefits avail abl e may be awarded and to ensure conpliance with federal and state
regul ati ons.

An enpl oyee nust report any changes of personal infornation [nane (i.e., by
mar ri age) addr ess, phone nunbers, etc.] to his/her adninistrative unit inmrediately.
The enpl oyee will report changes of personal information on the Personal Data Form
(PDF) (Exhibit D6). The administrative unit will forward this formto the Human
Resources O fice for processing.

Enpl oyees wi shing to make changes to their Federal Wthhol ding Tax nust conplete a
W4 form This formis then forwarded to the Payroll Ofice.




