	.

[image: image1.png]Euﬂma

District 4J




	Employee Request for Address and/or Telephone Number Change
Revised 3/29/11
Form Owner: Human Resources
Form Location: http://xxxxxxxxxxxxxxxxxxxxxxxx.edu

	USER INSTRUCTIONS

	Form Purpose: Use this form to report a change of address and/or phone number.
How to Complete this Form: Fill out this form online—it is a “fillable” MS Word document, which you can save to your computer. Alternately, print this form and complete it by hand.  

How to Submit this Form: Submit the signed form on paper.  

Where to submit this Form: Submit a hard copy to the Human Resources Department, 200 N. Monroe Street, Eugene, OR 97402.  


	

	NAME – Fill Out Completely

	Last Name
     
	First Name

     
	Middle Name
     
	Employee #
     

	

	ADDRESS  CHANGE – Fill Out Completely (if applicable)

	New Street Address
     
	New City
     
	New State
  
	New Zip
     

	Previous Street Address

     
	Previous City

     
	Previous State

  
	Previous Zip

     

	

	TELEPHONE NUMBER CHANGE – Fill Out Completely (if applicable)

	New Telephone Number (541) 999-9999
(   )    -    
	Previous Telephone Number (541) 999-9999
(   )    -    

	

	IMPORTANT INFORMATION – Please read. 

	If you are enrolled in the Manley Flexible Spending Plan, submit your new address directly to Manley Services via their FSA Change Form, which can be found on the 4J benefits web page:  http://www.4j.lane.edu/files/hr/4J_BENE_flex_change.pdf
No further action is needed to update your OEBB insurance plans.  ODS and OEBB systems are automatically updated to match the 4J payroll system.

	

	SIGNATURE

	________________________________________________                   __     ___________

Employee Signature                                                                              Date



	Please bring or mail your completed form to:  Human Resources, 200 North Monroe Street, Eugene, OR 97402
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