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NOTE:  Submit this form to Human Resources Department, 309 Administration Building for:

· Internal Mailing Address change (not the email address); or
· Home Address change.
Questions?  For more information, please call Karen Kaluzny at 474-7160.  Fax: 474-7505
	1. Position Information
	

	Employee name:
	     
	Employee #:
	     

	Position Number (if known):
	     
	Faculty or Unit:
	     

	Department:
	     
	Section (if applic.):
	     

	Position Title or Rank:
	     
	
	

	Current or most recent incumbent:
	     
	U of M Employee No:
	     


	2. Internal Mailing Address 

	

	Previous internal (not email) mailing address:
	     

	New internal (not email) mailing address:
	 Room #:      

	
	 Building:      

	
	 Postal Code:      

	Effective date for this change:
	     

	To view the Internal Mailbox Guide, visit the HRIS web site http://umanitoba.ca/admin/human_resources/services/hris/, click on “DOCUMENTATION” on the side bar and follow the link.


	3. Home Address: The home address is required by Canada Revenue Agency.

	Please check as appropriate:  FORMCHECKBOX 
  residential address      FORMCHECKBOX 
 mailing address

	Previous address:
	     

	New address:
	Number & Street:       

	
	City/Town:       
	Province:      

	
	Postal Code:       
	Country:             

	
	Phone Number:      

	Effective date for this change:
	     


	This form prepared by:    Name:
	     
	Phone:
	     
	Dept:
	     


	
	FOR CENTRAL ADMINISTRATION USE ONLY

	
	Mail code:
	Processed by:
	Date:
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HR Web Site: http://www.umanitoba.ca/admin/human_resources/
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