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POLICY:

All employees shall supply the City with their current address, telephone humber
and the next of kin. All employees must notify their Supervisor of any change of
address, telephone number and next of kin immediately. Any additions or
changes in beneficiaries should be noted on the required forms and submitted to

the employees Supervisor.

PURPOSE:
To keep employees records up to date.

PROCEDURE:
— File changes with payroll on an annual basis or as changes occur.
— File changes in benefits and beneficiaries as they occur.
- All changes should be submitted to payroll via the employees Supervisor





