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Policy & Procedure 

Payroll – changes
Payroll Changes
Address Changes – 

Forms are available at both the Human Resource and Payroll offices.  These must be complete as soon as possible and submitted to Human Resources.  A copy of this form will be forwarded to Payroll so that updates can occur in the payroll records.  This copy is retained in the Employee Payroll File. 
Name Changes – 
Forms are available at both the Human Resource and Payroll offices.  These must be complete as soon as possible and submitted to Human Resources.  A copy of this form will be forwarded to Payroll so that updates can occur in the payroll records.  This copy is retained in the Employee Payroll File. 

Direct Deposit Changes – 

Forms are available at the Payroll office.  These must be complete and submitted to Payroll 7 days before the next payroll is processed in order to be included on the next payroll.  A copy of this form will be retained in the Employee Payroll File. 

Exemption Changes – 

Forms are available at both the Human Resource and Payroll offices.  These must be complete as soon as possible and submitted to Human Resources.  A copy of this form will be forwarded to Payroll so that updates can occur in the payroll records.  This copy is retained in the Employee Payroll File. 

Payrate Changes – 

Human Resources will provide an RFA with details on the change.  This form will be retained in the employees payroll file. 

Deduction Changes – 

Forms are available at both the Human Resource and Payroll offices.  These must be complete as soon as possible and submitted to Human Resources.  A copy of this form will be forwarded to Payroll so that updates can occur in the payroll records.  This copy is retained in the Employee Payroll File. 







