ADR - ADDRESS DIRECTORY RECORD

1 - Form should be completed or at least reviewed by the Departmental
Payroll Representative.

2. On a new hire, the ADR effective date should be the same as the
effective date shown on the PAF.

3. Primary telephone extension and building number are required fields for
types 1, 6, 7 and 9 employees.

4. Employee's certificate of non-residence in New Jersey (see sample
form) must be attached for all Pennsylvania residents, this will insure
tax withholding for the proper state.

5. Changes of address should be sent to Payroll immediately. This will be
used for W-2 mailing.

6. University telephone directory and campus mailing address changes
are accomplished by completing the bottom portion of the ADR Form.

Only the fields that have changed need be completed, along with the
top section which identifies the individual for whom the changes are to
be made.

Enter an asterisk in field(s) to delete data previously submitted, without
replacing it.

7. Student Employees should use their legal address, NOT their
department address.

Please print legibly, in RED ink.
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ADDRESS DIRECTORY RECORD - ADR
INSTRUCTIONS

I. PURPOSE OF ADR

To record or change home and campus addresses, telephone numbers, emergency contact information,
fax number, E-Mail address and faculty/staff directory waivers.

II. WHEN TO USE AN ADR
A. NEW HIRES

When an employee is first appointed to the payroll, the ADR must accompany the Payroll Authorization Form (PAF).

B. CHANGES
FOR ALL EMPLOYEE PAYROLL TYPES

Complete an ADR when a change in home address, telephone number or emergency contact information occurs.

FOR EMPLOYEE TYPES 1, 6, 7 AND 9

Submit an ADR to change any of the following fields :
campus telephone numbers
fax number
building and/or room number
E-Mail address
faculty/staff directory waivers (for Type 1 only)

C. DELETIONS

To remove information that no longer applies, place an asterisk (¥) in each applicable box.
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