
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. 
 
 
 
 
 
 
 
9-20-99     Page 45b 






