	Personal Information Change


It is important that the City of Coalinga has an accurate record of each employee's personal status. Changes in name, address, telephone number, or emergency contact should be reported immediately to your department on a Personal Information Change form.  Your department will annotate the changes; then forward the form to Human Resources who will forward a copy to Payroll.
Employee name: __________________________________________________________ 

Employee ID# or SS# (last 4 digits of SS# only): ________________________________

Type of Change: 

_____Name _____Address _____Phone _____Contact Person
Name changed to: _________________________________________________________




(Must attach a copy of new Social Security Card)
New address: _____________________________________________________________

_________________________________________________________________________

New phone number: _______________________________________________________ 

Person to contact in case of emergency: 

Name: ___________________________________________________________________ 

Relationship: _____________________________________________________________ 

Phone (Home): ________________________ (Work): ___________________________ 

Employee's Signature: ______________________________  Date: _________________
Other changes in status can affect payroll tax deductions, insurance benefits, retirement plan benefits, and other important areas that affect employees' lives.  These changes must be reported to Human Resources and/or Payroll.  Please phone Vivian Del Toro (559) 935-1533 ext. 199 for an appointment as soon as possible for changes in benefits.  Remember that changes in dependency must be reported within 30 days of occurrence.  Documentation is needed to change marital, divorce or dependency status, i.e. marriage certificate, final divorce degree, or birth certificates. Contact Frank Esparza (559) 935-1533 ext. 129 for changes to your W-4.
