[image: image1.png]THE NEW SCHOOL

.......



PAYROLL ADDRESS CHANGE FORM

Please return the completed signed form to:

The Office of Human Resources ( 79 Fifth Avenue, 18th Floor ( New York, NY 10003

FOR TAX PURPOSES, THE NEW ADDRESS MUST BE LEGAL ADDRESS

Please submit new tax forms if you are moving to or from New York City.

	Name of Employee

(please print):
	

	Banner “N” #:
	
	Today’s Date:
	

	Division:
	
	Dept:
	

	Type of Employee:


	 FORMCHECKBOX 
 Full Time                                             FORMCHECKBOX 
 Part Time 

	
	 FORMCHECKBOX 
 Administrative                 FORMCHECKBOX 
 Faculty                 FORMCHECKBOX 
 Student Employee

	Employee’s Signature
	



	Street Address, Apt #



	City, State, Zip Code



	Telephone Number





	Street Address, Apt #



	City, State, Zip Code



	Telephone Number



	CHANGE BECOMES EFFECTIVE ON:


IMPORTANT: The Office of Human Resources will only accept the original, completed, and signed Address Change Form.  Due to mail and other forms of fraud, this office cannot address information from a copy, fax transmission or from third parties.
STUDENTS MUST ALSO UPDATE ADDRESS AT MY.NEWSCHOOL.EDU

	To Be Completed by Human Resources

	Updated by:
	

	Updated on:
	

	Eclass:
	


OLD ADDRESS INFORMATION





NEW ADDRESS INFORMATION








