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	EMPLOYEE INFORMATION

	Please print or type information clearly.

	Employee Name:
	Hire Date:

	Address:
	City, State, Zip:
	Date of Birth:

	 FORMCHECKBOX 
 Male    FORMCHECKBOX 
 Female        FORMCHECKBOX 
  Married    FORMCHECKBOX 
 Single
	Home Phone:

	Last Day Employed:
	Social Security #:                       

	Date of Transfer: 
	Status:    FORMCHECKBOX 
 Termination    FORMCHECKBOX 
 Transfer    FORMCHECKBOX 
  Retiring

	Was Employee on STD?         FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 
	New Location:

	EMPLOYMENT INFORMATION

	Total Earnings paid for year of termination:
	Total Severance paid included in 
Total Earnings (if applicable):
	Date last paycheck will be issued

	$
	$
	

	

	Number of Regularly Scheduled Hours per Week -  Employment Status Change

	Effective Date: 

	A (30 or more hours)   
	 FORMCHECKBOX 

	             D (19 hours per week or less)              FORMCHECKBOX 


	B (20-29 hrs per week/1000 hrs per year)
	 FORMCHECKBOX 

	             E (Religious)                                         FORMCHECKBOX 


	C (20-25 hrs per week/less than 1000 hrs per yr.)
	 FORMCHECKBOX 

	             F (Priest)                                               FORMCHECKBOX 


	

	BC/BS  HMO           
	 FORMCHECKBOX 
  Single     FORMCHECKBOX 
  Family
	Supplemental Life
	 FORMCHECKBOX 

	Benefit

Start Date:

	BC/BS  PPO             
	 FORMCHECKBOX 
  Single     FORMCHECKBOX 
  Family
	Flex Spending
	 FORMCHECKBOX 

	

	Delta Dental             
	 FORMCHECKBOX 
  Single     FORMCHECKBOX 
  Family
	401 (k) Participant
	 FORMCHECKBOX 

	

	Assurant Dental
	 FORMCHECKBOX 
  Single     FORMCHECKBOX 
  Family
	Cigna (LTD)
	 FORMCHECKBOX 

	

	PARISH/SCHOOL

	Location:
	HR Contact Name:
	Phone:

	Comments:




Fax (602)354-2428 or Mail to

Human Resources, Diocese of Phoenix, 400 E. Monroe, Phoenix, 85004

DO NOT send more than one copy
	FOR DIOCESE OF PHOENIX- HUMAN RESOURCES USE ONLY

	BC/BS:


	BASIC:
	401(k):
	ASSURANT:

	DELTA:
	MOO:


	IOI:
	LERP:
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