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Employee Services  t 303-860-4200, option 2 
1800 Grant Street, Suite 400 f 303-860-4299 
Denver, CO 80203  1-855-216-7740 (toll free)

hcm_community@cu.edu

Address/Phone/Email Change Form 
For use if you do not have access to the employee portal 
If you are an active employee, please update your information in the employee portal. 

Active new hire employee, retiree, surviving spouse, former employee without employee portal access:  Please complete, 
sign and submit this form electronically by clicking Complete Form at the bottom of this page.  

Former employee name 
First name Middle name/initial Last name 

Effective Date Employee ID (preferred) OR Last four digits of Social 
Security # 

Type of change 

       address      phone    email
Home address 
International employees enter permanent (foreign) home address and country 
Country:        U.S.A 

 Other ___________________ 
Address 1 

Address 2 

City State Postal Code 

Mailing address 
Benefits information and W-2 forms will be mailed to this address 
Country:        U.S.A 

 Other ___________________ 
Address 1 

Address 2 

City State Postal Code 

Telephone numbers 
Home Cellular Business International 

Email type Email address
     Personal 
     Business 

Signature Date 

• Complete and sign all applicable and required sections
• Click the COMPLETE FORM button below

• Wait for the automatically generated email and hit SEND
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