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When an employee’s personal status has changed such as marriage, childbirth, etc., the
employee should review and change, as necessary or appropriate, their personnel
records asfollows:

e Retirement Program beneficiary.

e Group Term Life Insurance beneficiary.

e Withholding Exemption Certificate (W-4) if there is a change in name or
exemptions.

e Health and Dental benefit elections if there is a name change or a change in
family coverage.

e Change of address.

The employee should contact the Office of Human Resources to make the appropriate
changes and receive assistance in processing these changes.
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