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Your Employment Records

In order to obtain your position, you provided us with personal information, such as your address
and telephone number. Thisinformation is contained in your personnel file.

Please keep your personndl file up to date by informing the Office of Human Resources of any
changes. Also, please provide updates of any specialized training or skillsyou may acquirein the
future, aswell asany changesto any required visas. Unreported changes of address, marital status,
etc. can affect your withholding tax and benefit coverage. Further, an “out of date” emergency
contact or an inability to reach you in a crisis could cause a severe health or safety risk or other
significant problem.



