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PERSONAL CHANGE OF CIRCUMSTANCE

OR LEAVERS NOTIFICATION FORM
NAME: 
DATE RECEIVED: 






RECEIVED BY Control
	DETAILS TO CHANGE/RECORD

	            A:                   ADDRESS                                                         YES/NO

            B:                   TELEPHONE                                                    YES/NO

            C:                   EMERGENCY CONTACT                             YES/NO

            D:                   BANK                                                                 YES/NO

            E:                   LEAVER                                                            YES/NO

            F:                   OTHER                                                               YES/NO



	NEW DETAILS


	

	

	

	

	

	


EFFECTIVE DATE 10th (If leaver, last working day and request in   

 writing to personnel)

	OFFICE USE ONLY



	CONTROL DETAILS CHANGED/ENTERED ON_____________   BY__________________

PAYROLL DETAILS NOTED ON_____________________    BY______________________

PERSONNEL DETAILS NOTED ON___________________    BY______________________



	WHEN COMPLETED BY ALL THREE DEPARTMENTS, MUST BE PLACED ON P FILE. CONTROL DO NOT REQUIRE BANK DETAILS


SPS007

