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This form is to be completed by employees to notify Queen's HR of an address change to ensure HR communication is sent to the correct place. This form may be used for external and internal address changes. 
Employee Information
External (Residential) Address Change
New Address: 
  YYYY-MM-DD
Internal Address Change
New Address: 
YYYY-MM-DD
Signatures
YYYY-MM-DD
Submission Methods
• Electronic Submission: Email to hradmin@queensu.ca 
• Campus Mail: Print form and send by mail to the address indicated to the right.
• Print and Mail: Print form and send by mail to the address indicated to the right.
• Hand-Deliver: Print form and hand deliver to the address indicated to the right.
• Fax: 1 (613) 533 6196
 
Queen's University Human Resources
Fleming Hall, Stewart-Pollock Wing
78 Fifth Field Company Lane
Kingston, ON  Canada
K7L 3N6
Notice of Collection
When complete, this form will contain Personal & Confidential information. This information is being collected under the authority of the Queen's Royal Charter of 1841, as amended. This information will be used to maintain employee records. 
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