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Change of Office Address Guide for County Staff 

1. Notify your Area Director, EBO Fiscal Compliance Officer & Regional Support Staff of the address
change

a. Regional Support Responsibilities –
i. Contact Ivelin Denev, UK KERS programmer, to update office addresses in the

KERS system & Steve Garner with UK IT to inform IT services. Email addresses -
ivelin.denev@uky.edu & steven.garner@uky.edu

ii. Contact Chris Foxworth with Ag Distribution to inform him of office address
changes for mailings. Email address - chris.foxworth@uky.edu

iii. Send a list of all employees in the office that is changing addresses to Melissa
Howard so that their work address can be updated in SAP. Email -
Melissa.howard@uky.edu

iv. Collect updated Local City Tax forms for all employees in the office that is
changing addresses and email to Melissa Howard

v. Update staff directory with new office address for all employees
b. Fiscal Compliance Officer will update office address in QuickBooks Online

2. Update office address with the county’s financial institution

3. Update billing address with utilities company and any other companies you receive recurring
bills from

4. Update address with any clientele you regularly receive payments from

5. Send out new address information and directions to listservs, mailing lists, etc.

6. Change the office address with the US postal service. This will allow the postal service to
forward any bills to the new address.

a. Link to change address online - https://moversguide.usps.com/mgo/disclaimer
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7. Fill out a change of address form with the state (State Authorization for Electronic Deposit of
Vendor Payment). For offices that receive direct deposits of tax revenue from the state, this
will provide the state with updated contact information for deposit notification.

a. Link to form - https://cafebusinesscenter.ca.uky.edu/files/sas-63.pdf
b. Fill out section “1. Vendor information” with new office address and fiscal contact

information. Contact person should sign. There is no need to fill out “Financial
Institution Information” unless needing to change the bank account the deposits will
go to.

8. All UK employees will need to complete a new Local City Tax form with updated work address
a. Any questions regarding forms should go to Regional Support Staff first. Send completed

forms to Regional Support Staff.
b. Regional Support will send completed forms to Melissa Howard in UK CAFE HR. Email –

Melissa.howard@uky.edu
c. It is highly recommended that employees review LCT instructions before completing the

form. Link to instructions – https://web.microsoftstream.com/video/ddef90e2-9984-
4caf-a4e0-b760fc44760c?referrer=https:%2F%2Fcafebusinesscenter.ca.uky.edu%2F

d. Link to form –
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/Local%20City%20Tax%20form%2
0-%20Work%20Location_0.pdf
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9. For offices who are already registered in PaymentWorks, update the county office
address in the UK PaymentWorks System – those who are not registered in
PaymentWorks, please contact Cristin Sullivan (Cristin.sullivan@uky.edu) for a
registration invitation.

https://community.paymentworks.com/supportcenter/s/
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10. Update your county website with the new office address
a. Resources for editing county websites via Drupal can be found here -

https://learningservices.ca.uky.edu/drupal
https://web.microsoftstream.com/channel/a4703995-89a5-4638-b344-
c745676138e6

b. For employees who do not have access to edit their county website, please
contact your Regional Support Staff to request access
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