
Financial Services Center 
1615 E Woodward Street 

Austin, TX 78772 
1-800-521-1985 

 
 
ATTENTION: JOANNE ROUNTREE 

3918  CONTACT INFORMATION COVER SHEET 

 

 

Employee Name:      

New Pay Plan 
  
Grade-Step:   

 Date of Job Acceptance:  
Division:                                
      CSRS       FERS CSRS Offset      

 
EMPLOYMENT CONTACT INFORMATION (PLEASE INDICATE PREFERRED CONTACT METHOD BY CHECKING THE BOX) 

 Work Phone: 

 Alternate Phone: 

 Email: 

 Fax: 

Old Station Number/ Address: 
 
 
 

GAINING STATION CONTACT INFORMATION 

Department Name Phone Number & fax number 

Human Resources Specialist   

Alternate HR Specialist   

Approving Official   

Alternate Approving Official   

Primary  Budget Official   

Alternate Budget Official   

New Station number & Address: 

Person Completing this form:  

Phone & Fax numbers: 

Comments: 
 
 
 
 
 
 
 
 
 
 

 
Please fax this completed form to 512-460-5103  
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