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DATE:
10/02

 

SUBJECT:
Introduction 

REPLACES:  04/02

 

 

The purpose of the address change policy is to insure proper address changes are made to member accounts.  This policy allows the credit union to verify the accuracy of member address changes prior to multiple mailings resulting in an undeliverable status. To prevent fraud from occurring, steps must be taken by the credit union and the member to accurately acknowledge the member's request for an address change with the University of Illinois Employees Credit Union (UIECU).
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When a member requests an address change with UIECU, it must be submitted as a written request with the member's signature.  NO address change will be accepted without a signature UNLESS the address change notice was generated by the U.S. Postal Service or received by Home Banking (I Branch).  With I Branch, the credit union will assume digital signature from prior home banking agreement.  U.S. Postal Service change notification will be kept on hard file for three (3) months.  U.S. Postal Service change notifications will be shred after three (3) months.  

 

Address changes will NOT be accepted by telephone and/or regular e-mail.  

 

Address changes will ONLY be accepted by the primary owner listed on the membership savings account.

 

Exceptions to the primary owner rule may be made at a supervisor's discretion.  
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SUBJECT:
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The following procedures will be used with the address change policy:

 

When a member requests an address change by written authorization or from Home Banking notification:

 

1. 1.                  Verify the signature on the letter with the member's signature card.

(Home Banking request will assume digital signature from prior home banking agreement.  If in-person, valid ID is acceptable for verification.)

 

2. 2.                  Make requested changes to data processing system (CUBE).

· -          Under MEMBER Form, make appropriate address changes

· -          go to File/Update

· -          Password should be entered to move current address to 1st previous address field.  

· -          Password should be entered to move previous address to 2nd previous address field.

 

3. 3.                  Generate an address change notice (memd102) from CUBE. 

· -          Under MEMBER Form, go to Action/Voucher

· -          MailAddr? = yes

· -          Addr Type? = primary

· -          Code = F2 to find appropriate code 

(code is based on how request was received).

· -          Are you sure? = yes

 

Address notices will include the following information:

a.
Date address change was made.

b. b.                  Type of notification received for address change. 

(ex. in-person, mail, fax, home banking, postal service) 

 

The notice will NOT be mailed to the member.  This notice is generated ONLY to be used as a lookup option for future reference.  The notice will be stored in Application Xtender automatically.  No scanning of notice is required.

 

4. 4.                  Members address change requests should be scanned into Application Xtender (Optical), under "MEMBER SERVICE RECORDS folder: CHANGE ADDRESS ".
 

5. 5.                  U.S. Postal Service change notification will be kept on hard file for three (3) months.  (USPS notifications will be stored in Teller Department at main office, in date order.)
 

6. 6.                  VISA department (VISA system) will receive address changes from a Microsoft Access report generated from CUBE weekly.

 

7. 7.                  IRA Specialist (IRAdirect) will receive address changes from a Microsoft Access report generated from CUBE monthly.

 

If anything seems suspicious or out of the ordinary, verify the information with the member by contacting them at a phone number currently on file, or one that is independently verified by directory assistance, UI phonebook, etc.
