
IA 12.3 (6-01) Record of Employment NYS Department of Labor
FOR UNEMPLOYMENT INSURANCE PURPOSES ONLY

To Be Filled in By Employee

Firm Name:

Date issued to employee:

To Be Filled in By Employer

N.Y. State Employer Registration Number

Federal Employer Identification Number

Mailing Address Where
Payroll Records Are Kept:

OPTIONAL IF NEEDED BY EMPLOYER
TO LOCATE EMPLOYEE RECORD___________________________________
Payroll or
Clock No.___________________________________
Location of
Employment
or Code

THIS MAY NOT BE USED AS AN IDENTIFICATION CARD

TO EMPLOYEE:

KEEP THIS CERTIFICATE

Have it with you if you apply for Unemployment Insurance.  This
certificate shows your job was insured. It does not necessarily
mean you are qualified to receive benefits. The Claims Center will
make that determination if you apply for benefits.

Social Security
Account Number

Name of
Employee

HOW TO APPLY FOR UNEMPLOYMENT INSURANCE

Unemployment insurance is protection for people who are out of work through no fault of their own.  It provides them a
weekly benefit to keep them and their families going while they look for new jobs.  If you become unemployed and want
to apply for unemployment insurance benefits, call 1-888-209-8124 (if you live in NY state) or 1-877-358-5306 (for non-NY

Have the following information available when you call:
1. Your Social Security Account Number
2.  Your NYS Driver’s License or Motor Vehicle ID card, if you have one
3. Your alien registration card, if you have one
4. Any Record of Employment form or other form given to you by an employer in the past 18 months which
    shows:

a.   the name of your employer
b.  the employer’s NYS Employer Registration Number
c.  the mailing address where your employer keeps payroll records
d.  your payroll or clock number
e.  the address at which you worked

5.  Former federal employees should have all federal separation forms and “Notification of Personnel Action”
     forms issued in the past 18 months
6.  Ex-servicemembers should have Separation Form DD 214 and any DD 215 forms received

Columbia University
c/o Jon-Jay Associates
P.O. Box 779
Lynnfield, MA  01940

FOR COLUMBIA UNIVERSITY USE ONLY
ATTENTION MANAGERS:  A copy of this form must be given to all employees, both permanent and 
casual, who terminate employment with Columbia University.  Please tear off the section below and 
forward it to:  Human Resources, 1220 Interchurch Center, MC 7710.

I,  ___________________________________ (Employee Name), have received the NY State Department of 
Labor "Record of Employment Form" on  __________________________ (Date).

This form indicates that my job was covered by unemployment insurance.  It does not necessarily mean I will 
receive benefits.  The unemployment office will make that determination if I apply for benefits.

________________________________  _____________________________   __________________________
Employee's Signature                                Employee's Social Security No.          Employee's Admin. Department

__ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ __ _

04 - 51291

state residents). You may also apply online at www.labor.state.ny.us. See a list of offices on page 2 of this form.
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New York State Department of Labor Offices
Capital District Region

* 1 Albany — 130 Ontario St. 12206
3 Glens Falls — 100 Broad St. 12801
9 Hudson — 98 Green St. 12534
4 Saratoga Springs — 3035 Rt. 50, Saratoga Mall 12866
5 Schenectady — 600 Franklin St. 12305
7 Troy — Troy Atrium, 49 Fourth St. 12180

North Country Region
25 Malone — 231 W. Main St. 12953
23 Massena — 35 Glenn St. 13662
21 Ogdensburg — 100 Ford St., The Mall 13669
26 Plattsburgh — 185 Margaret St. 12901
27 Saranac Lake — 11 St. Bernard St. 12983
24 Watertown — 317 Washington St. 13601

Western New York Region
76 Blasdell — 3448 McKinley Pkwy. 14219
71 Buffalo — 284 Main St. 14202
72 Buffalo — 950 Broadway 14212
78 Dunkirk — 200 Lake Shore Dr. W. 14048
79 Jamestown — 25 Harrison St. 14701

* 74 Lockport — 87 Walnut St. 14094
73 Niagara Falls — Haeberle Plaza 14301
179 Olean — 175 N. Union St., Suite 4 14760
75 Tonawanda — 34 Seymour St. 14150
77 Williamsville — 4175 Transit Rd. 14221

Southern Tier Region
90 Binghamton — 30 Wall st. 13901
94 Corning — 71 Denison Pkwy W 14830
96 Elmira — 200 Baldwin St. 14901
95 Hornell — 107 Broadway 14843
91 Ithaca — 171 E. State St. 14850
92 Norwich — One OHara Drive 13815
93 Oneonta — 12 Dietz St. 13820

New York City Region
531 Brooklyn — 35 Fourth Ave. 11217
533 Brooklyn — 250 Schermerhorn St. 11201
534 Brooklyn — 425 Kings Highway 11223
536 Brooklyn — 115 Lawrence St. 11201
521 Bronx — 390 Morris Park Ave. 10460
522 Bronx — 358 East 149 St. 10455
523 Bronx — 815 Burke Ave. 10467
541 Flushing — 42—01 Main St. 11355
544 Jamaica — 147—10 90th Ave. 11435
546 Long Island City —25—15 Queens Plaza N. 11101

* 511 Manhattan — 50 Park Place 10007
514 Manhattan — 55 West 125th St. 1st Fl. 10027
516 Manhattan — 52 West 20th St. 10011
517 Manhattan — 247 West 54th St. 10019
550 Staten Island — 1141 Hylan Blvd. 10305

Mohawk Valley Region
35 Amsterdam — Amsterdam Mall 12010
34 Gloversville — 199 South Main St. 12078
32 Herkimer — 419 North Main St. 13350
38 Oneida — 595 Main St. 13421
30 Rome — 119 North James St. 13440
31 Utica — 207 Genesee St., State Office Bldg.,

Room 203, 13501

Central New York Region
45 Auburn — 1100 Corporate Dr. 13021
46 Cortland — 99 Main St. 13045

* 44 Fulton — 200 N. Second St. 13069
40 N. Syracuse — 109 No. Plaza 13212
47 Oswego — 73 W. Second St. 13126
41 Syracuse — 450 S. Salina St. 13202

Finger Lakes Region
57 Albion — 458 West Ave., Suite 3 14411
54 Batavia — 8 Court St. Plaza 14020
59 Geneseo — One Megan Dr. 14454
56 Geneva — 70 E. Washingtion St. 14456
53 Newark — 105 North Main St. 14513
50 Rochester — 276 Waring Rd. 14609
52 Rochester — 140 W. Main St. 14614
55 Warsaw — 448 No. Main St. 14569

Hudson Valley Region
82 Kingston — 30—32 Oneil St. 12401
88 Middletown — 130 Dolson Ave. 10940
89 Monticello — 234 Broadway 12701
84 Mount Vernon — 24 South 3rd Ave. 10550
85 Newburgh — 116 Lake St. 12550
80 Peekskill — 201 South James St. 10566
86 Poughkeepsie — 39 Academy St. 12601
87 Spring Valley — 235 N. Main St. 10977
81 White Plains — 5 Prospect Ave. 10607
83 Yonkers — 3 Prospect St. 10701

Long Island Region
66 Bay Shore — 1510 Fifth Ave. 11706
64 Freeport — 84 North Main St. 11520
62 Hauppauge — State Office Bldg., Veterans

Memorial Hwy. 11788
68 Hempstead — 344 Fulton Ave. 11550
60 Hicksville — 301 W. Old Country Rd. 11801
65 Huntington Sta.— 1800 NY Ave. 11746
67 Patchogue — 55 Medford Ave. 11772
63 Riverhead — 134 East Main St. 11901

All locations are Community Service Centers, except for the ones with an asterisk (*).
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