
 

December 2007 
Salary/Earnings Updates – Important!!!! 

 
Your group benefits plan may include Life or Disability insurance.  Often, the amount of 
Life or Disability insurance provided to your employees is derived from the amount of 
earnings they receive.  If this is true of your benefits plan, it is extremely important that 
Empire Life has current earnings information for all insured employees. 
 
Failing to maintain current salary data with your insurer can have a very real impact on 
employees should they become disabled. Notice of a salary increase communicated at 
time of claim will not be processed until the employee is again actively at work.  This 
means that a disabled employee or beneficiary will receive a lower than expected benefit, 
relative to the employee’s earnings at time of claim.  It is therefore extremely important 
that earnings data is kept up to date with your benefits carrier. 
 
Please be sure to communicate revised earnings for insured employees whenever there is 
a change.  Specifically, please communicate: 
 

 When an hourly wage rate is changed (be sure to indicate the normal number of hours 
worked per week by the employee). 

 When a salary is changed (be sure to indicate the salary frequency; weekly, monthly, 
annual) 

 If your plan insures commission earnings, please communicate the commission 
earnings annually, at the time T4 calculations are prepared in respect of the previous 
year.  Commissions must be communicated as a separate amount, independent from 
base salary. 

 
Use the attached form to communicate earnings changes, or use the regular Request for 
Service Form. 
NOTE: If you have been set up to process transactions on our web site, you can 
process these changes in the normal manner on-line.  However, if you have a lot of 
salaries to change, you may send the list to us, and we will process them for you.  
 
You can enclose this completed form with your premium cheque, mail separately, or fax to 
1-888-841-9145. 
 
If you should have any questions or concerns, please do not hesitate to contact our 
Customer Service Unit at 1-800-267-0215 or you may email us at: group.csu@empire.ca
  
 

CUSTOMER SERVICE UNIT 
259 King Street E 
Kingston, Ontario 
K7L 3A8 
1-800-267-0215 
Fax: 1-888-841-9145 
Email: group.csu@empire.ca 
 

GROUP OFFICES 
 
TORONTO 
2550 Victoria Park Avenue 
Suite 800 
Toronto, Ontario  M2J 5A9 
(416) 494-6834 
 
BURLINGTON 
5500 North Service Road 
4th Floor 
Burlington, ON  L7L 6W6 
(905) 335-6558 
 
WATERLOO  
180 King Street South  
Suite 250  
Waterloo ON  N2J 1P8 
(866) 569-7002 
 
LONDON 
One London Place 
255 Queens Ave., Ste. 1030 
London, Ontari   N6A 5R8 o
(519) 438-1751 
 
QUEBEC 
600 De Maisonneuve Blvd. West 
Suite 1600A 
Montreal, Quebec  H3A 3J2 
(514) 842-0003 
 
EASTERN ONTARIO 
9 Antares Drive 
Suite 236 
Ottawa, Ontario  K2E 7V5 
(613) 225-1173 
 
VANCOUVER 
5811 Cooney Road 
Suite N602 
Richmond, BC  V6X 3M1 
(604) 232-5558 
 
CALGARY 
1240 Kensington Rd. NW 
Suite 304 
Calgary, AB  T2N 3P7 
(403) 262-6386 
 
EDMONTON 
950 Phipps-McKinnon Building 
10020 – 101 A Avenue 
Edmonton, AB  T5J 3G2 
(780) 482-4241 
 
 
 

 

TM Empire Life is the trademark of The Empire Life Insurance Company.  
Policies are issued by The Empire Life Insurance Company. 

mailto:group.csu@empire.ca
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