NAME CHANGE GUIDELINES

MARRIAGE:
 
Your LEGAL name is the name on your social security card and/or your driver's license.  When you have your name changed on one of those IDs, I can change your name.  The marriage license only states the two of you were married, but does not change your name.  You have to take your marriage license to the social security office to change your name on your social security card which creates your new LEGAL name. 
 
When you provide me with your social security card or driver's license with your new LEGAL name I can change your name in payroll, with your insurances, and give Becky the approval to change your name in the other programs that you use such as DASL, Progress Book, EMIS, etc. If you are a teacher and request a name change mid-year, you may only be able to change your email address as the process to change your name on DASL and Progress Book is cumbersome.  
 
You have 30 days from the date of your marriage to add your new spouse to any of the insurances you participate in.
 
DIVORCE:
 
As mentioned above your LEGAL name is the name on your social security card.  Until your divorce is final and you provide me with a copy of your final divorce decree that specifically states you have reclaimed your maiden name, I can't change your name.  If you wish to file a legal name change in court and it is granted before the divorce decree is final, then I can change it when you supply me with a copy of the court order.
 
We are not permitted to have one name in the payroll system and another name in the processing system that Becky manages.  Your name must be the same in both systems as they both report to EMIS/ODE.
 
FYI:  I cannot remove spouses from your insurance plan until the divorce is finalized and you have submitted a copy of the final divorce decree.  
 
You are able to change your beneficiary for life insurance at any time.  
 
Thanks,
Melody


