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EMPLOYEE INFORMATION CHANGE REQUEST FORM
___________________________________________________________________________________
Please complete and return the form to Human Resources with the required supporting documentation.
Employee Information:
Name:		Title/Position:					
School/Location:		E-mail:						
Type of Change (check all that apply):
□	Name Change (updated social security card required)
New Name (as it should appear on official records):						
Reason for Name Change (e.g., due to marriage, legal name change, or other reason):															
□	Address Change (updated driver's license required):	
	Street:													
	City:						State:			Zip:			
New Home phone #:				New Cell phone #:				
□	Emergency Contact Information:
	Name/Relationship:									
	Phone Number:										
Employee Acknowledgement:
I hereby request that the Manville School District update my data as indicated above.  I understand that the information provided will be used to update my employee records, payroll, benefits, email address, and other district-related systems. I also confirm that the attached supporting documentation is accurate and valid.
Employee Signature:							Date:				
[bookmark: _GoBack]HR Department Use Only:
Date Received: ________
Payroll: _________
Tech/School Front Office: _________
Every Child, Every Day
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