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NAME CHANGE INSTRUCTIONS

All employees who have a name change must complete the UNC Health Care’s EMPLOYEE NAME CHANGE FORM.  Return the completed form to Employee Records (addresses listed below) along with a clear photocopy of the Social Security Card showing the new name.  This form ensures that the payroll system and the Social Security Administration have the same name for posting social security tax withholdings.

Regular Mail Address:


   Inter-Departmental Mail Address:
Secure Fax to Records:

Employee Records


Employee Records
James T. Hedrick Building


Hedrick Building

         919-966-0176
Human Resources, 2nd Floor

2nd Floor, Suite 2057

211 Friday Center Drive, Suite 2057




Chapel Hill, NC 27517

Questions regarding name changes should be directed to Employee Records @ 966-3056
Today’s Date:      
PLEASE TYPE OR PRINT

	Department Number
	     
	Department Name
	     

	Phone
	     
	Date Of Birth
	Month

     
	Day

     
	Year

     

	New Name
	Last

     
	First

     
	Middle

     

	Old Name
	Last

     
	First

     
	Middle

     

	Reason for Name Change       

	EID Number:       (number used in Kronos)


Signature:







Date:



Please photocopy your new Social Security Card in the space provided on the bottom of this page.  Your name as it appears on the Social Security Card will be the one that is entered in the system.     

Employee Records, Human Resource Division, Hedrick Building, Suite 2057
Employee Records, Human Resource Division, Hedrick Building, Suite 2057
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