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MONROE COUNTY INTERMEDIATE SCHOOL DISTRICT

Human Resources Department

1101 S. Raisinville Road

Monroe, Michigan 48161

734-242-5799

EMPLOYEE STATUS CHANGE FORM
Use this form to update necessary contact information. Submit this form and required documents (if necessary) to the MCISD Human Resources Office.
Today’s Date:       
NAME CHANGE

Employees who change their legal name must notify the MCISD Human Resources Office and provide evidence of the change before adjustments will be made in the system. To request a name change complete the Employee Status Change form and submit a copy of one of the approved documents (Social Security Card or Court Order – Petition to Change Name). Note that employees must present evidence that their Social Security card has been updated by the Social Security Administration before changes will be made to payroll.
 FORMCHECKBOX 
 Name Change


Previous Name:      


New Name:      
Supporting Document Submitted:  FORMCHECKBOX 
 Social Security Card
 FORMCHECKBOX 
 Court Order


CONTACT INFORMATION CHANGE

 FORMCHECKBOX 
 Address Change  FORMCHECKBOX 
 Phone Number Change
Employee Name:      
New Address:
     

City, State, ZIP:      

New Phone:      

FOR HUMAN RESOURCES OFFICE:
Notifications:
 FORMCHECKBOX 
   Payroll
 FORMCHECKBOX 
  SmartFind/Honeywell   FORMCHECKBOX 
  Supervisor/Secretary
�








