                                                HR Contact Business Processes Form
Employee Name ___________________________________________

Department Name _________________________________________
	Business Process
	Required Documents
	Employee Signature
	Date
	HR Contact Signature
	Date

	Legal Name Change
	Original Social Security Card
	 
	 
	 
	 

	Date of Birth Correction
	Original Birth Certificate
	 
	 
	 
	 

	Change Citizenship Status
	See Wiki pages
	 
	 
	 
	 

	Correct Social Security No.
	Original Social Security Card
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 



Instructions:  

This form is for when the employee needs to update one of the business processes above.  None of the required documentation is to remain in the department.  Instead, the HR Contact must view the document and attest by signing that the document presented is valid.  In the case of a correction to a social security number, the HR Contact needs to hand deliver or fax a copy of the original Social Security Card to the Payroll office.  This form must remain in the employee’s departmental file.
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