Individual Change Request Form

 Personal information provided on this form is confidential.
 Completed forms should not be reproduced or electronically transmitted without encryption

All hard copies of completed forms should be securely stored

Print Legibly AND attach appropriate Documentation
Complete only the sections that require changes
Bear #: [image: image1.wmf]

   
Mark all that apply:
[image: image2.wmf] Student   
[image: image3.wmf] Faculty
[image: image4.wmf] Staff 
 [image: image5.wmf] Vendor

Does person requesting change have a Banner User ID? 
[image: image6.wmf] Yes  
[image: image7.wmf] No
[image: image8.wmf] Unknown
Changes REQUIRING Documentation (Acceptable documentation includes original or copy of one of the following:  Social Security Card, Birth Certificate, Marriage License, Passport, Citizenship Papers, Court Document and Drivers License)

Name Change:
Previous Name  [image: image9.wmf]



 CONTROL Forms.TextBox.1 \s [image: image10.wmf]
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Last
First
Middle
Preferred First Name

Current Name    [image: image13.wmf]



 CONTROL Forms.TextBox.1 \s [image: image14.wmf]
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                Last
First
Middle
 Preferred First Name

Marital Status:
[image: image17.wmf] Married
[image: image18.wmf] Single
[image: image19.wmf]Divorced
[image: image20.wmf] Widowed
[image: image21.wmf] Separated

[image: image22.wmf] Single w/dependents
[image: image23.wmf]Life Partner

Birth Date (Month/Day/Year):
[image: image24.wmf]

  
Gender:
[image: image25.wmf] Male
[image: image26.wmf] Female  

Changes NOT Requiring Documentation

Current Address:
[image: image27.wmf] Mailing
[image: image28.wmf] Parent
[image: image29.wmf] Permanent
[image: image30.wmf] Purchasing
[image: image31.wmf] Business


[image: image32.wmf] Employee-Campus 
[image: image33.wmf] Emergency Contact
[image: image34.wmf] Business Billing
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Street
PO
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City
State
Zip

Current Telephone:
[image: image40.wmf] Home
[image: image41.wmf] Parent
[image: image42.wmf] Permanent
[image: image43.wmf] Purchasing
 [image: image44.wmf] Business


[image: image45.wmf] Employee-Campus 
[image: image46.wmf] Emergency Contact



Telephone # (include Area Code)   
[image: image47.wmf]

    


Ethnicity: 
[image: image48.wmf] Hispanic
[image: image49.wmf] Caucasian
[image: image50.wmf] Native American
[image: image51.wmf]African American
[image: image52.wmf] Asian/Pacific Islander 


[image: image53.wmf] Multiple Ethnicity[image: image54.wmf]


[image: image55.wmf] Do not wish to provide


I assume responsibility for all consequences that may occur as a result of these changes. There is no intent on my part to defraud the University of Northern Colorado.

Signature: [image: image56.wmf]

  Date:[image: image57.wmf]


Return this form, with proper documentation, to the appropriate office below:

· Undergraduate Students BEFORE enrollment: Admissions Office, Carter 3006, Campus Box 10, Greeley, CO 80639, FAX 970-351-2984
· Graduate & International Students BEFORE enrollment:  Graduate School, Carter 2007, Campus Box 135, Greeley, CO 80639, FAX 970-351-2371

· All Students & Student Employees AFTER enrollment: Registrar, Carter 3002, Campus Box 50, Greeley, CO 80639, FAX 970-351-1870

· Non-Student employees:  Human Resources, Carter 2002, Campus Box 54, Greeley, CO 80639, FAX 970-351-1386
· “Person” Vendors who are not and have never been students and/or employees: Purchasing, Carter 1002, Greeley, CO 80639, FAX 970-351-1142
· “Non-Person” Vendors:  DO NOT USE THIS FORM – Use the “Non-Person” Vendor Change Request Form.

	FOR OFFICE USE ONLY
Entered into Banner form:  
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	Change Made by (Employee Name):
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	Data Steward Dept:
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	Date of Change:
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