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Niagara Falls City School District

Office of Human Resources

630 – 66th Street

Niagara Falls, NY 14304

(716) 286-4225 Phone

(716) 286-4224 Fax
EMPLOYEE CHANGE OF NAME FORM
Previous Name:





Current Name:
The following documents are required in order for Human Resources to make a name change:


Both a Driver’s License and a Social Security Card – with your new name






OR



U.S. Passport or U.S. Passport Card – with new name

· It is also required that a new I-9 Form (Employment Eligibility Verification) be completed.

· CERTIFIED STAFF:  
You are required to report any name changes to NYSED-TEACH 
                                                For your Teaching Certification
· Please note that your NFCSD email address will be changed to reflect your new name.  You will be notified of your new e-mail address.

Your official district record of name cannot be changed until this form is filed, with signature and date, in the Human Resources Office.

Review the following; perhaps you also need to make the following changes:

Retirement System- Name Change, Change of Beneficiary- forms available on-line (NYSRS and NYSTRS).

Health/Life Insurance Concerns-Health Insurance Coverage, Change of Beneficiary-Contact Health Benefits Office

Name Changes to Social Security – Contact your local Social Security Office.  Forms also available on line at www.ssa.gov
W-4 Tax Forms – (Employee Withholding) – Contact Payroll Office
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Signature required:





Signature_________________________________	Date__________________________








Print Name______________________________________________________________
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