
Employee Change of Legal Name

Lehigh University

Payroll Office

306 S. New Street, Suite 464
Bethlehem,  PA  18015

e-mail:  inpayrol@lehigh.edu
Instructions:  Name changes may be done to:  1) correct typographical errors and/or  2) to process a legal name change due to a court order, a marriage or a divorce.  Federal regulations require legal documentation prior to performing a name change.  To request a change, complete this form and appear in person at the Payroll Office with the required documentation (see below).   For questions, call the Payroll Office at extension 82900.
	Type of Change
	Reason for Change
	Required Documentation

	Typographical
	Data entry error
	social security card

	Legal Name Change
	Court order
	social security card with new legal name

	Legal Name Change
	Marriage
	social security card with new name

	Legal Name Change
	Divorce
	1) divorce decree or signed court order showing court restoration of maiden or other name and 2) social security card with new name


Type of Change:
   FORMCHECKBOX 
 Correction of Typographical Error

   FORMCHECKBOX 
  Legal Name Change, must also complete a new IRS W-4                       
	Lehigh ID Number:                                       
	OR
	Social Security Number:      -  -    

	Current Name:  
	     
Last Name
	     
First Name
	     
Middle Initial

	New Name:  
	     
Last Name
	     
First Name
	     
Middle Initial

	I understand that my signature below authorizes Lehigh University to change my legal name in their personnel records.  I further understand that I may need to change my legal name with insurance carriers,  retirement savings plans, authorization for purchase of U.S. Savings Bonds and others.

	Signature:
	Date:    /  /    

	E-mail Address:      
	Day Time Phone number:     -   -    


Important:
If you experienced a qualifying life event, you are encouraged to contact Human Resources at extension 83900 for a Request to Change Benefits Election form.  
I:\FORMS\Payroll\OnTheWEb\Change of Name form.doc




