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Master Record Change Form 

 
Name Change or Marital Status Change Request 

A Social Security card is required to change employee names.  

 
 

 

                                       
Current Last Name (Please print)       First Name         Middle Name  CWID or Social Security Number 
 
 
Change Name To:                                     
      Last             First             Middle 
 
Request Employee GroupWise email address change using new name:   Yes  No 
 
 
Marital Status Change:  Married  Single  Effective Date:              

 
                                       
Signature                   Date 
 
 

Submit this form to the Human Resources Office at the Collin Higher Education Center (CHEC) 
 

NOTE to employees:  This form will update your information with ERS insurance and TRS.  It will not change your 
information with the CougarAlert system, ORP/TSA vendors, or with Met Life.  Please contact these groups directly.  
CougarAlert changes can be made via CougarWeb from either the Home tab or MyWorkplace tab. 

 
 

FOR OFFICE USE ONLY 
 
 

 Update ERS:                Verify NC on Social Security Card:        
 
 
 
 Email NC to HelpDesk :         
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