Student Employee Legal Address Change Form Instructions
· Student employees should complete this ONLY if they are changing their legal address for W-2 purposes

· Student should complete entire form:  

· Today’s Date

· Legal Name – Student’s legal name, is it appears on Social Security card

· Number that you Use to log into Kronos or your Social Security Number

· Effective Date – Date address change should take effect

· Street, City, State, Zip – Student’s new legal address

· Signature – Student’s signature

· When student has completed form, they should return it to:



Student Payroll



Human Resources



144 Graff Main Hall

· The student should also change their LEGAL address on the Wings system online for Records & Registration purposes.

[image: image1.png]



G:\Human Resources\Student Payroll\Forms - Student Payroll\Miscellaneous Forms\Address Change Form Instructions - Students.doc

