B ¥ BISMARCK  Bismarck State College
STATE COLLEGE  Name Change Information & Check List

A student’s BIO-DEMO record, which includes legal name, is created and shared by all North Dakota University System
Institutions. Therefore, accurate legal names must be associated with individual academic records, so that official records
on file are correct. Upon the students request and with appropriate documentation, any change to a student’s legal name
will be made accordingly.

Some changes are considered minor name variations and will require completion of a Name Change Form, but no
documentation. Others will be considered major name changes and will require complete legal documentation, updated
social security card, photo ID, along with the Name Change Form.

MINOR NAME CHANGES

The following are considered minor name changes
e Aninitial to a full name
e Avariation or shortened first name to a full or formal first name
e The addition of a title

Minor name variations shall be completed by presenting the following document;
1. NDUS Name Change Request Form

MAJOR NAME CHANGES

The following are considered major name changes

Change in last name because of marriage or dissolution of marriage, adoption, etc.
Replacement of a middle name with a former name

Change in part, or all of the name, because of gender change

Replacement of part, or all of the name, with a different or unrelated name

Major name changes shall be completed by presenting the following documents:
1. NDUS Name Change Request Form
2. Copies of legal documentation detailing the name change
3. Social Security Card showing updated name
4. Photo identification showing updated name

The Office of Student Records will process the request for a name change. You may submit the change form along with
proper documentation to:

By Mail: BSC Student Records, PO BOX 5587, Bismarck ND 58506-5587

By Fax: 701.224.5643 attn. Kene Miller

By Email: attach a copy to an email - Kenegunda.Miller@bsc.nodak.edu.

Once all documents have been presented, please allow a minimum of 48 hours for the change to take affect. For any
questions regarding name changes, contact Student Records at (701)224-5420.

Former Students
Once you leave BSC, the name under which you were enrolled will remain on your academic record until you re-enroll and
initiate the name change process.



mailto:Kenegunda.Miller@bsc.nodak.edu

NORTH DAKOTA UNIVERSITY SYSTEM

NAME CHANGE REQUEST FORM

I hereby request that my name, as it appears on my student academic demographic record, be changed as
indicated below. This change will appear on any academic records created in the North Dakota
University System after September 1982 and also converted to the CampusConnection system after July
2004. All name change requests must be accompanied by the corresponding legal documentation
showing the change. (Please refer to the attached “Name Change Information & Check List” for information on

the ADDITIONAL DOCUMENTS REQUIRED to change your name.)

Examples of legal documentation

include marriage license or court documents. This request will only change the name on the student
academic record. All changes to payroll records must be made with the payroll office.

Complete
Legal Name

Last First Middle
Most Recent
Former Name

Last First Middle
Other
Former Names

Last First Middle
Social Security Number Birth Date
EMPLID # W
Current Mailing Address

Street City State Zip

Current E-mail Address*

*An E-mail confirmation will be sent to you by the Student Records Office when your name has been changed in

CampusConnection.

Signature

Date
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