FREDERICK COUNTY PUBLIC SCHOOLS

FREDERICK, MARYLAND
EMPLOYEE INFORMATION UPDATE FORM

Employees use this form to notify FCPS of changes for their employee records.  
Please check all that apply and send completed form to Human Resources.

 FORMCHECKBOX 
  Name Change 





 FORMCHECKBOX 
  Assignment Change

 FORMCHECKBOX 
  Email Change





 FORMCHECKBOX 
  Pay Change

 FORMCHECKBOX 
  Phone Number Change 

 FORMCHECKBOX 
  Marital Status Change (See instruction 2)
 FORMCHECKBOX 
  Address Status Change (See instruction 3)
INSTRUCTIONS:  


1. For all changes please complete the top row and indicate areas that have changed.

2. Marital status changes REQUIRE changes to tax information and may result in changes to benefit elections.  Contact the Benefit Office at (301) 644-5058 to discuss benefit elections and Payroll at (301) 644-5044 to discuss tax forms required.
3. Address changes out of state REQUIRE a change to tax information. Submit MD MW 507 and Federal W-4 Form with this form.  If new address is West Virginia submit WV/IT-104 and W-4.
4. Secure tax forms at insidefcps on FormFinders, at www.fcps.org or the K-Drive.
5. If you have an active application on file and wish these changes noted on your electronic application record in check box.
 FORMCHECKBOX 
  Update personal information checked above on my active application
	Employee  ID
     
	Name:  (Last, First)

     
	Middle Initial:

     

	Former Last Name:

     
	Effective Date of Change:

     

	Marital Status:  

                                        FORMCHECKBOX 
  Married         FORMCHECKBOX 
   Single (including divorced, and widowed)

	Street or PO Box: 
     

	City:  
     
	State:

     
	Zip Code:

     

	Home Phone:

(     )        -      
	Cellular/Mobile        

(     )       -       

	Assignment/Pay Change: Location/Title/FTE (example: WFMS-Science Teacher- .5) (example: salary step/grade )

     

	Employee Signature:

     
	Date:

     

	HR Action Completed:  (initials)

     
	Date:
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