
Employee Record Update Form 

This form is to be used for personal address, phone number and email address updates. 

Completed form submission options: 

• Adobe Acrobat Sign
• Email: hrinfo@uncfsu.edu

• Fax (secure line): 910-672-1821- Attention to Sharon Soles, HR Specialist

Employee Banner Number 

Employee Name 

(Last Name)      (First Name)        (Middle Name) 

Address 

(Street Address) (Apt./PO Box) 

(City) (State) (Zip Code) 

(County) 

Phone Number 

(Phone Number)     Type: Home______ Mobile______ Work_______ 

Is your phone number listed or unlisted in the phone directory? (Check One): 

Listed______           Unlisted______ 

Personal Email Address 
Email Address: ___________________________________________________ 

Employee Signature Date 
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