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A. PURPOSE 

 
This po licy establis he s a unifo rm syst em  to proce ss info rmat io nal reco rds of em plo ye e s, vendo rs, 
and stude nt s of Old Do m inio n Unive rs ity .  
 

B. AUTHORITY  
 

http://law.lis.virginia.gov/vacode/title23.1/chapter13/section23.1-1301/
https://www.odu.edu/about/bov/bylaws
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E. POLICY STATEMENT 
 
T he maint e nance of co nsist e nt  addre s s, name, and so cial security num be r or Fede ral Em plo ye r 
Ident ific at io n Num be r ( FEIN ) in Banne r is assigne d to the departm e nts that  hav e been designate d 
as the cust o dians of that info rmat io n due to the nature of the wo rk perform e d by those 
depart me nt s .  
 

F. PROCEDURES 
 

When changes need to be made to the info rm at ion on file wi th the Univ e rsit y, the pro ce s s 
outline d belo w must be fo llo we d to make the change s:  

 
1.  Nam e Changes  
 

a.  E m ploy ee s *: If an em plo ye e ’s name change s, a new social security card with the new 
nam e must be prov ide d to the Departm e nt of Hum an Reso urc e s . Co pies of so cial securit y 
cards sho uld nev e r be sent via em ail. A secure fo rm fo r uplo ading is available on the 

https://www.odu.edu/human-resources/forms
https://ww1.odu.edu/registrar/forms
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
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T he legal name will be used when it is require d fo r busine s s, legal, and exte rnal purpo s e s such 
as financ e, financ ial aid, diplo m as, transc ript s, polic y reco rds, conduc t reco rds, medic al and 
healt h reco rds, and pay ro ll. Facult y name s in Canv as will refle ct the legal nam e, not the 
prefe rre d one.  
 
The Prefe rre d Nam e web sit e  prov ide s mo re detaile d info rm at io n abo ut the proce dure s fo r 
sele c t ing a prefe rre d nam e.  

 
3.  Addre s s Change s  

 
a.  E m ploy ee s *: All em plo y ee s are respo ns ible fo r maint aining curre nt addre s s info rm at io n 

with the Unive rs ity .  Em ploy e e s must com ple te their change of hom e addre s s into the 
Univ e rs ity ’s self- se rv ic e syst em at leoo nline .o du.e du. Also, full - t im e em ploy ees must 

https://ww1.odu.edu/academics/academic-records/preferred-name
https://ww1.odu.edu/facultystaff/communication/website/content-management/university-directory/mpm
https://ww1.odu.edu/registrar/forms
mailto:register@odu.edu
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://www.odu.edu/human-resources/forms
https://ww1.odu.edu/registrar/forms
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c.  

http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
https://ww1.odu.edu/facultystaff/communication/website/content-management/university-directory/mpm
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