
PERSONAL DATA CHANGE (most of the changes just add note in comments section) 
 

Dept code change (add notes in the comment section to update Dept Code to new one). 
 

Address/phone number change (home or work) - to change work address – use (4) work 

physical location.  HRSS will change both work (4) and mailing (5).  Only one PDC/work 

address change ISR is needed.  

 

Update hire date. 

 

Name change (legal documentation required). 

 

Pers Admin (add notes in the comment section to update Pers Admin to new one) 

 



 



 

 
 
 
 


