
 Page 1 of 1 

Personal Data Change ISR 

Field Name Description Completed by:

Approver 1 Personnel number of the first approver of the action. Department 

Approver 2 Not needed for this ISR N/A 

Begin Date The date the action becomes active. Department 

Personal Data Note any changes on employee’s name or SSN.  Only list SSN if making 
change to that field 

Department 

Address Details Select Address Type from drop down menu 
1 = Permanent Residence 
2 = Mailing Address 
3 = Alternate Address 
4 = Work-Physical Location 
5 = Work-Mailing Address 
 
Address fields will populate with address type selection.  Make any changes 
necessary to address or telephone information. 

Department 

Emergency 
Contact 

Contact information will populate.  Make any changes necessary. Department 

Change 
Indicator 

Check box next to Personal Data, Address Details and/or Emergency 
Contact to note a change was made.  

Department 

Comments Always note any fields that have been changed.  Department 

 


