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Rev. 1

Subject: PERSONAL CHANGE OF NAME

PURPOSE

To outline the policy of the university and related procedures by which present and former
students, faculty, and staff employees may change the name by which they are identified on
official university records.

I.

POLICY GUIDELINES

University Policy

The policy of the university is to recognize the right of an individual student, faculty
member, or staff employee to change his or her name either by order of court or by
voluntary action, in accordance with the laws of the state of Utah. However, the university
reserves the right to refuse to honor a request for a change of name upon university records
if it has reasonable grounds to believe the request is intended to promote any fraudulent or
unlawful purpose.

A.

Nonliability of University

The university cannot assume responsibility and is not liable for any adverse consequences
to any individual, including any detriment caused by mistakes in recording or providing
information, that result from an individual's action to change that person's name as it
appears upon university records.

B.

Cross-Reference Index to Changed Names

After making a change of name upon its records, the university (1) will maintain in its files
the written application for change of name, or a suitable photographic copy thereof; (2) will
keep a cross-reference record, keyed to the individual's social security number or other
appropriate criterion, that designates any other name or names by which the person was
previously identified upon university records; and (3) will include in the individual's
records a memorandum or other notation reflecting the change of name and the date upon
which it was implemented.

C.

Retrospective Record Changes

The university cannot undertake physically to change the former name of the person at all
places where it appears upon university documents or other records, including
photographic and electronic records. A request for change of name will therefore be
honored only by (1) physical substitution of the new name, as requested, for the former
name where it appears upon the primary record of the individual and where it is used to
identify or index the individual's official files or records, and (2) identification of the
individual under his or her new name, as requested, upon the university records and data
files initiated or maintained with reference to the individual after the date on which the
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change of name is implemented.

For the purpose of this paragraph, the "primary record" of a student is the permanent
student record, and the "primary record" of a faculty member or staff employee is the
Personnel Information Form (or Personnel Action Form).

Providing Information from University Records

In the course of providing personally identifiable information from the university records to
persons lawfully entitled to such information, the university cannot undertake to withhold
the facts relating to a change of name or to the former name or names by which a particular
person may be designated on the records of the university.

E.

PROCEDURES TO AFFECT A CHANGE OF NAME

Students

A written request for a change of name by a student or former student must be submitted to
the Office of the Registrar.

A.

Faculty Members and Staff Employees

A written request for a change of name by a present or former faculty member or staff
employee must be submitted to the individual's immediate supervisor and forwarded, as
appropriate, to the vice president for academic affairs (for faculty) or the Human Resources
Vice President (for staff).

B.

Verification of Identity

The person requesting a change of name may be required to produce a student or employee
identification card, driver's license, or other satisfactory evidence that he or she is in fact the
individual who is requesting a change of name.

C.

Reasons for Change of Name

The individual may, but is not required to, state a reason for the requested change of name,
or furnish copies of any court order or other legal documentation in support of the
requested change of name. The absence of any stated reason or of any legal documentation
does not constitute grounds for refusal of the university to implement the request.
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