
YOUR	PAYROLL	CLERK	IS:

Change	in	 Tax status
Address/ 
phone 
change

Marriage
Name 
change

Divorce
Birth/ 

adoption 
of child

Death of 
family 
member

Retire‐
ment

Original to 
H.R. Dept.

Forms	Needed: Form	location	or	contact:

Arkansas AR4EC     
www.nlr.ar.gov/employees 
or Payroll clerk

Federal W4     
www.nlr.ar.gov/employees 
or Payroll clerk

Dept. change form    Payroll clerk

New social security card  
SS Office, 3608 E. Kiehl Ave, 
Sherwood, AR, 1‐877‐512‐3854

New driver's license  Dept. Finance and Administration

United Healthcare ‐ UHC    *  
www.nlr.ar.gov/employees 
or Payroll clerk

American United Life ‐ AUL      
www.nlr.ar.gov/employees 
or Payroll clerk

Pension plan beneficiary change    
www.nlr.ar.gov/employees 
or Payroll clerk

LOPFI ‐ Uniformed employees       www.lopfi‐prb.com

APERS ‐ Courts employees       www.apers.org

Non‐uniformed Pension 
Gladys Jackson, 
Finance Department, 975‐8802

Social Security 
SS Office, 3608 E. Kiehl Ave, 
Sherwood, AR, 1‐877‐512‐3854

Medicare 
SS Office, 3608 E. Kiehl Ave, 
Sherwood, AR, 1‐877‐512‐3854

Voluntary policies

AFLAC      
Katie Sorenson, 501‐681‐4293, 
KatieSorensen@sbcglobal.net

Boston Mutual      
Customer Service
1‐800‐225‐8602

AR Diamond/ Citistreet     
Keith Orr
501‐301‐9900

Colonial      
Kyle Hardin
501‐804‐7327

Legal Shield/Prepaid Legal     
Customer Service
1‐800‐654‐7757

Nationwide     
Fran Walker, 501‐944‐2287, 
walkerf6@nationwide.com

LIFE	EVENTS	CHECKLIST
Obtain	change	form(s),	complete,	and	give	to	your	payroll	clerk	along	with	any	required	documents.

	ALL	CHANGES	MUST	GO	THROUGH	YOUR	PAYROLL	CLERK

*If health insurance coverage of child(ren) is affected, must provide copy of the portion of the decree that determines coverage & custody of the child(ren)


