[Company Logo]   [Company Name]
SALARY BANK ACCOUNT CHANGE REQUEST
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Department:
	[Department]

	Date:
	[Date]



	Detail
	Existing Account
	New Account

	Account Holder Name
	[Name]
	[Name]

	Bank Name and Branch
	[Bank]
	[Bank]

	Account Number
	[Last 4 digits]
	[Full account number]

	IFSC Code
	[IFSC]
	[IFSC]

	Account Type
	[Savings]
	[Savings / Salary]



	Reason for Change
	 

	Proof Attached (cancelled cheque / bank letter)
	 

	Requested Effective Payroll Month
	 



Payroll Verification (internal)
  Name on proof matches employee record
  IFSC validated
  Call-back done on registered mobile on [Date] by [Name]
  Penny-drop / test credit successful (if used)
  Updated in payroll from [Month YYYY]
Privacy notice: [Company Name] collects the details on this page only for crediting your salary and reimbursements. Access is limited to authorised HR staff, and the record will be kept for the duration of employment and the statutory retention period for payroll records, after which it will be securely deleted or destroyed. You may ask HR to see or correct your data, consistent with the Digital Personal Data Protection Act, 2023.
Declaration
I request that my salary be credited to the new account above from the month stated. I confirm I am the holder of this account and that [Company Name] will not be responsible for credits made as per this instruction.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Verified by Payroll
[Name]
Date: [Date]
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