[Company Logo]   [Company Name]
EDUCATION QUALIFICATION UPDATE FORM
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Date:
	[Date]



New Qualification Details
	Qualification (e.g. B.Com, MBA, Diploma)
	 

	Specialisation
	 

	University / Board
	 

	Institution / Study Centre
	 

	Mode (Regular / Part-time / Distance / Online)
	 

	Year of Passing
	 

	Grade / CGPA / Percentage
	 

	Certificate Number
	 



Linked Benefit
  No benefit claimed; profile update only
  Education reimbursement claim (ref: [Reference Number])
  Company-sponsored programme (agreement ref: [Reference Number])
Verification (HR use)
	Check
	Method
	Date
	Result

	Original certificate seen
	[In person]
	[DD/MM/YYYY]
	[OK / Issue]

	University verification
	[Portal / Letter / Agency]
	[DD/MM/YYYY]
	[OK / Pending]

	HRMS profile updated
	[HRMS]
	[DD/MM/YYYY]
	[Done]



Privacy notice: [Company Name] collects the details on this page only for updating your qualification record and processing any linked benefit. Access is limited to authorised HR staff, and the record will be kept for the duration of employment and the retention period in the records policy, 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 declare that the qualification above was obtained by me from a recognised institution and that the copies submitted are true.

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