[Company Logo]   [Company Name]
EMPLOYEE CONTACT DETAILS FORM
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Department:
	[Department]

	Date:
	[Date]



Type of Submission
  New joiner
  Update to existing details
Phone and Email
	Primary Mobile Number
	 

	Alternate Mobile Number (optional)
	 

	Personal Email ID
	 

	Official Email ID (HR to fill)
	 



Addresses
	Current Address with PIN Code
	 

	Permanent Address with PIN Code
	 

	Same as current (Yes / No)
	 



Communication Preferences
	Preferred contact method (Call / SMS / Email)
	 

	Preferred time for non-urgent calls
	 



  I agree to be added to official work messaging groups for my team
  I agree to my mobile number appearing in the internal team directory
Privacy notice: [Company Name] collects the details on this page only for contacting you about your work, payroll, statutory documents and emergencies. Access is limited to authorised HR staff, and the record will be kept for the period of employment and a limited period after exit for sending final documents, 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 confirm that the above contact details are correct and that I will keep HR informed of any change.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Updated in HRMS by
[HR Name]
Date: [Date]
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