[Company Logo]   [Company Name]
EMPLOYEE KYC FORM
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	KYC Type:
	Fresh / Periodic Update / Change

	Date:
	[Date]



1. Personal Details
	Full Name (as per PAN)
	 

	Date of Birth
	 

	Father's / Spouse's Name
	 

	Mobile Number
	 

	Email ID
	 

	Photograph (affix)
	 



2. Proof of Identity
	Document Type (PAN / Passport / Voter ID / Driving Licence)
	 

	Document Number
	 

	Issue Date and Expiry Date
	 



3. Proof of Address
	Current Address
	 

	Document Type (Utility Bill / Rent Agreement / Passport / Other)
	 

	Document Date
	 

	Permanent Address (if different)
	 



4. Tax and Aadhaar
	PAN
	 

	Aadhaar (last 4 digits / masked copy)
	 

	Name on PAN matches records (Yes / No)
	 



5. Bank Details
	Account Holder Name
	 

	Bank and Branch
	 

	Account Number
	 

	IFSC Code
	 

	Proof Attached (Cancelled Cheque / Passbook / Bank Letter)
	 



6. Verification by HR
  Originals seen and verified
  Photograph matches the person
  Name consistent across documents
  Copies self-attested and stored
  Next re-KYC date recorded
Declaration
I declare that the documents and information submitted for KYC are genuine and belong to me. I authorise [Company Name] to verify them with the issuing authorities or agencies where required, and I will inform HR of any change.

	______________________________
Signature of Employee
[Employee Name]
Date: [Date]
Place: [Work Location]
	______________________________
KYC Verified by
[HR Name]
In-person / Video verification
Date: [Date]
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