[Company Logo]   [Company Name]
WORK LOCATION CHANGE FORM
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Transfer Letter Ref.:
	[Reference Number]

	Effective Date:
	[DD/MM/YYYY]



	Detail
	Current
	New

	Work Location / Branch
	[Work Location]
	[New Location]

	City and State
	[City, State]
	[City, State]

	Establishment Registration No.
	[Number]
	[Number]

	Reporting Manager
	[Reporting Manager]
	[New Manager]



Compliance and Payroll Changes
  Professional tax state changed from [Month YYYY]
  Labour welfare fund updated
  Employee added to new location register
  ESIC dispensary updated (if covered)
  City-linked allowance revised as per letter
Relocation Support
	Item
	Eligible Limit (₹)
	Claimed (₹)
	Approved by

	Travel for employee and family
	[Amount]
	[Amount]
	[Name]

	Temporary accommodation
	[Amount]
	[Amount]
	[Name]

	Household shifting
	[Amount]
	[Amount]
	[Name]



Joining Report
I have reported for duty at [New Location] on [DD/MM/YYYY] at [Time].

	______________________________
Employee
[Employee Name]
	______________________________
Receiving Manager
[New Manager]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]


Privacy notice: [Company Name] collects the details on this page only for moving your employment record, payroll and compliance to the new location. Access is limited to authorised HR staff, and the record will be kept for the duration of employment and the retention period, 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.
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