[Company Logo]   [Company Name]
EMPLOYEE NAME CHANGE FORM
	Employee ID:
	[Employee ID]

	Department:
	[Department]

	Designation:
	[Designation]

	Date:
	[Date]



Name Details
	 
	First Name
	Middle Name
	Surname

	Existing name in records
	[First]
	[Middle]
	[Surname]

	New name requested
	[First]
	[Middle]
	[Surname]



Reason and Proof
  Marriage
  Gazette notification
  Spelling correction to match PAN
  Other: [Specify]
	Proof Document Submitted
	 

	Document Number / Date
	 

	PAN updated with new name (Yes / No / Applied)
	 

	Bank account updated (Yes / No / Applied)
	 



Records to Update (HR use)
  HRMS and employee master
  Payroll and payslips from [Month YYYY]
  PF / UAN KYC correction
  ESIC record
  Insurance and nominations
  ID card and email display name
Privacy notice: [Company Name] collects the details on this page only for changing your name consistently across employment and statutory records. Access is limited to authorised HR staff, and the record will be kept for employment plus the retention period; both names stay linked for service history, 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 name be changed in company records as above. I confirm the change is legally valid and the documents submitted are genuine.

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