[Company Logo]   [Company Name]
EMPLOYEE PERSONAL INFORMATION FORM
	Company:
	[Company Name]

	Employee ID:
	[Employee ID]

	Date of Joining:
	[Date of Joining]

	Form Date:
	[Date]



1. Personal Details
	Full Name (as per PAN / ID)
	 

	Preferred Name
	 

	Date of Birth (DD/MM/YYYY)
	 

	Gender (optional)
	 

	Nationality
	 

	Marital Status (optional)
	 



2. Contact Details
	Personal Mobile Number
	 

	Alternate Mobile Number
	 

	Personal Email ID
	 

	Current Address with PIN Code
	 

	Permanent Address with PIN Code
	 



3. Statutory and Payroll Details
	PAN
	 

	Aadhaar (last 4 digits / masked copy)
	 

	UAN (if previously allotted)
	 

	ESIC IP Number (if applicable)
	 

	Bank Name and Branch
	 

	Account Number
	 

	IFSC Code
	 



4. Employment Details (HR use)
	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Work Location
	[Work Location]



5. Emergency Contact
	Contact Name
	 

	Relationship
	 

	Mobile Number
	 



Privacy notice: [Company Name] collects the details on this page only for setting up your employment record, payroll, statutory registrations and emergency contact. Access is limited to authorised HR staff, and the record will be kept for the duration of your employment and the retention period in the company 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 confirm that the information given above is true and complete. I will inform HR in writing within a reasonable time of any change. I understand that deliberately false information may lead to action under company policy.

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