[Company Logo]   [Company Name]
ESS CHANGE REQUEST FORM
	Request No.:
	[Reference Number]

	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Date:
	[Date]



Change Category
  Personal details (locked fields)
  Contact or address
  Bank account (payroll verification required)
  Family / dependants / nominee
  Statutory (PAN, UAN, ESIC)
  Attendance or leave correction
  Other: [Specify]
	Field
	Current Value
	Requested Value
	Proof Attached

	[Field]
	[Current]
	[Requested]
	[Proof / NA]

	[Field]
	[Current]
	[Requested]
	[Proof / NA]

	[Field]
	[Current]
	[Requested]
	[Proof / NA]



	Reason the change could not be made on the portal
	 



Approval Route
	Category
	Approver
	Decision
	Date

	Attendance / leave
	[Reporting Manager]
	[Approved / Rejected]
	[DD/MM/YYYY]

	Bank / statutory
	Payroll
	[Decision]
	[DD/MM/YYYY]

	All other
	[HR Name]
	[Decision]
	[DD/MM/YYYY]



Closure
	Updated in HRMS on
	 

	Confirmation sent to employee on
	 

	Turnaround (working days)
	 



Privacy notice: [Company Name] collects the details on this page only for processing your change request and keeping your HR record accurate. Access is limited to authorised HR staff, and the record will be kept for the duration of employment and the retention period for audit trails, 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.

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