[Company Logo]   [Company Name]
MEAL CARD SERVICE REQUEST
	Company:
	[Company Name]

	Vendor:
	[Vendor Name]

	Request No.:
	[Reference Number]

	Date:
	[Date]



Employee Details
	Employee Name (as on card)
	 

	Employee ID
	 

	Department
	 

	Registered Mobile Number
	 

	Email ID
	 



Request Type
  New card (enrolled but not received)
  Replacement: lost / stolen / damaged
  Block card
  Unblock card
  Switch from physical to digital
  Update registered mobile number
Card Details
	Existing Card Number (last 4 digits only)
	 

	Date Lost / Damaged
	 

	Already blocked via vendor app: Yes / No
	 

	Transfer remaining balance to new card: Yes / No
	 

	New Mobile Number (if updating)
	 



Delivery
	Collect from Office
	[Work Location]

	Deliver to Address
	[Address]



Fee
A replacement fee of ₹[Amount] applies for lost or stolen cards. I authorise deduction of this fee from my salary. No fee applies to cards damaged in transit or first issue.
Declaration
I confirm that the details above are correct and that I will not use the old card if it is recovered after blocking. I authorise [Company Name] to share my details with [Vendor Name] for this request.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
HR / Admin
[HR Name]
Sent to vendor: [DD/MM/YYYY]
Card activated: [DD/MM/YYYY]
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