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

	Date of Request:
	[Date]

	Payroll Cut-off:
	[DD] of every month



Section A – Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Work Location
	 

	UAN
	 

	PAN (last 4 characters)
	 



Section B – Type of Change
  Bank account
  Salary / CTC revision
  Designation / grade
  Department / cost centre
  Work location / state (professional tax impact)
  Tax regime (old / new)
  Recurring deduction add / stop
  Name / personal details
  Other (specify)
Section C – Change Details
	Field
	Current Value
	New Value
	Supporting Document

	[Field Name]
	[Current Value]
	[New Value]
	[Letter / Cancelled Cheque / Declaration]

	[Field Name]
	[Current Value]
	[New Value]
	[Document]

	[Field Name]
	[Current Value]
	[New Value]
	[Document]



	Effective Date
	 

	Payroll Month to Reflect
	 

	Reason for Change
	 



Section D – Approvals

	______________________________
Requested by
[Employee Name / HR Name]
Date: [Date]
	______________________________
Approved by
[HR Name]
Date: [Date]
	______________________________
Approved by (pay changes)
[Finance Head Name]
Date: [Date]


Section E – Payroll Use
	Updated in Payroll System On
	 

	Updated By
	 

	Verified By
	 

	Remarks
	 



Declaration
I confirm that the details above are correct and that supporting documents are attached. I understand that changes received after the cut-off date will be processed in the following payroll month.

	______________________________
Employee Signature
[Employee Name]
Date: [Date]
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