[Company Logo]   [Company Name]
SALARY ACCOUNT OPENING REQUEST
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



Part A: Employee Request and Consent
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Mobile Number
	 

	Email ID
	 

	Preferred Branch / City
	 

	Existing account with this bank (Yes / No)
	 



I request [Company Name] to introduce me to [Bank Name] for opening a salary account and I consent to the company sharing my name, employee ID, designation, contact details and date of joining with the bank for this purpose.

	______________________________
Signature of Employee
[Employee Name]
Date: [Date]
Place: [Work Location]


Part B: KYC Readiness Checklist
  PAN card copy
  Proof of identity
  Proof of address
  Aadhaar (masked copy, if accepted by the bank)
  Recent passport-size photographs
  Copy of appointment letter / employer introduction
Part C: Employer Introduction to Bank
To,
The Branch Manager
[Bank Name], [Branch]

This is to introduce [Employee Name], employee ID [Employee ID], who has joined [Company Name] as [Designation] on [Date of Joining]. We request you to open a salary account for the employee under our corporate salary arrangement, subject to completion of your account opening form and KYC.

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
Company Seal


Part D: HR Tracking
	Sent to bank on
	 

	Account opened on
	 

	Account number recorded in payroll (Yes / No)
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