[image: A red and black logo

AI-generated content may be incorrect.]Company Reg. No: 200500987E 
Head Office: 56 Loyang Way, Loyang Enterprise # 05-01 
Singapore 508775 
Tel: 6385 5888

	

Employee Record Update Form 
(Version: Aug 2025)

Purpose
This form is issued to existing employees to update HR records and ensure compliance with CPF, SHG, and payroll requirements. 
Section A: Basic Information (Use this section to update your residential address)
	Field
	Details

	Full Name (as per NRIC/FIN)
	___________________________

	Department
	___________________________

	NRIC / FIN Number
	___________________________

	Date of Birth
	____ / ____ / ______

	Gender
	☐ Male ☐ Female

	Nationality
	___________________________

	Race (as per NRIC)
	☐ Chinese ☐ Indian ☐ Malay ☐ Eurasian ☐ Others: __________

	Marital Status
	☐ Single ☐ Married ☐ Others: __________

	Residential Address
	____________________________________________________

	Contact Number
	___________________________

	Email Address
	___________________________



Section B: Emergency Contact
	Field
	Details

	Emergency Contact Name
	___________________________

	Relationship to Employee
	___________________________

	Emergency Contact Number
	___________________________







Section C: Child Details (for Childcare Leave Eligibility)
Applicable only for children under 7 years of age who are Singapore Citizens. Please attach birth certificates.
	Field
	Child 1
	Child 2
	Child 3

	Full Name
	_________________
	_________________
	_________________

	Date of Birth
	_____ / ____ / _____
	_____ / ____ / ______
	_____ / ____ / ______

	Birth Certificate No.
	_________________
	_________________
	_________________

	Citizenship
	☐ SG 
☐ PR 
☐ Others
________________
	☐ SG 
☐ PR 
☐ Others
________________
	☐ SG 
☐ PR 
☐ Others
________________


☐ Additional children listed on separate sheet 
☐ Birth certificates attached
Section D: Banking & Payroll Status (Use this section to update your bank details for payroll)
Bank Account Status:
☐ My bank account details remain unchanged 
☐ I have updated bank account details (supporting document attached)
Accepted Proof (if updating): 
☐ Latest bank statement (dated within the last 3 months) 
☐ Screenshot from mobile banking app 
☐ Other: ___________________________
Ensure your name and account number are clearly visible. You may redact other sensitive information.
Section E: CPF Status Confirmation
☐ My CPF eligibility status remains unchanged 
☐ I have updated CPF status (please specify and attach supporting document): 
___________________________



Section F: Education & Certifications
	Field
	Details

	Highest Qualification
	___________________________

	Institution Name
	___________________________

	Year Graduated
	_________ / ____ / ________

	Professional Certifications
	☐ Attached ☐ I have no formal qualifications



Section G: Identity Verification
Please indicate your status:
☐ My identity documents on file remain valid and unchanged 
☐ I have updated identity documents (please attach the relevant copy)
If updating, attach: 
☐ NRIC / Work Pass Copy 
☐ Passport Copy (if applicable) 
☐ Driving License Copy (if applicable – for transport roles only)
Documents must be clear and legible. You may redact sensitive information not required for verification.
Section H: Declaration
I declare that the information provided above is true and accurate to the best of my knowledge. I understand that failure to provide accurate information may affect my eligibility for statutory benefits or internal processes.


Signature of Employee: ___________________________ 
Name: ___________________________
Date: ____ / ____ / ______


All personal data collected in this form will be used solely for employment-related purposes and handled in accordance with the Personal Data Protection Act (PDPA) and DG Packaging’s internal policies.
This document is confidential and intended solely for internal use by DG Packaging Pte Ltd
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