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BENKORP MANAGEMENT SERVICES PTY LTD

EMPLOYEE NEW OR CHANGE OF DETAILS FORM

Confidential
EMPLOYEE DETAILS



 Effective Date:

	 Employer Organisation
	

	 Employee Name 
	 First:                                
	Surname:

	Is this a new employee or a change for an existing employee?
	

	Employment Start Date or date this information is effective from
	

	 Employee Address 
	

	 Home Phone
	

	 Mobile Phone 
	

	 Date of Birth 
	

	 Pay Details
	 Frequency 
(Monthly or Fortnightly)
	Date Paid

(15th Month or 1st pay date this is applicable)
	Pay Period

(From and to date of the first pay)

	 Applicable Award & Level
	

	 Position 
	

	Email address to send payslips & payment summaries

	

	 Employment Basis 
	 Full/Time  
	Part/Time
	Casual  

	 Leave Entitlement  
	 Yes
	No

	Hourly Rate or Salary - excluding Superannuation.
	(enter 0 if receiving an expense allowance and fill out separate form)

	Expense Allowance Applicable
	 Yes
	No

	Fringe Benefits Applicable
	Yes
	No

	Fringe Benefit Details
	

	Hours & Days Worked per week
	 Hours
	Days
	Total

	ATO Tax Declaration Form
	 Date Sent
	

	Deductions from salary
	

	Net Pay Bank Details (where your net pay is to be deposited)
	 BSB:

         
 Account:

 Account name: 

	Superannuation Fund Choice Form
	Date Sent
	

	Emergency Contact Details
	Name:

Phone/s:

	Signed - Employee
	Date:
	

	Manager Name
	

	Signed - Manager
	Date:


Payroll cannot be processed until all documentation received

