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PERSONAL PARTICULARS
The information and documentation required for our record and for the issuing of Tax Certificates.

Please return this form and required documents to the Salaries Office to ensure payments can be effected soonest.
N.B. If you do not provide the necessary information we may not be able to effect your payment
	DETAILS of CLAIMANT/RU EMPLOYEE:
	

	Title:
	
	Initials:
	
	Surname:
	

	First Name:
	
	Second Name:
	

	Preferred Name:
	
	RU Employee Code
	

	ID Number:
	
	
	
	
	
	
	
	
	
	
	
	
	
	Date of Birth:
	

	Passport Number: 

(if Foreign National/ Please provide a copy)

	
	Passport Country:
	

	Marital Status:
	Married:
	
	Single:
	
	Divorced:
	
	Widowed:
	
	Separated:
	


	Cell Number:
	
	Work Number:
	

	Date of Birth:
	
	Relationship:
	

	Email Address:
	


	CONTACT  DETAILS:
	Cell number:
	
	Home number:
	

	Residential Address:
	

	
	

	Postal Address:
	

	
	


	PAYROLL INFORMATION
	Tax Office:
	

	Tax Number (this is a requirement from SARS):
	
	
	
	
	
	
	
	
	
	

	Type of Bank Account:
	
	Name of Bank:
	

	Account Number:
	
	
	
	
	
	
	
	
	
	
	
	
	

	Indicate if S.A. Bank Account
	
	Please note that we are not able to do Electronic Transfers to Foreign Bank Accounts

	Account Holder Name:
	
	Account Holder Relationship:
	own
	joint
	3rd party
	none


	DISCLAIMER 
	I declare that the information herein is correct and current. If any details change, I accept that it is my responsibility to inform the HR Division of these changes.
	Signature:
	
	Date:
	


	DETAIL of VISA/PERMIT 
	Passport expiry date:
	
	Work Permit Expiry Date:
	

	Work Permit Number (if Foreign National):
	
	
	
	
	
	
	
	
	
	
	
	
	

	Please provide a copy of VISA/WORK PERMIT


	REQUIRED DOCUMENTATION CHECKLIST
please ensure that you attach the following required information
	Documents Attached

	
	Yes
	No
	
	

	Temporary and Permanent Employees
	Personal Particulars form
	
	
	
	

	
	Copy of ID/ Passport (including relevant permits) 
	
	
	
	

	
	Copy of bank statement/ cancelled cheque/ letter from bank to verify banking details
	
	
	
	


