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	Change of Bank Details - UK ONLY
	

	
	Only submit this form if you do not have access to the online form via HRMS


	

	Please write in BLACK ink in BLOCK CAPITAL LETTERS inside the boxes.  * Mandatory Fields - must be completed

	*Section 1 – Personal Details

	Initials
	   
	Surname
	     
	Title
	    
	

	

	Address
	     
	Forename(s)
	     
	

	

	
	     
	Contact No.
	     
	

	

	Postcode
	     
	Staff Number
	 
	 
	 
	 
	 
	 
	 
	

	


	Warning: If the required fields are not completed there may be a delay in this form being processed.


	*Section 2 – Account Details

	With effect from Pay period ending
	 
	 
	 
	 
	 
	 
	 
	 
	(Please refer to guidance on Page 2 before completion)

	I wish to have my salary paid as follows:

	Name of Bank/ 

Building Society
	     
	

	

	Address 
	     
	

	

	A
	 FORMCHECKBOX 

	By Direct Credit Transfer to my Personal Bank / Building Society Account 

	
	Sort Code
	 
	 
	 
	 
	 
	 
	Account No
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	B
	 FORMCHECKBOX 

	By Direct Credit Transfer to my National Giro Account

	
	7
	2
	0
	0
	0
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	*Section 3 – Declaration - Unsigned forms will not be accepted.

	By Signing this form I declare that the information contained in this form is correct. I understand that deliberate submission of false information is a serious offence and can lead to dismissal and/or prosecution. 

	Signature
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	
	

	
	


	Section 4 – What to do next
	

	Send this form to Defence Business Services, RMDT, Oak Building, Mail Point #6030, MOD Abbey Wood, Bristol, BS34 8QW

	

	Only submit this page – do not use staples or attach further information in any other way.  


	

	PLEASE NOTE FAXED COPIES OF THIS FORM WILL NOT BE ACCEPTED.
	

	Thank you
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	In accordance with the Data Protection Act 1998, the Ministry of Defence will collect, use, protect and retain the information on this form for the purpose of exercising or performing rights and obligations in connection with employment including the production of management information, which will be collected centrally. If you have any concerns you should advise the DBS Contact Centre.

	
	


	Guidance

	The following guidance should help you complete the Change of Bank Details – UK ONLY form.  Please read the notes carefully before completion.


	*Section 1 – Personal  Details

	Surname
	Enter your surname

	Forename(s)
	Enter your forename(s)

	Title
	Enter your title i.e. Mr, Mrs, Miss, Ms, etc…

	Staff No.
	Enter your staff/service number (employee ID).

	Contact No
	Enter your contact telephone number

	Address
	Enter your preferred contact address

	Postcode
	Enter your postcode

	*Section 2 – Account Details
Care should be taken when completing this form. Any form received that we are not able to process will be 

returned to the sender.

Please note that if you have a building society account with a 10-digit roll number, you should contact your building society in the first instance to obtain the correct sort code and 8-digit account number which is used by the BACS system to deliver  your salary directly into your account.
For all cases complete the end date of the Pay Period from which you wish the change to take affect, complete the name and address of the new bank or building society and select the check box A or B as appropriate.

	Please select one of the tick boxes A or B


	A UK bank account

B Giro Account


	Complete the Bank Sort Code and Account number 

Complete the Account Number 



	Please do not close your old bank account or switch Direct Debits and/or Standing Orders until you are sure your salary has been paid into the new account. A check of the bank details on your payslip will confirm this.

	If you wish for your next salary to be paid into your new account, please ensure you submit this request within the first 10 days of the month.

	*Section 3 – Declaration

	Signature 
	This is your declaration to confirm that the information you are providing is accurate. 

Unsigned forms will not be accepted.
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