ATTENDO PRESENTS
PF Joint Declaration Pack
Correcting a PF member's details, the employer's side

For Indian employers: offices, factories, hospitals, stores, warehouses and kitchens
•  When a joint declaration is needed, and when the employee can fix it alone
•  Who acts on each of eleven changes, by type of UAN
•  Your duty before you approve, and the seven-day timeline
•  Seven formats, eight mistakes and eighteen citations

From Attendo (formerly Petpooja Payroll). Reviewed 14-Oct-2026. General guidance, not legal advice.


CONTENTS
1.  What a joint declaration is, and when you need one
2.  Who acts on each change
3.  Your duty as the employer
4.  Documents
5.  Seven formats
6.  Eight mistakes
7.  What this pack could not settle
8.  Eighteen citations

In a hurry? Find the employee's category in section 2. If the cell says just EE, send them to the member portal. If it needs you, check it on Format 02 within seven days.


1.  WHAT A JOINT DECLARATION IS, AND WHEN YOU NEED ONE
A joint declaration is a joint request of the employee, authenticated by the employer, to correct or add basic details in the employee's EPFO member profile, supported by documents (SOP JD/2024/1 version 3.0, para 4.2). It is EPFO's procedure, not a form in the EPF Scheme. The duty to give correct particulars, Aadhaar and UAN included, is the employee's: para 25(1) of the EPF Scheme 2026.
It covers these details:
•  Name
•  Date of birth
•  Gender
•  Nationality
•  Father's name
•  Mother's name
•  Marital status
•  Spouse's name
•  Date of joining
•  Date of leaving
•  Reason of leaving
•  Aadhaar number, which has its own rules in section 2
Since 16-Jan-2025 most employees do not need you. A member whose UAN was made from Aadhaar corrects most of these alone on the member portal, with no documents where the change is their own to make. Your approval is needed only where section 2 says so.
Why it matters to the employee: a mismatch between their EPFO profile and Aadhaar, or a wrong date of joining or leaving, can get a withdrawal or transfer claim rejected, which is why EPFO built this procedure (SOP para 2.2).
Rests on  EPFO SOP JD/2024/1 version 3.0, para 4.2; EPFO circular dated 16-Jan-2025, para 1


2.  WHO ACTS ON EACH CHANGE
Start with the employee's category. EPFO sorts every member into one of three:
•  Category A: UAN made from Aadhaar on or after 01-Oct-2017.
•  Category B: UAN made before 01-Oct-2017, name, DOB and gender validated by UIDAI.
•  Category C: UAN not Aadhaar-validated, no UAN, or a deceased member.
EE is the employee, ER the employer, DA a dealing assistant and AO an accounts officer at the PF office, APFC an Assistant PF Commissioner. A '>' shows the order of approval; EE on its own means the employee does it online with no one else.
	Change
	Category A
	Category B
	Category C

	Name
	EE
	EE > ER
	ER > DA > AO

	Date of birth
	EE
	EE > ER
	ER > DA > AO

	Gender
	EE
	EE > ER
	ER > DA > AO

	Nationality
	EE; EE > ER > DA > AO if changing from international worker
	EE; EE > ER > DA > AO if changing from international worker
	ER > DA > AO

	Father's name
	EE
	EE > ER
	ER > DA > AO

	Mother's name
	EE
	EE
	ER > DA > AO

	Marital status
	EE
	EE
	ER > DA > AO

	Spouse's name
	EE
	EE > ER
	ER > DA > AO

	Date of joining
	EE if it matches contributions; else EE > ER > DA > AO
	EE if it matches contributions; else EE > ER > DA > AO
	ER > DA > AO

	Date of leaving
	EE if it matches contributions; else EE > ER > DA > AO
	EE > ER if it matches contributions; else EE > ER > DA > APFC
	ER > DA > APFC

	Reason of leaving
	EE > ER
	EE > ER
	ER > DA > APFC



In category A the employee makes seven of the eleven changes alone, and a date of joining or leaving too when it matches the contributions paid. Your approval is always needed for: reason of leaving. In category B: name, date of birth, gender, father's name, spouse's name, date of leaving, reason of leaving. In category C you file every change yourself, on the employee's behalf.
Aadhaar
•  Name, gender and date of birth already match Aadhaar: seed Aadhaar through the KYC function on the employer portal. No EPFO approval is needed.
•  Name, gender or date of birth do not match Aadhaar: file a joint declaration to correct them.
•  A wrong Aadhaar is linked to the UAN: enter the correct one in the online joint declaration. The regional office approves at APFC level.
•  Aadhaar already verified: EPFO does not allow a change.
When you cannot file online
•  The member cannot file online (category C): you file the request online for them and upload the signed paper joint declaration, Format 01.
•  Your establishment has closed or you are not available: the member files Format 01 on paper, attested by an authorised person such as a magistrate, a gazetted officer, a postmaster, the manager of the bank holding the member's account or the head of a recognised educational institution, at the PF office's PRO counter.
•  The member has died: a claimant signs the paper format and no Aadhaar match is needed.
Rests on  EPFO circular dated 16-Jan-2025, para 1 and Annexure I; EPFO circular dated 13-Aug-2025, paras 3 and 4


3.  YOUR DUTY AS THE EMPLOYER
This section follows SOP 3.0, EPFO's last full statement of the procedure. The January 2025 circular replaced its routing and documents (sections 2 and 4) and did not restate the rest, so read what follows as EPFO's last stated practice.
The request lands in your employer login and an email reaches your registered address. You then check the details against your own records. If something is missing or wrong, return it to the employee with comments. If it is correct, approve it with your e-sign. You can upload more documents of your own (SOP para 6.2).
•  You can act only on member IDs your establishment created. You have no rights over a previous employer's accounts (para 5.2).
•  Every change should be in one request. Requests split across parameters are sent back (para 6.8).
•  The approval needs the active e-sign of the employer, or of an employee you have authorised for it by a declaration (paras 5.9 and 6.16).
How long you have
	Step
	EPFO's stated timeline

	Employer acts on a request
	7 days from receipt

	Employer acts on a request the PF office sent back
	3 days

	PF office, minor change
	7 days from reaching the dealing assistant

	PF office, major change
	15 days from reaching the dealing assistant

	Referred to an enforcement officer
	3 more days



SOP 3.0 also allowed each detail to be changed once, marital status twice, and up to five details in the normal course. The January 2025 circular superseded the SOP's directions and did not restate these, so treat them as EPFO's last stated practice (section 7).
What a careless approval costs. Your approval certifies the facts are correct. Dishonestly making a false statement or information to be submitted under the Code on Social Security is punishable with up to six months' imprisonment, a fine of up to ₹50,000, or both: section 133(o) with (iii). Our reading is that a dishonest approval is such a statement; no case was read. Where the employer is a company, the officers in charge are liable with it: section 135. An honest mistake is not dishonest, but a record of what you checked is your proof of that: keep Format 02 for every request.
Before you confirm an earlier date of joining
If the true date of joining is earlier than your first contribution, confirming it admits that contributions were due for the months in between. EPFO can determine dues going back five years from when they fell due (section 125), with interest (section 127) and damages (para 23 of the EPF Scheme 2026). Do not move the date to avoid that: confirming a date you know is wrong is exactly the dishonest statement above.
If you find months you never paid for, there is a cheaper route this month. The EPF Scheme 2026 runs an Employees' Enrolment Campaign until 31-Oct-2026 (Annexure A to the Scheme). It covers employees who joined between 01-Apr-2009 and 31-Mar-2026, are still employed and were never enrolled. You pay your own share for the past period with interest under section 127 and administrative charges, and damages of ₹100. The employee's share for that period is waived, but only if it was never deducted from their wages.
If you do not act
Refusing a genuine request does not end it. EPFO's SOP gives the employee a grievance route on EPFiGMS for joint declaration requests (para 5.14), and the PF office's own officer in charge reviews rejections daily (para 5.11). Return a request with a reason, on Format 06, or approve it.
Rests on  EPFO SOP JD/2024/1 version 3.0, paras 5.2, 5.9, 5.11, 5.14, 6.2, 6.8, 6.12, 6.13, 6.16 and 8; Code on Social Security, 2020, s.125, s.127, s.133 and s.135; EPF Scheme 2026, para 23 and Annexure A


4.  DOCUMENTS
Upload at least two documents for each detail changed, or one through DigiLocker where that upload is offered (EPFO announced it as coming shortly). Where the employee can make the change alone, none is needed. The documents you, the employer, are most often asked for:
	Change
	Accepted documents

	Date of joining
	Employee register; attendance register; appointment letter or other record kept under a labour law; a letter on your letterhead stating the date, signed, supported by the ECR; the employee's self-declaration if it matches contributions

	Date of leaving
	Resignation or termination letter; experience certificate or other record kept under a labour law; wage slip, salary slip or full and final letter; a letter on your letterhead stating the date, signed; death certificate; attendance and wage register; FIR and legal heir certificate for a missing person presumed dead; self-declaration if it matches contributions

	Reason of leaving
	Resignation letter; a letter on your letterhead stating the reason, supported by the ECR; termination letter; any document you sign on your letterhead; death certificate; self-declaration if it matches contributions

	Marital status
	Includes a family member certificate issued by the employer on letterhead, beside a marriage certificate, divorce decree, passport, notarised affidavit, ration card, voter ID and others



Name and gender, date of birth, the parents' and spouse's names and nationality each have their own list in Annexure II of the January 2025 circular: passport, PAN, driving licence, birth certificate, school certificate and similar documents. A full or first name change needs a gazette notification.
Rests on  EPFO circular dated 16-Jan-2025, para 1(c) and Annexure II


5.  SEVEN FORMATS
Everything in [CAPITALS] is yours to fill or delete. Where a bracket offers choices split by '/', keep one.
FORMAT 01  ·  JOINT DECLARATION FORMAT
Note for HR, delete before sending: The paper format EPFO prescribes, for a member who cannot file online: no Aadhaar-validated UAN, no UAN, a deceased member, or a closed establishment. Fill one form for every change at once.
The form starts below.
JOINT DECLARATION
I, [NAME], having UAN [UAN], PF Account [MEMBER ID] and Aadhaar [AADHAAR], is / was with establishment M/s [ESTABLISHMENT NAME]. The personal details furnished to EPFO earlier were found to be incorrect / blank, and therefore request change / updation in the member profile as follows.
	S. No
	Parameters
	Existing incorrect details
	Correct details to be updated

	1
	Name
	
	

	2
	DOB
	
	

	3
	Gender
	
	

	4
	Father Name
	
	

	5
	Mother Name
	
	

	6
	Spouse Name
	
	

	7
	Date of Joining
	
	

	8
	Date of Leaving
	
	

	9
	Reason of leaving
	
	

	10
	Marital Status
	
	

	11
	Nationality
	
	



Signature of the member: ______________________
(To be filled by the employer)
I, [NAME], S/D/o [NAME], with the designation of [DESIGNATION], is the Authorised signatory of the above said establishment. I have verified the request, documents attached and the records of the establishment and hereby certify that the facts mentioned above are correct.
Authorised signatory: ______________________
Reproduced from Annexure III of EPFO's circular dated 16-Jan-2025. For a closed establishment, the member signs and an authorised person attests instead of the employer.


FORMAT 02  ·  EMPLOYER VERIFICATION CHECKLIST
Note for HR, delete before sending: For HR, before you approve. Your approval certifies the facts are correct, so check each one against your own records.
The checklist starts below.
Employee: [NAME]     UAN: [UAN]     Request received: [DD-MMM-YYYY]
	Check
	Rests on
	Done?

	The member ID was created by this establishment
	SOP 5.2
	Yes / No

	Every change the employee needs is in this one request
	SOP 6.8
	Yes / No

	Each changed field matches our records: register, appointment letter, attendance, ECR
	SOP 6.2
	Yes / No

	A date of joining or leaving matches the ECR months we paid, or the difference is explained
	Annexure I
	Yes / No

	The documents attached are on the accepted list, two per parameter unless through DigiLocker
	Annexure II
	Yes / No

	Nothing is being changed in an already Aadhaar-verified field
	13-Aug-2025, para 4(d)
	Yes / No

	The signatory's e-sign is active and their authorisation is on file
	SOP 5.9
	Yes / No

	Decided within seven days of receipt, and entered in Format 07
	SOP 8
	Yes / No



Decision: [APPROVED ON [DATE] / RETURNED ON [DATE] WITH FORMAT 06]     Checked by: [NAME]


FORMAT 03  ·  DATE OF JOINING CONFIRMATION
Note for HR, delete before sending: On letterhead, signed by the employer or an authorised signatory. Attach the ECR for the month.
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
To: The Regional Provident Fund Commissioner, [REGIONAL OFFICE]
Subject: Confirmation of date of joining, UAN [UAN], Member ID [MEMBER ID]
We confirm that [EMPLOYEE NAME], son / daughter / spouse of [NAME], joined this establishment, [ESTABLISHMENT NAME], PF Code [CODE], on [DD-MMM-YYYY] as [DESIGNATION].
Our records show this date in [EMPLOYEE REGISTER / APPOINTMENT LETTER / ATTENDANCE REGISTER]. The electronic challan-cum-return for [MONTH YEAR], the first month of contribution, is attached.

For [ESTABLISHMENT NAME], employer or authorised signatory
[NAME], [DESIGNATION]


FORMAT 04  ·  DATE AND REASON OF LEAVING CONFIRMATION
Note for HR, delete before sending: On letterhead. Attach the ECR, and the resignation or termination letter if you have it. State the reason exactly as your own letter to the employee does: if the exit is ever disputed, a different reason given to EPFO is evidence against you.
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
To: The Regional Provident Fund Commissioner, [REGIONAL OFFICE]
Subject: Confirmation of date and reason of leaving, UAN [UAN], Member ID [MEMBER ID]
We confirm that [EMPLOYEE NAME] left the service of [ESTABLISHMENT NAME], PF Code [CODE], on [DD-MMM-YYYY].
Reason of leaving: [RESIGNATION / RETIREMENT / TERMINATION / RETRENCHMENT / DEATH / OTHER: STATE].
The last month of contribution was [MONTH YEAR]; the electronic challan-cum-return for that month is attached. [Their resignation / termination letter dated [DD-MMM-YYYY] is attached.]

For [ESTABLISHMENT NAME], employer or authorised signatory
[NAME], [DESIGNATION]


FORMAT 05  ·  FAMILY MEMBER CERTIFICATE
Note for HR, delete before sending: On letterhead, for a marital status or spouse's name change. Only state what your records show.
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
To whom it may concern
Subject: Family details of [EMPLOYEE NAME], Employee Code [CODE], UAN [UAN]
According to the records of [ESTABLISHMENT NAME], [EMPLOYEE NAME] is [MARRIED / UNMARRIED / WIDOWED / DIVORCED], and the spouse's name as recorded with us is [SPOUSE NAME].
This certificate states only what our records show, as declared by the employee on [DD-MMM-YYYY], and is issued for correcting their EPFO member profile.

For [ESTABLISHMENT NAME], employer or authorised signatory
[NAME], [DESIGNATION]


FORMAT 06  ·  REQUEST RETURNED TO THE EMPLOYEE
Note for HR, delete before sending: When the request is incomplete or does not match your records. Say what is missing; do not reject in silence.
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
To: [EMPLOYEE NAME], Employee Code [CODE], UAN [UAN]
Subject: Your joint declaration request dated [DD-MMM-YYYY]
We have returned your request on the EPFO portal with our comments, because [IT DOES NOT MATCH OUR RECORDS: STATE WHICH FIELD / THE DOCUMENT FOR [FIELD] IS MISSING OR NOT ON THE ACCEPTED LIST / IT DOES NOT INCLUDE ALL THE CHANGES YOU NEED / THE MEMBER ID BELONGS TO A PREVIOUS EMPLOYER].
To resubmit: [WHAT TO ATTACH OR CHANGE]. Please put every change you need into one request. We will act within seven days of receiving it.
[Your UAN was made from Aadhaar on or after 01-Oct-2017, so you can correct most details yourself on the member portal without our approval.]

For [COMPANY NAME]
[NAME], [DESIGNATION]

Received a copy.
Signature of the employee: ______________________       Date: ______________


FORMAT 07  ·  JOINT DECLARATION REGISTER
Note for HR, delete before sending: For HR. One row per request, so the seven-day clock and every past change are on file. Record only the last four digits of any Aadhaar number here, and keep Format 01 copies locked away: they carry the full number.
The register starts below.
	Received
	Employee and UAN
	Fields changed
	Category
	Our records checked
	Approved or returned, date
	PF office result

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	




6.  EIGHT MISTAKES
1.  Approving without checking your records
Your approval certifies the request is correct. Check every changed field against your register, appointment letter and ECR first.
2.  Filing a joint declaration that is not needed
Since January 2025 a member with an Aadhaar-made UAN corrects most details alone. Point them to the member portal instead.
3.  Filing one change at a time
The SOP wants every change in one request. Separate requests are sent back and the clock restarts.
4.  Confirming a date that does not match your ECR
A date of joining or leaving that matches your contributions goes through simply. One that does not goes to the PF office, and needs proof.
5.  Correcting a previous employer's account
You can act only on member IDs your establishment created. Send the employee to that employer, or to the PF office if it has closed.
6.  Sitting on the request
EPFO's stated timeline is seven days from receipt. A request left in your login holds up the employee's claim.
7.  Trying to change a verified Aadhaar
EPFO does not allow changes in already Aadhaar-verified cases. Only a wrongly linked Aadhaar is corrected, with APFC approval.
8.  Using an expired e-sign or the wrong signatory
The approval needs an active e-sign of the employer or a person you have authorised. Keep the authorisation on file.


7.  WHAT THIS PACK COULD NOT SETTLE
Said plainly, so a gap is not read as an answer.
•  Whether the joint declaration circulars survive the 2026 Scheme. They were issued under the EPF Scheme, 1952, which the EPF Scheme 2026 superseded on 01-Jul-2026. The new Scheme has no paragraph on joint declarations and nothing read for this pack withdraws them. Our reading: the procedure continues until EPFO says otherwise.
•  Which parts of SOP 3.0 still apply. The January 2025 circular was issued 'in supersession of the directions contained in' SOP 3.0 and restates only the routing and the documents. It does not restate the employer's checks, the one-request rule, the timelines, the once-per-parameter limit or the five-parameter cap. They are EPFO's last stated practice, not a rule we could confirm is current.
•  Which claimant signs for a deceased member. The January 2025 circular points to para 70 of the 1952 Scheme. Para 50 of the 2026 Scheme is the equivalent list and is what we would use.


8.  EIGHTEEN CITATIONS
Each read at its own paragraph, the last on 14-Oct-2026. The two EPFO circulars are scanned documents, read page by page.
	Provision
	What it decides

	EPFO SOP JD/2024/1 v3.0, para 4.2
	What a joint declaration is

	EPFO SOP JD/2024/1 v3.0, para 5.2
	An employer acts only on member IDs its establishment created

	EPFO SOP JD/2024/1 v3.0, para 6.2
	The employer verifies against its own records, returns or approves with e-sign

	EPFO SOP JD/2024/1 v3.0, para 6.8
	Every change in one request

	EPFO SOP JD/2024/1 v3.0, paras 6.12 and 6.13
	Each parameter once, marital status twice; up to five parameters

	EPFO SOP JD/2024/1 v3.0, para 8
	Timelines: employer seven days

	EPFO circular 16-Jan-2025, para 1(a) and Annexure I
	Three member categories, and who acts on each parameter

	EPFO circular 16-Jan-2025, para 1(c) and Annexure II
	Documents: two per parameter, one through DigiLocker, none for a self-change

	EPFO circular 16-Jan-2025, para 1(d) and (e), Annexure III
	Employer files where the member cannot; closed establishments; the format

	EPFO circular 16-Jan-2025, para 1(f)
	Deceased members: claimants sign, no Aadhaar match needed

	EPFO circular 13-Aug-2025, paras 3 and 4
	Seeding and correcting Aadhaar; APFC approval; no change once verified

	EPF Scheme 2026, G.S.R. 525(E), para 1
	Supersedes the EPF Scheme, 1952 from 01-Jul-2026

	EPF Scheme 2026, para 25(1)
	The employee's duty to furnish particulars, Aadhaar and UAN included

	EPF Scheme 2026, para 50
	Who receives a deceased member's money; replaces para 70 of the 1952 Scheme

	Code on Social Security, 2020, s.133(o) and (iii)
	Dishonestly making a false statement: up to six months, or a fine up to ₹50,000, or both; that it reaches an approval is our reading

	Code on Social Security, 2020, s.135
	Officers in charge of a company are liable with it

	Code on Social Security, 2020, s.125 and s.127
	Dues determined up to five years back; simple interest on them

	EPF Scheme 2026, Annexure A
	Employees' Enrolment Campaign, 2026, until 31-Oct-2026
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