
Customer Details and Policy Feature  
Change Request Form 

How to fill the  
Customer Details and Policy Feature Change Request Form 



Affix your recent 
photograph here 

Your photograph is mandatory only if opting for Change in Signature 

Step 1: Affix your recent photograph on Page 1 of the Form 
(Important Information) 



Enter your  
Policy No. Enter the Current Date i.e. 

the date of filling the form 

N I S H A  N  T 

9810012345 nishant.sharma@yahou.co.in 
ABCDE1234F 548570008000 

S H A R  M A 

In case you are a Group Policy Holder, 
enter your Group Policy No. here 

Step 2: Enter your Policy details as per below Instructions 



Payment Details 
Enter your Bank Account details in case you wish the disbursement of all future payouts through NEFT  

The Bank account details 
mentioned here should match 

with the Proof submitted 

NISHANT SHARMA 
HDFC BANK 
SAKET, NEW DELHI 

1234560000078901 

1  1   0   2  4  1 3    4  5 H  D   F   C  0  0   0  0   0   0  1 

Select the appropriate option in 
case you wish disbursement of 

all future payouts via NEFT 



Address/Contact Details Updation 
For updation and /or Change in Address or Contact details in your policy,  select the below option 

9810012345 9820045678 
nishant.sharma@yahou.co.in NA NA 

NA 

Do submit a Self-Attested valid standard address proof of the new address  
in case opting for Change in Address 

H    O  U    S  E    N  o.        2   1 S    A  K   E    T 

N   E  W       D    E   L    H   I         1    1  0    0   1   7 



Change Of Name 
For Correction and /or Change in Name in your policy,  select the below option 

Nishant Sharma Nishant Verma 

Select from the applicable options  
whose name is to be changed 



Enter the Applicable payout option of requesting for Surrender of Policy Change in Date Of Birth (DOB) 
For Correction and /or Change in DOB in your policy,  select the below option 

Enter the new requested  
Date of Birth 

Select from the applicable options  
whose DOB is to be changed 

Do submit a Self-Attested valid standard age  proof of the new requested DOB 



Beneficiary Change Request 

Nishant Sharma 

Lalita Sharma Neha Sharma Spouse 14/01/1986 100% 

Female Married Indian 

For Correction and /or Addition of Single or Multiple beneficiaries in your policy,  select the below option 



Appointee Change Request 
Appointee details to be provided only if the Beneficiary under your Policy is a Minor  

i.e. less than 18 years of age 

Nishant Sharma 

Lalita Sharma Neha Sharma Spouse 14/01/1986 100% 

Female Married Indian 

For Correction and /or Addition of Single or Multiple Appointees in your policy,  select the below option 



Enter the Applicable payout option of requesting for Surrender of Policy 
Automatic Vesting 

This option can be chosen to change the person insured to become the policy owner  
Of the policy on the Person Insured attaining 18 years 

 This option to be opted if the Policy Owner has selected the auto-vesting option at the time of Policy Issuance 
and in case the same has not been changed automatically in Policy records 



Pan Card Updation 
For getting your Pan Card details updated in the policy, select the below option 

Do submit a Self-Attested Pan Card copy for updation of Pan Card No. in Policy records 

 A   B  C  D  E  1  2   3  4   F 



Change in Signature 

 You have the option to change your signatures any time during the policy tenure from the existing signature 
done at the time of policy issuance 

Place your OLD 
signatures here 

Place your NEW 
signatures here 

Nishant Sharma 
21         May    17 

HDFC BANK 

SAKET, NEW DELHI 

1234560000078901 

RAM KUMAR 

12345 



Premium Payment Mode Change 

 If you wish to change your future mode of premium payment, select the below option 

Premium Payment Type Change 

 If you wish to change the method of Policy Premium payment,  select the below option 



Change in Sum Assured 

 If you wish to Increase or Decrease the Sum Assured of your policy, select the below option 

1,00,000 2,00,000 

Change in Premium 

 If you wish to Increase or Decrease the Premium of your policy, select the below option 

10,000 20,000 



Cover Continuance during Premium Discontinuation 

Addition/Deletion of Riders 

 Addition/Deletion of Rider is an option available to change the riders during the tenure of the policy 
subject to Terms and Conditions of the Policy 

2,00,000 

 You can opt for this option post 3 years from the Issuance date of the policy and only if the policy is in Premium 
Discontinuation status  



 
Death Benefit Option Change: 

Change in Non-Forfeiture Option 

 If you wish to change the Non-Forfeiture Option in your policy , select the below option 

 If you wish to change the Death Benefit Option in your policy , select the below option 



Don’t forget to place your Signatures on the Form 

Enter the Current Date i.e. 
the date of signing the form 

To be signed by the Assignee only  
if the Policy is assigned 

Place your 
signatures here 

NEW DELHI 

To be signed by Person 
Insured in the Policy  



Get the Vernacular declaration filled only if your signatures are  
in any language apart from English 

To be filled by the Declarant 



Don’t enter any details in the Section below 

To be filled by PNB MetLife 
Employee only 



Do collect the Request acknowledgement slip if Request is being handed over at  
any PNB MetLife Branch/Bank Branch/CAMS Branch in person or through Third Party 

To be filled by PNB MetLife 
Employee only 



THANK YOU 


