[Company Logo]   [Company Name]
EMPLOYEE CODE REGISTER
	Company / Entity:
	[Company Name]

	Code Series:
	[Prefix]-0001 to [Prefix]-9999

	Register Owner:
	[HR Name]



	Employee Code
	Employee Name
	Department
	Category
	Allocation Form Ref.
	Date Issued
	Date Deactivated
	Access Removed (Y/N)
	Status
	Remarks

	[Employee ID]
	[Employee Name]
	[Department]
	[Permanent / Contract / Intern]
	[Reference Number]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Y/N]
	[Active / Deactivated]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Department]
	[Category]
	[Reference Number]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Y/N]
	[Status]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Department]
	[Category]
	[Reference Number]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Y/N]
	[Status]
	[Remarks]

	[Employee ID]
	[Unallotted]
	-
	-
	-
	-
	-
	-
	[Available]
	[Next in series]



Rules
1. Each code is allotted once and is never reused.
1. Every row must reference an approved Employee ID Allocation Form.
1. On exit, enter the last working day as the deactivation date within two working days.
1. Quarterly, reconcile active codes with the payroll register and note mismatches below.
	Quarterly reconciliation date
	 

	Mismatches found
	 

	Action taken
	 



This register holds only the details needed to control employee codes. It is accessible to HR operations and internal audit only, as part of the company's data-minimisation practice under the Digital Personal Data Protection Act, 2023.

	______________________________
Register Owner
[HR Name]
	______________________________
Reviewed by
[Authorised Signatory]
Date: [Date]
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