[Company Logo]   [Company Name]
EMPLOYEE ID ALLOCATION FORM
	Form No.:
	[Reference Number]

	Date of Request:
	[Date]

	Requested by:
	[HR Name]



A. Joiner Details
	Name of Joiner
	[Employee Name]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Work Location
	[Work Location]

	Date of Joining
	[Date of Joining]



B. Category
  Permanent employee
  Fixed-term employee
  Trainee / Apprentice
  Intern
  Rejoining employee (previous ID: [Employee ID])
C. Allocation (HR Operations)
	Employee ID Allotted
	[Employee ID]

	Code Series Used
	 

	Date Allotted
	 

	Entered in Employee Code Register (Yes / No)
	 



D. Card and System Access
	Item
	Issued By
	Date
	Remarks

	Photo ID card
	[Admin]
	[DD/MM/YYYY]
	[Remarks]

	Access card
	[Admin]
	[DD/MM/YYYY]
	[Remarks]

	Email account
	[IT]
	[DD/MM/YYYY]
	[Remarks]

	HRMS login
	[HR]
	[DD/MM/YYYY]
	[Remarks]



The photograph supplied for the ID card will be used only on the card and in the HRMS profile. It will be deleted from working folders once the card is printed, and the card must be returned on exit, in keeping with the Digital Personal Data Protection Act, 2023.

	______________________________
Allocated by
[HR Name]
Date: [Date]
	______________________________
Cards issued by
Admin
Date: [Date]
	______________________________
Accounts created by
IT
Date: [Date]
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