[Company Logo]   [Company Name]
EMPLOYEE MASTER DATA AUDIT REPORT
	Company:
	[Company Name]

	System Audited:
	[HRMS Name]

	Extract Date:
	[DD/MM/YYYY]

	Records Tested:
	[n]

	Auditor:
	[Auditor Name]



1. Scope
This audit covers active and recently exited employee records in the HRMS master as on the extract date, reconciled with the payroll register for [Month YYYY].
2. Test Results
	Test
	Description
	Records with Error
	Error %
	Status

	Duplicates
	Same PAN or name and date of birth under two IDs
	[n]
	[%]
	[Pass / Fail]

	Completeness
	Blank mandatory fields (UAN, PAN, joining date)
	[n]
	[%]
	[Status]

	Validity
	Invalid PAN or IFSC formats, future dates
	[n]
	[%]
	[Status]

	Status accuracy
	Exited employees still marked active
	[n]
	[%]
	[Status]

	Payroll match
	HRMS active list vs payroll register
	[n]
	[%]
	[Status]

	Privacy
	Full Aadhaar, health or other unnecessary data stored
	[n]
	[%]
	[Status]



3. Data-quality Score
	Overall score (%)
	 

	Weakest area
	 

	Comparison with last audit
	 



4. Action Plan
	Finding
	Action
	Owner
	Due Date

	[Finding]
	[Action]
	[Owner]
	[DD/MM/YYYY]

	[Finding]
	[Action]
	[Owner]
	[DD/MM/YYYY]

	[Finding]
	[Action]
	[Owner]
	[DD/MM/YYYY]



The audit extract was held in a restricted folder and will be deleted on [DD/MM/YYYY] after re-testing, so that no extra copy of employee data persists.

	______________________________
Auditor
[Auditor Name]
Date: [Date]
	______________________________
HR Head
[HR Name]
Date: [Date]
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