[Company Logo]   [Company Name]
EMPLOYEE MASTER DATA FORM
	Request Type:
	New Hire / Change

	Effective Date:
	[Date]

	Prepared by:
	[HR Name]



A. Identification
	Employee ID
	[Employee ID]

	Full Name (as per PAN)
	[Employee Name]

	Date of Birth
	 

	Gender
	 

	Date of Joining
	[Date of Joining]



B. Organisation
	Legal Entity
	 

	Business Unit
	 

	Department
	[Department]

	Cost Centre Code
	 

	Work Location
	[Work Location]

	State (for professional tax / LWF)
	 



C. Job
	Designation
	[Designation]

	Grade / Band
	 

	Employment Type (Permanent / Probation / Fixed-term / Trainee)
	 

	Probation End Date
	 

	Reporting Manager
	[Reporting Manager]

	Shift / Weekly Off
	 



D. Pay Structure (Monthly)
	Component
	Monthly (₹)
	Annual (₹)

	Basic Salary
	[Basic Salary]
	[Amount]

	HRA
	[HRA]
	[Amount]

	Special Allowance
	[Amount]
	[Amount]

	Employer PF
	[Amount]
	[Amount]

	Total CTC
	[Amount]
	[CTC]



E. Statutory Flags
	PF Applicable (Yes / No) and UAN
	 

	ESI Applicable (Yes / No) and IP Number
	 

	Professional Tax Applicable (Yes / No)
	 

	Labour Welfare Fund Applicable (Yes / No)
	 

	PAN and Tax Regime
	 



F. Bank
	Bank Name
	 

	Account Number
	 

	IFSC Code
	 

	Payment Mode (Bank transfer / Other)
	 



Declaration and Approval
I confirm the above data has been entered from signed source documents (appointment letter, joining form and statutory declarations) and checked for accuracy.

	______________________________
Maker
[HR Name]
Date: [Date]
	______________________________
Checker (Payroll)
[Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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