[Company Logo]   [Company Name]
EMPLOYEE MASTER DATA SHEET
	Company:
	[Company Name]

	Data as on:
	[DD/MM/YYYY]

	Maintained by:
	[HR Name]



This sheet holds the minimum master data needed to run payroll, headcount reporting and statutory compliance. Bank details, health information and identity documents are kept in separate restricted records and are not entered here.
	Emp ID
	Employee Name
	Department
	Designation
	Reporting Manager
	Date of Joining
	Employment Type
	Work Location
	UAN
	ESIC No.
	Status
	Last Updated

	[Employee ID]
	[Employee Name]
	[Department]
	[Designation]
	[Reporting Manager]
	[DD/MM/YYYY]
	[Permanent / Contract / Trainee]
	[Work Location]
	[UAN]
	[ESIC No. / NA]
	[Active / Notice / Exited]
	[DD/MM/YYYY]

	[Employee ID]
	[Employee Name]
	[Department]
	[Designation]
	[Reporting Manager]
	[DD/MM/YYYY]
	[Permanent / Contract / Trainee]
	[Work Location]
	[UAN]
	[ESIC No. / NA]
	[Active / Notice / Exited]
	[DD/MM/YYYY]

	[Employee ID]
	[Employee Name]
	[Department]
	[Designation]
	[Reporting Manager]
	[DD/MM/YYYY]
	[Permanent / Contract / Trainee]
	[Work Location]
	[UAN]
	[ESIC No. / NA]
	[Active / Notice / Exited]
	[DD/MM/YYYY]

	[Employee ID]
	[Employee Name]
	[Department]
	[Designation]
	[Reporting Manager]
	[DD/MM/YYYY]
	[Permanent / Contract / Trainee]
	[Work Location]
	[UAN]
	[ESIC No. / NA]
	[Active / Notice / Exited]
	[DD/MM/YYYY]



Column guidance
1. Emp ID: never reuse an ID after an employee exits.
1. Employment Type: use only the values in your drop-down list.
1. ESIC No.: enter NA where wages exceed the ESI coverage limit of ₹21,000 per month.
1. Status: change to Exited only after the last working day is confirmed.
Privacy notice: [Company Name] collects the details on this page only for workforce administration, payroll and statutory reporting. Access is limited to authorised HR staff, and the record will be kept for as long as the employee is on the rolls and for the archival period in the records retention policy, after which it will be securely deleted or destroyed. You may ask HR to see or correct your data, consistent with the Digital Personal Data Protection Act, 2023.

	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Reviewed by
[Authorised Signatory]
Date: [Date]
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