[Company Logo]   [Company Name]
REGISTER OF EMPLOYEES (MASTER REGISTER)
	Name of Establishment:
	[Company Name]

	Address:
	[Company Address]

	Registration No.:
	[Registration Number]

	Register Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]



	Sl. No.
	Emp ID
	Name of Employee
	Father / Spouse Name
	Gender
	Date of Birth
	Designation
	Nature of Employment
	Date of Joining
	Date of Leaving
	Reason for Leaving
	Initials of Authorised Person

	1
	[Employee ID]
	[Employee Name]
	[Name]
	[M/F/Other]
	[DD/MM/YYYY]
	[Designation]
	[Permanent / Fixed-term / Contract]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Resignation / Retirement / Other]
	[Initials]

	2
	[Employee ID]
	[Employee Name]
	[Name]
	[M/F/Other]
	[DD/MM/YYYY]
	[Designation]
	[Nature]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Reason]
	[Initials]

	3
	[Employee ID]
	[Employee Name]
	[Name]
	[M/F/Other]
	[DD/MM/YYYY]
	[Designation]
	[Nature]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Reason]
	[Initials]



Instructions for maintaining this register
1. Enter employees in order of joining and keep serial numbers continuous.
1. Fill Date of Leaving and Reason for Leaving only after exit formalities are complete.
1. Corrections must be struck through once, rewritten and initialled with the date.
1. The register must not hold bank, health or full Aadhaar details.
1. Produce the register when requested by an authorised inspector.
Privacy notice: [Company Name] collects the details on this page only for maintaining the statutory register of employees and confirming service history. Access is limited to authorised HR staff, and the record will be kept for the period required by applicable labour laws and the company 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.

	______________________________
Maintained by
[HR Name]
[Designation]
	______________________________
Certified by
[Authorised Signatory]
For [Company Name]
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