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Column Letter Field Name Format Status

A Title Valid text Mandatory

B Forenames Text Mandatory

C Surname Text Mandatory

D Sex Must be M or F Mandatory

E Date of Birth Date format: dd/mm/yyyy Mandatory

F NI Number YY999999Y Mandatory (unless unknown)

G Tel 1 Numeric – Must be 11 numbers Optional

H Tel 2 Numeric – Must be 11 numbers Optional

I Email Address Valid email format Mandatory (unless not available)

J Address 1 Alphanumeric format Mandatory

K Address 2 Alphanumeric format Mandatory

L Address 3 Alphanumeric format Optional

M Address 4 Alphanumeric format Optional

N Address 5 Alphanumeric format Optional

O Postcode Valid postcode format Mandatory

P Date Joined Company Date format: dd/mm/yyyy Mandatory

Q Employee Ref Alphanumeric format Optional

R Salary (Gross) Numeric, no special characters Mandatory

S Salary Sacrifice Y or N Mandatory

T Employee % Numeric Mandatory

U Employer % Numeric Mandatory

V AE Date Date format: dd/mm/yyyy Mandatory

W Date Enrolment Info Sent Date format: dd/mm/yyyy Mandatory

X Status AE (Auto Enrolled) or OI (Opt In) Mandatory
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