[Company Logo]   [Company Name]
FINAL SETTLEMENT APPROVAL FORM
	Approval No.:
	[Reference Number]

	Date:
	[Date]



1. Employee Summary
	Employee Name
	 

	Employee ID
	 

	Designation / Department
	 

	Date of Joining
	 

	Last Working Day
	 

	Separation Type
	 

	F&F Statement Reference
	 



2. Pre-payment Checks
  Exit clearance form fully signed
  Finance clearance received with recoveries
  Final month attendance and leave balance verified
  Investment proofs considered for TDS
  Gratuity eligibility checked (five years' continuous service or applicable rule)
  Bank details verified
3. Settlement Summary
	Particulars
	Amount (₹)

	Total earnings
	[Amount]

	Total deductions
	[Amount]

	Net payable / (recoverable)
	[Amount]



4. Exceptions Requiring Approval
	Exception
	Policy Position
	Proposed Treatment
	Amount (₹)
	Justification

	[Notice recovery waiver]
	[Recover as per clause]
	[Waive]
	[Amount]
	[Reason]

	[Ex-gratia / special payment]
	[Not in policy]
	[Pay]
	[Amount]
	[Reason]

	[Advance write-off]
	[Recover]
	[Write off]
	[Amount]
	[Reason]



5. Approvals
	Role
	Name
	Decision
	Signature
	Date

	Prepared by (Payroll)
	[Name]
	 
	 
	[DD/MM/YYYY]

	Checked by (Finance)
	[Name]
	 
	 
	[DD/MM/YYYY]

	Approved by (HR Head)
	[Name]
	[Approved / Returned]
	 
	[DD/MM/YYYY]

	Approved by (Management, for exceptions)
	[Name]
	[Approved / Returned]
	 
	[DD/MM/YYYY]



6. Release
	Payment date
	 

	Payment mode and reference
	 

	Released by
	 




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