[Company Logo]   [Company Name]
FULL AND FINAL SETTLEMENT STATEMENT
	F&F No.:
	[Reference Number]

	Date of Preparation:
	[Date]



A. Employee Details
	Particulars
	Details
	Particulars
	Details

	Employee Name
	[Employee Name]
	Employee ID
	[Employee ID]

	Designation
	[Designation]
	Department
	[Department]

	Date of Joining
	[Date of Joining]
	Last Working Day
	[Last Working Day]

	Total Service
	[Years] years [Months] months
	Separation Type
	[Resignation / Termination / Retirement]

	Monthly Basic + DA (₹)
	[Basic Salary]
	Monthly Gross (₹)
	[Amount]

	PAN
	[PAN]
	UAN
	[UAN]



B. Earnings
	S. No.
	Component
	Basis of Calculation
	Amount (₹)

	1
	Salary for days worked in final month
	[Days] days x gross per day
	[Amount]

	2
	Leave encashment
	[Days] days x [basic / basic + DA] per day
	[Amount]

	3
	Statutory bonus / ex-gratia
	As per Payment of Bonus rules / policy, pro-rata
	[Amount]

	4
	Gratuity (if eligible)
	15/26 x last Basic + DA x completed years
	[Amount]

	5
	Variable pay / incentive due
	As per policy
	[Amount]

	6
	Salary in lieu of notice (if employer-initiated)
	[Days] days x gross per day
	[Amount]

	7
	Approved reimbursements
	As per finance clearance
	[Amount]

	 
	Total Earnings (A)
	 
	[Amount]



C. Deductions
	S. No.
	Component
	Basis of Calculation
	Amount (₹)

	1
	Notice period shortfall recovery
	[Days] days x [gross / basic] per day
	[Amount]

	2
	Salary / loan advance outstanding
	As per finance clearance
	[Amount]

	3
	Asset / admin recovery
	As per clearance forms
	[Amount]

	4
	Employee PF contribution
	12% of PF wages for final month
	[Amount]

	5
	Employee ESI contribution (if applicable)
	0.75% of gross for final month
	[Amount]

	6
	Professional tax
	As per state slab
	[Amount]

	7
	Income tax (TDS)
	As per tax computation
	[Amount]

	 
	Total Deductions (B)
	 
	[Amount]



D. Net Settlement
	Particulars
	Amount (₹)

	Total Earnings (A)
	[Amount]

	Less: Total Deductions (B)
	[Amount]

	Net Payable to Employee / (Recoverable from Employee)
	[Amount]

	Amount in words
	[Rupees ... only]

	Payment mode and date
	[Bank transfer / Cheque No.] on [DD/MM/YYYY]



Employee acknowledgement: I have received the above statement and the net amount stated, and I confirm the computation has been explained to me.

	______________________________
Prepared by
[Payroll Executive]
Date: [Date]
	______________________________
Checked by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
	______________________________
Employee
[Employee Name]
Date: [Date]
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