[Company Logo]   [Company Name]
PAYROLL APPROVAL SHEET
	Company:
	[Company Name]

	Payroll Month:
	[Month YYYY]

	Proposed Pay Date:
	[DD/MM/YYYY]

	Prepared By:
	[HR Name]



A. Department-wise Summary (₹)
	Department
	Headcount
	Gross Pay
	Employee Deductions
	Net Pay
	Employer PF/ESI
	Total Cost

	[Department]
	[Number]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]

	[Department]
	[Number]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]

	[Department]
	[Number]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]

	[Department]
	[Number]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]

	Total
	[Number]
	[Amount]
	[Amount]
	[Amount]
	[Amount]
	[Amount]



B. Month-on-Month Comparison
	Item
	Previous Month
	Current Month
	Variance
	Explanation

	Headcount
	[Number]
	[Number]
	[Number]
	[Joiners / exits]

	Gross Pay (₹)
	[Amount]
	[Amount]
	[Amount]
	[Explanation]

	One-time Payments (₹)
	[Amount]
	[Amount]
	[Amount]
	[Arrears / incentives]

	Net Pay (₹)
	[Amount]
	[Amount]
	[Amount]
	[Explanation]



C. Statutory Payables (₹)
	Item
	Employee Share
	Employer Share
	Total
	Due Date

	Provident Fund
	[Amount]
	[Amount]
	[Amount]
	[DD/MM/YYYY]

	ESI
	[Amount]
	[Amount]
	[Amount]
	[DD/MM/YYYY]

	Professional Tax
	[Amount]
	N/A
	[Amount]
	[DD/MM/YYYY]

	Labour Welfare Fund
	[Amount]
	[Amount]
	[Amount]
	[DD/MM/YYYY]

	TDS on Salary
	[Amount]
	N/A
	[Amount]
	[DD/MM/YYYY]



D. Attachments
  Payroll register
  Variance report
  Joiners and exits list
  Approvals for one-time payments
  Held salary list with reasons
Approval: The payroll summarised above is approved for release of net pay of ₹[Amount] on [DD/MM/YYYY].

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