[Company Logo]   [Company Name]
PAYROLL EXCEPTION REPORT
	Company:
	[Company Name]

	Payroll Month:
	[Month YYYY]

	Report Date:
	[Date]

	Prepared By:
	[HR Name]



1. Exception Rules Applied
1. Net pay change of more than [Percentage]% versus last month
1. Negative or zero net pay
1. Missing or invalid PAN, UAN or bank details
1. Same bank account linked to more than one employee
1. Overtime hours above [Number] in the month
1. Gross pay above [Amount] or one-time payment above [Amount]
1. Salary paid to an employee whose last working day has passed
2. Exceptions Identified
	Sr.
	Emp. ID
	Employee Name
	Exception
	Severity
	Root Cause
	Action Taken
	Owner
	Status

	1
	[Employee ID]
	[Employee Name]
	[Exception]
	[High / Medium / Low]
	[Root Cause]
	[Action]
	[Owner]
	[Open / Closed]

	2
	[Employee ID]
	[Employee Name]
	[Exception]
	[High / Medium / Low]
	[Root Cause]
	[Action]
	[Owner]
	[Open / Closed]

	3
	[Employee ID]
	[Employee Name]
	[Exception]
	[High / Medium / Low]
	[Root Cause]
	[Action]
	[Owner]
	[Open / Closed]

	4
	[Employee ID]
	[Employee Name]
	[Exception]
	[High / Medium / Low]
	[Root Cause]
	[Action]
	[Owner]
	[Open / Closed]



3. Summary
	Severity
	Total
	Closed
	Open

	High
	[Number]
	[Number]
	[Number]

	Medium
	[Number]
	[Number]
	[Number]

	Low
	[Number]
	[Number]
	[Number]



4. Reviewer Comments
[Comments – e.g. All high-severity items resolved. Two medium items relating to pending PAN carried forward with TDS at the higher applicable rate until PAN is received.]

	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Reviewed by
[Payroll Manager]
Date: [Date]
	______________________________
Noted by
[Finance Head Name]
Date: [Date]
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