[Company Logo]   [Company Name]
MONTHLY PAYROLL INPUT SHEET
	Company / Unit:
	[Company Name] / [Unit]

	Payroll Month:
	[Month YYYY]

	Attendance Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Input Cut-off:
	[DD/MM/YYYY]

	Prepared By:
	[HR Name]



1. Attendance, LOP and Overtime
	Emp. ID
	Employee Name
	Paid Days
	LOP Days
	OT Hours
	Night Shift Days
	Remarks

	[Employee ID]
	[Employee Name]
	[Number]
	[Number]
	[Number]
	[Number]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Number]
	[Number]
	[Number]
	[Number]
	[Remarks]

	[Employee ID]
	[Employee Name]
	[Number]
	[Number]
	[Number]
	[Number]
	[Remarks]



2. New Joiners
	Emp. ID
	Employee Name
	Date of Joining
	Annual CTC (₹)
	UAN / New
	Bank Details Received

	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Amount]
	[UAN]
	Yes / No

	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Amount]
	[UAN]
	Yes / No



3. Exits
	Emp. ID
	Employee Name
	Last Working Day
	Salary Treatment
	F&F Status

	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Process / Hold till F&F]
	[Pending / Done]

	[Employee ID]
	[Employee Name]
	[DD/MM/YYYY]
	[Process / Hold till F&F]
	[Pending / Done]



4. One-time Earnings
	Emp. ID
	Employee Name
	Type (Arrears / Incentive / Bonus / Referral)
	Amount (₹)
	Approval Ref.

	[Employee ID]
	[Employee Name]
	[Type]
	[Amount]
	[Reference Number]

	[Employee ID]
	[Employee Name]
	[Type]
	[Amount]
	[Reference Number]



5. One-time Deductions
	Emp. ID
	Employee Name
	Type (Advance / Notice Recovery / Asset)
	Amount (₹)
	Consent / Approval Ref.

	[Employee ID]
	[Employee Name]
	[Type]
	[Amount]
	[Reference Number]

	[Employee ID]
	[Employee Name]
	[Type]
	[Amount]
	[Reference Number]



6. Headcount Reconciliation
	Opening Headcount
	Add: Joiners
	Less: Exits
	Closing Headcount

	[Number]
	[Number]
	[Number]
	[Number]




	______________________________
Prepared by
[HR Name]
Date: [Date]
	______________________________
Approved by
[HR Manager]
Date: [Date]
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