[Company Logo]   [Company Name]
REWARD PAYOUT FORM
	Payout Ref. No.:
	[Reference Number]

	Approval Ref. No.:
	[Approval ID]

	Payroll Month:
	[Month YYYY]



1. Payout Details
	Employee Name
	Employee ID
	Reward
	Gross (₹)
	Mode
	Instalment

	[Employee Name]
	[Employee ID]
	[Reward Name]
	[Amount]
	[Payroll / Voucher / Points]
	[1 of 1]

	[Employee Name]
	[Employee ID]
	[Reward Name]
	[Amount]
	[Mode]
	[1 of 2]

	[Employee Name]
	[Employee ID]
	[Reward Name]
	[Amount]
	[Mode]
	[1 of 1]



2. Tax Treatment
	Taxable as salary / perquisite (Yes / No)
	 

	TDS (as per payroll computation)
	 

	Remarks from payroll
	 



3. Voucher / Gift Delivery (if applicable)
	Voucher vendor
	 

	Voucher value (₹)
	 

	Voucher code sent to (official email)
	 

	Date sent
	 

	Expiry date
	 



4. Employee Acknowledgement
I acknowledge receipt of the reward described above. I understand that it is a discretionary one-time reward, does not form part of my CTC and is subject to applicable tax.

	______________________________
Employee
[Employee Name]
Date: [Date]


5. Processing
  Approval form attached and verified
  Entered in payroll input for the month
  Awards register updated
  Budget utilisation updated

	______________________________
Prepared by
[HR Name]
HR Operations
	______________________________
Processed by
[Name]
Payroll / Finance
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