[Company Logo]   [Company Name]
SALARY GRADE STRUCTURE
	Company:
	[Company Name]

	Effective From:
	[DD/MM/YYYY]

	Owner:
	[HR Name]



1. Grade Chart
	Grade
	Typical Designations
	Typical Experience
	Pay Scale (₹ p.a.)
	Notice Period

	W1
	Operator, Helper, Office Assistant
	[x] years
	[Amount] – [Amount]
	[Notice Period]

	E1
	Executive, Associate, Engineer
	[x] years
	[Amount] – [Amount]
	[Notice Period]

	E2
	Senior Executive, Senior Engineer
	[x] years
	[Amount] – [Amount]
	[Notice Period]

	M1
	Assistant Manager, Team Lead
	[x] years
	[Amount] – [Amount]
	[Notice Period]

	M2
	Manager, Senior Manager
	[x] years
	[Amount] – [Amount]
	[Notice Period]



2. Grade-linked Entitlements
	Grade
	Travel Class
	Hotel Limit (₹/night)
	Mobile Reimbursement (₹/month)
	Group Medical Cover (₹)
	Approval Limit (₹)

	W1
	[Class]
	[Amount]
	[Amount]
	[Amount]
	Nil

	E1
	[Class]
	[Amount]
	[Amount]
	[Amount]
	[Amount]

	E2
	[Class]
	[Amount]
	[Amount]
	[Amount]
	[Amount]

	M1
	[Class]
	[Amount]
	[Amount]
	[Amount]
	[Amount]

	M2
	[Class]
	[Amount]
	[Amount]
	[Amount]
	[Amount]



3. Guidelines
1. Every employee is assigned one grade, recorded in the appointment letter and HRMS.
1. Movement to a higher grade happens only through the promotion process.
1. Statutory benefits such as PF, ESI (where applicable) and gratuity apply to all eligible employees regardless of grade.
1. Grade entitlements are governed by the respective policies; in case of conflict, the policy document prevails.

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