ANNUAL GRATUITY ACCRUAL & PAYROLL TRACKER

End of Service Gratuity (EOSG) Record Sheet

COMPANY NAME
FINANCIAL YEAR / PERIOD
DEPARTMENT / COST CENTER

PREPARED DATE

I Annual Accrual & Provision Ledger

Emp Join Basic Service

Salary
[»} Date (Monthly) (Years)

Employee Name

Total

Opening
Balance

I Individual End of Service Gratuity Settlement Worksheet

Employee & Contract Details

Employee Name
Employee ID
Date of Joining

Last Working Date

Type of Contract j

Reason for Separation j

Gratuity Calculation Breakdown

Last Basic Salary

Accrual
This
Period

Gratuity
Paid/Settled

Closing
Provision
Balance




Total Length of Service (Days)
Accrual Base (First 5 Years)
Accrual Base (After 5 Years)

Reduction / Pro-Rata Factor

(-

Total Gratuity Payable

PREPARED BY (HR/PAYROLL)

REVIEWED BY (FINANCE MANAGER)

APPROVED BY (AUTHORIZED SIGNATORY)
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