
PAYROLL MANAGEMENT TEMPLATE
Internship & Apprentice Contracts

COM PAN Y N AM E

DEPARTM EN T / DIVISION

CONTRACT & PERSONAL DETAILS

RECIPIEN T FULL N AM E

CON TRACT TYPE (IN TERN  / APPREN TICE)

ID / CON TRACT N UM BER

START DATE

EN D DATE

SUPERVISOR / M EN TOR N AM E

ACADEM IC / VOCATION AL IN STITUTION

PAYROLL PERIOD INFORMATION

PAY PERIOD START

PAY PERIOD EN D

PAYM EN T DATE

COMPENSATION & ALLOWANCES BREAKDOWN

EARNINGS & ALLOWANCE DESCRIPTION RATE / BASIS AMOUNT

Basic Stipend / Allowance

Educational / Travel Allowance

Overtime / Additional Hours (if applicable)

Other Approved Allowances

Total Gross Earnings



DEDUCTIONS DESCRIPTION RATE % AMOUNT

Unexcused Absences / Leave Without Pay

Applicable Taxes / Statutory Deductions

Other Deductions

Total Deductions

NET PAY SUMMARY

Net Payable Amount

BANK / DISBURSEMENT DETAILS

BAN K N AM E

ACCOUN T N UM BER

SORT CODE / IFSC / SWIFT

Prepared By (HR / Payroll Officer)

Authorized Signatory / Supervisor
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