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Final Settlement Statement
Payroll template

Built for HR teams that need clean, editable documents with country-aware guidance and review prompts.
	VARIANT  Global
FORMAT  DOCX
VERSION  1.0
	COMPANY  [COMPANY_NAME]
OWNER  [HR_CONTACT]
EFFECTIVE DATE  [EFFECTIVE_DATE]



	Before you issue
	Status

	Replace every placeholder in square brackets or braces.
	Required

	Check local employment law and internal approval rules.
	Required

	Remove guidance notes that should not go to employees.
	Required

	Save the final signed copy in the employee record.
	Recommended



	⚠  Legal review note
This template is a practical starting point, not legal advice. Review sensitive clauses with qualified local counsel before use.




Employee and exit details

	Field
	Response

	Employee
	[EMPLOYEE_NAME]

	Role
	[EMPLOYEE_TITLE]

	End date
	[EMPLOYEE_END_DATE]

	Currency
	[CURRENCY]



Settlement calculation

	Item
	Amount
	Notes

	Final salary
	
	

	Accrued leave payout
	
	

	Approved expenses
	
	

	Severance / redundancy
	
	

	Deductions / loans
	
	

	Net payment
	
	



Acknowledgment

The employee acknowledges receipt of this statement. Signing does not waive statutory rights unless a separate legally reviewed settlement agreement says so.
Signature blocks

	Party
	Name
	Signature
	Date

	For [COMPANY_NAME]
	[MANAGER_NAME]
	
	2026-06-12

	Employee / recipient
	[EMPLOYEE_NAME]
	
	2026-06-12



Notes for use

This template is provided for general guidance and must be reviewed by qualified legal counsel before use in your jurisdiction. Atlas HR makes no warranty as to legal sufficiency.
Specific clauses, especially governing law, dispute resolution, restrictive covenants, statutory notice, employee data, tax, immigration, and termination provisions, require local legal review.
Remove guidance notes before issuing the final document. Keep a signed copy in the employee or contractor file.
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