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Payroll Summary by Department

Pay period: [Pay period]

Employer: [Company name] Pay date: [Pay date]

Prepared by: [Prepared by name] Approved by: [Approved by name]
Employee Employee ID Job title Gross pay
Operations

[Employee name] [Employee ID] [Job title] [Gross pay]
[Employee name] [Employee ID] [Job title] [Gross pay]

. Operations total
Operations subtotal [Op

gross payl
Sales
[Employee name] [Employee ID] [Job title] [Gross pay]
[Employee name] [Employee ID] [Job title] [Gross pay]

Sales subtotal [Sales total gross

pay]

Administration
[Employee name] [Employee ID] [Job title] [Gross pay]
Administration subtotal T
gross payl
Grand total [Total gross pay]

Keep this summary with the payroll records for [Pay period].

Deductions

[Total
deductions]

[Total
deductions]

[Operations
total
deductions]

[Total
deductions]

[Total
deductions]

[Sales total
deductions]

[Total
deductions]

[Admin total
deductions]

[Total
deductions]

Net pay

[Net pay]

[Net pay]

[Operations
total net pay]

[Net pay]

[Net pay]

[Sales total net
pay]

[Net pay]

[Admin total net
pay]

[Total net pay]



