
Company Name:

Date of submission:

Valid Trade & Business License

Letter authorising person(s) to act on behalf of the Owner(s) of the Company along with 
identification for each party

Proposed gratuity method identified

Establishment has provided current listing of all service employees in line with Department 
guidelines along with positions  and hourly wage/salary

Establishment has submitted their proposed reporting format pursuant to section 38 (1) of 
the Labour Act (2021 Revision) 

Establishment has evidenced how it proposes to comply with section 39 (1) of the Labour 
Act (2021 Revision), and at the time of application is found to be in compliance with said 
section (e.g copy of the menu/sign upon entrance etc.)

Establishment has provided evidence of accepted/feedback from affected employees (e.g 
signed employment contracts or signed addendum thereto

Officer’s Notes:  

Request for Registration of a Gratuity Scheme
Client Checklist

Important Notice: The Department of Labour & Pensions (“DLP”) enforces the Labour Act (2021 Revision) and the National Pensions Act (2024 Revision) 
(the “Act”) and engages with employers and employees to prevent breaches of this Act by providing the necessary information and training to both parties in 
accordance of this Act. The information collected from an employer or an employee is derived from the completion of this document, which will not be shared 
with any other external persons and/or organisations. However, the information provided may be shared with the employer of an employee who has 
authorised the sharing of such information or requests a further investigation to be completed by the DLP. The information collected from this enquiry will be 
stored in DLP’s secure database and used in investigations authorised by the provider and will be archived at the conclusion of the matter as per the National 
Archive and Public Records Act (2021 Revision). Please visit www.gov.ky/dlp to read our Privacy Notice. To learn more about how we process your personal 
data or exercise your rights under the Freedom of Information Act (2021 Revision) and Data Protection Act (2021 Revision), visit www.gov.ky/dlp or contact 
foi.dlp@gov.ky.
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