TRIHDI HR & Compliance Checklist
Your Trusted HR & Compliance Partner
Simplifying compliance. Empowering growth.

1️⃣ Registration & Licensing
✅ Factory License / Shops & Establishments Certificate
✅ CLRA Registration & Labour License
✅ BOCW Registration (for construction-related work)
✅ PF, ESIC, PT, and LWF Registration
✅ Trade License, Pollution Consent, Fire NOC, Panchayat NOC
✅ PASARA License / Migrant Workers Registration

2️⃣ Payroll & Salary Compliance
✅ Salary structure defined (Gross, Net, CTC)
✅ Monthly payroll processed accurately
✅ PF & ESIC deductions and deposits verified
✅ TDS & Professional Tax deducted correctly
✅ Bonus calculated and paid as per Bonus Act
✅ Payslips generated and distributed on time

3️⃣ Statutory Filings & Documentation
✅ Monthly PF & ESIC returns filed
✅ Half-yearly / Annual CLRA returns filed
✅ Labour Welfare Fund contributions made
✅ Factory / Shops Act registers maintained
✅ Minimum Wages & Payment of Wages compliance checked
✅ Bonus, Overtime, and Leave registers updated

4️⃣ Legal Compliance & Audit
✅ Labour law posters displayed
✅ Fire safety, first aid, and emergency numbers displayed
✅ Internal audit of HR & compliance records
✅ Representation ready for government inspections
✅ Legal notices (if any) reviewed & responded to

5️⃣ Employee & HR Management
✅ Appointment letters issued to all employees
✅ Attendance and leave records maintained
✅ Exit formalities & full-final settlements completed
✅ Gratuity & bonus eligibility tracked
✅ Employee handbook / policy manual updated

6️⃣ Apprenticeship & Skill Development
✅ NAPS registration completed
✅ Apprenticeship policy drafted
✅ Candidate contracts uploaded on the portal
✅ Monthly stipend claim filed
✅ Liaison with Apprenticeship Advisor maintained

7️⃣ TRIHDI Internal Review
✅ Client compliance audit checklist completed
✅ All renewals and due dates tracked
✅ Monthly compliance summary shared with clients
✅ Zero-penalty compliance verified
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