[Company Logo]   [Company Name]
ANNUAL HR COMPLIANCE REPORT
	Company:
	[Company Name]

	Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]

	Prepared by:
	[HR Name], [Designation]

	Submitted to:
	[Board of Directors / Management Committee]

	Date:
	[Date]



1. Executive Summary
During the period, [Company Name] operated [Number] establishments across [Number] states with [Number] employees and [Number] contract workers. Overall HR compliance status is [Green / Amber / Red]. Key highlights: [highlight 1], [highlight 2]. Key concerns: [concern 1], [concern 2].
2. Statutory Payments and Filings
	Area
	Status (RAG)
	Delays / Exceptions
	Remarks

	PF contributions and returns
	[G / A / R]
	[Number] months delayed
	[Remarks]

	ESI contributions
	[G / A / R]
	[Details]
	[Remarks]

	Professional tax and LWF
	[G / A / R]
	[Details]
	[Remarks]

	TDS on salaries and returns
	[G / A / R]
	[Details]
	[Remarks]

	Bonus and gratuity payments
	[G / A / R]
	[Details]
	[Remarks]

	Registrations and licence renewals
	[G / A / R]
	[Details]
	[Remarks]



3. POSH Summary
	Measure
	Number

	Complaints received
	[Number]

	Complaints disposed
	[Number]

	Pending at year end
	[Number]

	Awareness sessions held
	[Number]

	Employees trained
	[Number]



Internal Committees were [in place / reconstituted] at all applicable locations, and the annual report was submitted to the District Officer on [DD/MM/YYYY].
4. Safety Summary
	Measure
	This Year
	Last Year

	Reportable accidents
	[Number]
	[Number]

	First-aid cases
	[Number]
	[Number]

	Near-misses reported
	[Number]
	[Number]

	Mock drills conducted
	[Number]
	[Number]

	Safety training hours
	[Number]
	[Number]



5. Audits and Inspections
	Audit / Inspection
	Date
	Findings
	Closed
	Open

	[Internal HR audit]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Number]

	[Labour inspection]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Number]

	[Client audit]
	[DD/MM/YYYY]
	[Number]
	[Number]
	[Number]



6. Open Risks
	Risk
	Impact
	Exposure (₹)
	Mitigation
	Owner

	[Risk]
	[H / M / L]
	[Amount]
	[Mitigation]
	[Owner Name]

	[Risk]
	[H / M / L]
	[Amount]
	[Mitigation]
	[Owner Name]

	[Risk]
	[H / M / L]
	[Amount]
	[Mitigation]
	[Owner Name]



7. Priorities for Next Year
1. Complete transition of policies, registers and salary structures to the Labour Codes as state rules are notified.
1. [Priority 2, e.g., implement HRMS-based electronic registers]
1. [Priority 3, e.g., contractor compliance verification programme]
1. [Priority 4, e.g., refresher POSH training for all managers]
8. Declaration
To the best of my knowledge, based on records maintained and information available, the above is a fair summary of the HR compliance position of [Company Name] for the period stated, with exceptions disclosed above.

	______________________________
[HR Name]
Head – Human Resources
Date: [Date]
	______________________________
Reviewed by
[Authorised Signatory]
[Designation]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
