[Company Logo]   [Company Name]
STATUTORY RECORDS CHECKLIST
	Establishment:
	[Company Name], [Work Location]

	State:
	[State Name]

	Checked by:
	[HR Name]

	Date:
	[DD/MM/YYYY]



Employment and Wages
	Record
	Format
	Location
	Custodian
	Retention
	Updated Till
	Status

	Register of employees
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	Register of wages / payroll
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	Attendance, working hours and overtime
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	Leave register
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	Deductions / fines / advances
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	Bonus register
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]



Social Security
	Record
	Format
	Location
	Custodian
	Retention
	Updated Till
	Status

	PF challans and ECRs
	[Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	ESI challans and returns
	[Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	PF / gratuity nomination forms
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	Maternity benefit records
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]



Safety and Health
	Record
	Format
	Location
	Custodian
	Retention
	Updated Till
	Status

	Accident / dangerous occurrence register
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	Medical examination records
	[Physical / Electronic]
	[Location]
	[Medical Officer]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	Statutory test certificates
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]



Contract Labour and POSH
	Record
	Format
	Location
	Custodian
	Retention
	Updated Till
	Status

	Register of contractors and contract workers
	[Physical / Electronic]
	[Location]
	[Custodian]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	POSH complaint register and case files (restricted)
	[Physical / Electronic]
	[Locked location]
	[Presiding Officer]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]

	POSH annual reports and training records
	[Physical / Electronic]
	[Location]
	[HR Name]
	[Number] years
	[DD/MM/YYYY]
	[OK / Gap]



Display Notices
  Abstracts of applicable laws in English and local language
  Wage period and date of payment
  Working hours and weekly holidays
  Internal Committee members and contact
  Names of inspectors / authorities where required

	______________________________
Checked by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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