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Disclaimer: All due dates, rates and statutory provisions reflect rules applicable at the time of publication (2026) and are
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other competent authorities. Businesses should verify current requirements before relying on any date in this guide, or consult

Fogs Consultants for the latest applicable position.
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SECTION 1

EXECUTIVE
GUIDE

Understanding compliance, why penalties happen,

and the most common mistakes Kerala businesses make.

EXEC
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1.1 What is Compliance?
Compliance refers to an organisation's adherence to the labour laws, social security regulations, taxation statutes and

corporate governance norms that apply to its operations. For a Kerala business, this typically spans Provident Fund

(EPF) and Employees' State Insurance (ESI) contributions, Goods and Services Tax (GST) returns, Tax Deducted at

Source (TDS) and income tax obligations, the Kerala Shops & Establishments Act, the Kerala Labour Welfare Fund Act,

the Payment of Bonus Act, the Payment of Gratuity Act, the Contract Labour (Regulation & Abolition) Act, workplace

safety regulations including the POSH Act, and, for incorporated entities, the Companies Act or the LLP Act.

Compliance is not a one-time registration exercise. It is a continuous cycle of monthly, quarterly, half-yearly and annual

filings, record-keeping, employee benefit administration and statutory reporting. A business is considered 'compliant'

only when every one of these recurring obligations is met on time, every period, without exception.

PF

Provident Fund

ESI

Health Insurance

GST

Goods & Services Tax

TDS

Tax at Source

HR

HR & Labour Law

S&E

Shops Act

1.2 Why Kerala Businesses Receive Penalties
In our experience advising businesses across all 14 districts of Kerala, penalties almost never arise from deliberate

evasion. They arise from preventable process gaps. The most common root causes are:

☐ Treating compliance as an annual or year-end task instead of a monthly discipline

☐ No single person or team accountable for tracking due dates across PF, ESI, GST, TDS and labour registers

☐ Manual, spreadsheet-based tracking that breaks down when staff change

☐ Lack of awareness of Kerala-specific obligations (KLWF, Shops & Establishments renewals) which differ from central

laws

☐ Delayed registration of new employees under EPF/ESI, causing retrospective contribution demands

☐ Contractors and vendors not submitting PF/ESI compliance proof before payment release

☐ Statutory registers maintained on paper, incomplete, or not updated in real time

☐ Ignoring department notices, assuming they will 'go away'

☐ No internal audit or quarterly self-review of compliance status

☐ Confusing 'MSME registration' or 'Udyam registration' with full statutory compliance

1.3 Top 20 Compliance Mistakes by Business Type

Shops & Retail Establishments

☐ Operating without a valid Shops & Establishments registration / after expiry

☐ Not displaying statutory notices (working hours, weekly off, holiday list)

☐ Wage register and attendance register not maintained or not updated weekly

☐ Employing staff beyond permitted working hours without overtime records

☐ No leave register maintained for part-time or contract staff

Establishments (Offices, Service Providers, Clinics, Educational Institutes)

☐ EPF/ESI applicability not assessed correctly once employee strength crosses threshold (20 for PF, 10 for ESI)

☐ Salary structures designed without considering PF wage ceiling and allowances treatment

☐ ESI contribution not paid for employees whose gross wages cross and fall below the wage limit mid-year

☐ Professional Tax (where applicable) not deducted/deposited for employees and proprietors

☐ Annual returns under Shops Act / labour department not filed
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Startups

☐ Delaying EPF/ESI registration until employee count is 'forced' to register, missing the actual trigger date

☐ Founders drawing salary without TDS deduction or advance tax planning

☐ No formal HR policies, appointment letters, or POSH policy despite having female employees

☐ GST registration done but GSTR-1/3B filed with errors due to lack of reconciliation

☐ DIR-3 KYC, AOC-4, MGT-7 (for Pvt Ltd) or Form 11/Form 8 (for LLP) missed in year one

Contractors & Contract Labour Suppliers

☐ Operating without a valid Labour Licence under the Contract Labour Act

☐ Not depositing PF/ESI for contract workers despite collecting the amount from the principal employer

☐ Muster rolls and wage registers for contract labour not maintained at the worksite

☐ Principal employer not verifying contractor's PF/ESI challans before releasing payment

☐ No documentation of contract labour headcount changes provided to the principal employer

Small Businesses (General)

☐ No designated compliance calendar; due dates tracked informally or not at all

☐ Bank account / signing authority changes not updated with EPFO/ESIC/GST portals

☐ Nomination forms (PF, ESI, Gratuity) not collected at the time of joining

☐ Bonus and gratuity liabilities not provisioned for in annual accounts

☐ Statutory registers not produced when an inspector visits, leading to penalty notices
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1.4 Penalty Exposure Summary
The table below summarises the typical penalty exposure under each major compliance head. Actual penalties depend

on the facts of each case, duration of default and discretion of the authority concerned.

Compliance Head Penalty / Risk Exposure

EPF Default
Damages under Section 14B (up to 25% p.a. on delayed dues) plus interest under Section 7Q (12%
p.a.); prosecution under Section 14 for repeated default; denial of EPFO services (UAN transfers,
claims) until dues are cleared.

ESI Default
Interest at 12% p.a. on delayed contribution; damages ranging from 5% to 25% p.a. depending on
delay period; prosecution under Section 85 with imprisonment up to 2 years and fine for employers
who deduct but do not deposit employee contribution.

GST Default
Late fee of Rs. 50 per day (Rs. 20 for nil returns) up to a prescribed cap per return; interest at 18% p.a.
on delayed tax payment; interest at 24% p.a. on excess ITC wrongly availed/utilised; penalty up to
100% of tax for fraud cases; suspension or cancellation of GST registration for prolonged non-filing.

TDS Default

Interest at 1% p.m. for delay in deduction and 1.5% p.m. for delay in deposit; late filing fee of Rs. 200
per day under Section 234E (capped at TDS amount); penalty under Section 271H ranging Rs. 10,000
to Rs. 1,00,000 for incorrect/late TDS returns; disallowance of expense under Section 40(a)(ia) for
non-deduction.

Labour Law Violations
(general)

Fines under the relevant Act (Payment of Wages Act, Minimum Wages Act, Bonus Act, Gratuity Act,
Equal Remuneration Act etc.), ranging from a few thousand rupees to imprisonment for repeat
offences; closure orders in extreme cases of non-compliance with safety norms.

Shops & Establishments
Violations

Fines for operating without registration, for each day of continued contravention; additional fines for
non-display of statutory notices, registers not produced on inspection, and employing workers beyond
permitted hours without authorisation.

Note: Penalty rates and provisions are illustrative of the law as generally applicable and may be revised by the respective

authorities. Always confirm current rates before making representations to a government department.

How to Use This Guide
This handbook is organised so that you can either read it cover-to-cover at the start of the year, or use it as a

month-by-month reference. Section 2 gives you the master calendar across all compliance heads; Sections 3 to 9

provide deep-dive calendars and checklists for each statutory area; Sections 10 to 17 cover payroll, HR, and corporate

compliance; Section 18 lets you score your current compliance health; and Section 19 consolidates every recurring due

date into a single master table for quick reference on your desk or noticeboard.
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SECTION 2

MASTER COMPLIANCE
CALENDAR 2026

Month-by-month due dates plus HR, payroll, labour law,

audit and management review activities for every month.

CAL
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2.1 How to Read This Calendar
Each month below lists the statutory due dates applicable to most Kerala establishments (EPF, ESI, GST, TDS and

other recurring filings), followed by a structured activity table covering HR, payroll, labour law, internal audit and

management review tasks for that month. Use this section as your single point of reference; deep-dive checklists for

each compliance area follow in Sections 3 to 17.

Note: Where a due date falls on a public holiday or weekly off, many authorities (GST, Income Tax) allow filing on the next

working day; however EPF/ESI dues should ideally be remitted before the due date to avoid any ambiguity. Always confirm

with the relevant portal/notification.

JANUARY 2026

Date Compliance Applicable To Remarks

7 Jan TDS Payment for December 2025 All employers deducting TDS Deposit via Challan ITNS-281

10 Jan Professional Tax (where applicable)
Establishments in PT-applicable
areas

As per local body schedule

11 Jan GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly) Outward supply details for Dec 2025

15 Jan
EPF Contribution (ECR) for December
2025

All establishments covered under
EPF

Pay before 15th to avoid damages

15 Jan ESI Contribution for December 2025
All establishments covered under
ESI

Pay before 15th to avoid damages

20 Jan GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly)
Summary return & tax payment for Dec
2025

31 Jan
TDS Return Q3 (Oct-Dec) - Form
24Q/26Q

All TDS deductors Quarterly TDS return due

HR Activities • Initiate annual performance review cycle
• Verify employee KYC and Aadhaar-PAN-Bank linkage in EPFO portal
• Plan Republic Day holiday notification (26 Jan)
• Review headcount additions/exits for Q4 reconciliation

Payroll Activities • Process December salary with year-to-date TDS recalculation
• Update investment declarations received for proof verification
• Reconcile PF & ESI contributions for Q3
• Issue Form 16A for Q3 TDS (if applicable)

Labour Law
Activities

• Update attendance, wage, leave and overtime registers for December
• Review labour licence validity for contract labour engaged
• Verify Shops & Establishments registration validity

Audit Activities • Reconcile GST input tax credit with GSTR-2B for Q3
• Cross-check EPF/ESI challans against payroll register
• Review pending department notices, if any

Management Review • Present Q3 compliance status to management
• Plan budget for FY2026-27 statutory contributions
• Review pending audits and inspection readiness
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FEBRUARY 2026

Date Compliance Applicable To Remarks

7 Feb TDS Payment for January 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Feb GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly) Outward supply details for Jan 2026

15 Feb EPF Contribution (ECR) for January 2026
All establishments covered under
EPF

Pay before 15th

15 Feb ESI Contribution for January 2026
All establishments covered under
ESI

Pay before 15th

20 Feb GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly) Summary return & tax for Jan 2026

HR Activities • Conduct training needs analysis for FY2026-27
• Review probation completions due in Feb-Mar
• Update employee master data for appraisal cycle

Payroll Activities • Process January salary
• Begin collation of annual bonus computation data
• Verify ESI eligibility list for employees crossing wage threshold

Labour Law
Activities

• Update wage register and attendance register for January
• Verify ESI employee additions/deletions for new joiners/exits
• Check fire safety & first aid box status

Audit Activities • Reconcile vendor GST filings (GSTR-2B) for January
• Spot-check statutory registers for completeness

Management Review • Review compliance calendar for upcoming year-end activities
• Discuss training calendar for FY2026-27

MARCH 2026

Date Compliance Applicable To Remarks

7 Mar TDS Payment for February 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Mar GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly) Outward supply details for Feb 2026

15 Mar
Advance Tax - 4th & Final Instalment
FY2025-26

Companies & taxpayers liable to
advance tax

100% of advance tax liability

15 Mar
EPF Contribution (ECR) for February
2026

All establishments covered under
EPF

Pay before 15th

15 Mar ESI Contribution for February 2026
All establishments covered under
ESI

Pay before 15th

20 Mar GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly) Summary return & tax for Feb 2026

31 Mar
Last date for filing belated/revised ITR for
AY2025-26

Taxpayers who missed original
due date

Subject to late fee under Sec 234F

HR Activities • Conduct year-end performance reviews
• Plan increment & promotion communication for April rollout
• Review leave balances for encashment/carry-forward as per policy

Payroll Activities • Finalise FY2025-26 payroll data for Form 16 preparation
• Process February salary; close FY books for payroll
• Compute and provision bonus payable for FY2025-26

Labour Law
Activities

• Reconcile annual labour registers (attendance, wage, leave, overtime) for FY closure
• Verify labour licence and contractor documentation validity into new FY
• Plan annual fire & safety audit
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Audit Activities • Reconcile GST records for FY2025-26 (pre-annual return)
• Review contractor PF/ESI compliance for the full year
• Verify labour licence validity for all engaged contractors

Management Review • Review FY2025-26 compliance scorecard with leadership
• Approve compliance audit plan for FY2026-27

APRIL 2026

Date Compliance Applicable To Remarks

7 Apr
TDS Payment for March 2026
(non-government deductors)

All employers deducting TDS
Deposit via Challan ITNS-281; govt
deductors same day

11 Apr GSTR-1 (Monthly Filers) for March 2026 Regular GST taxpayers (monthly) Outward supply details

15 Apr EPF Contribution (ECR) for March 2026
All establishments covered under
EPF

Pay before 15th

15 Apr ESI Contribution for March 2026
All establishments covered under
ESI

Pay before 15th

20 Apr
GSTR-3B (Monthly Filers) for March
2026

Regular GST taxpayers (monthly)
Summary return & annual tax
reconciliation

30 Apr
Professional Tax Annual
Renewal/Review

Establishments in PT-applicable
local bodies

As per municipal/corporation schedule

30 Apr
TDS payment for March (government
deductors)

Government offices deducting
TDS

Same-day deposit without challan

HR Activities • Collect fresh investment declarations (Form 12BB) for FY2026-27
• Issue revised salary structures/CTC letters for increments
• Update HR policy handbook for the new financial year

Payroll Activities • Set up payroll for FY2026-27 (new tax slabs, PF/ESI ceilings)
• Process March salary and FY-end settlements
• Disburse FY2025-26 bonus as per Payment of Bonus Act timelines

Labour Law
Activities

• Open fresh statutory registers for FY2026-27
• Renew Shops & Establishments registration if due
• Review establishment licence and safety certificate renewals

Audit Activities • Prepare for annual GST audit / GSTR-9 data compilation
• Conduct compliance audit kickoff for FY2026-27

Management Review • Approve FY2026-27 compliance calendar and budget
• Review salary structure changes for statutory impact



FOGS CONSULTANTS Kerala HR, Payroll & Business Compliance Master Calendar 2026

Fogs Consultants +91 88919 09965  |  info@fogsconsultants.com  |  www.fogsconsultants.com Page 11

MAY 2026

Date Compliance Applicable To Remarks

7 May TDS Payment for April 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 May GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly) Outward supply details for April 2026

15 May EPF Contribution (ECR) for April 2026
All establishments covered under
EPF

Pay before 15th

15 May ESI Contribution for April 2026
All establishments covered under
ESI

Pay before 15th

15 May TDS Certificate (Form 16) for FY2025-26 Employers (for employees) Issue Form 16 Part A & B

20 May GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly) Summary return & tax for April 2026

31 May
TDS Return Q4 (Jan-Mar) - Form
24Q/26Q

All TDS deductors Quarterly TDS return for FY2025-26

31 May
Annual Return on Contract Labour
(where applicable)

Principal employers engaging
contract labour

As prescribed under CLRA rules

HR Activities • Conduct employee engagement survey/review
• Review confirmation of employees completing probation
• Plan summer attendance/leave management for seasonal staff

Payroll Activities • Process April salary with new FY tax regime applied
• Reconcile and pay any pending FY2025-26 bonus dues
• Validate PF/ESI wage ceilings applied correctly for new FY

Labour Law
Activities

• Audit contractor documentation submitted for FY2026-27
• Update employee register for new joiners in April

Audit Activities • Conduct half-yearly internal payroll audit
• Reconcile GST ITC for April with GSTR-2B

Management Review • Review HR engagement survey results with leadership
• Track Form 16 issuance completion status

JUNE 2026

Date Compliance Applicable To Remarks

7 Jun TDS Payment for May 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Jun GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly) Outward supply details for May 2026

15 Jun EPF Contribution (ECR) for May 2026
All establishments covered under
EPF

Pay before 15th

15 Jun ESI Contribution for May 2026
All establishments covered under
ESI

Pay before 15th

15 Jun Advance Tax - 1st Instalment FY2026-27
Companies & taxpayers liable to
advance tax

15% of estimated annual tax

20 Jun GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly) Summary return & tax for May 2026

30 Jun
ESI Half-Yearly Return / Contribution
Reconciliation (Oct-Mar)

Establishments covered under
ESI

Reconcile half-yearly contributions

30 Jun
Kerala Labour Welfare Fund - Half-Yearly
Contribution (Jan-Jun period preparation)

Establishments covered under
KLWF

Prepare for half-yearly remittance
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HR Activities • Conduct mid-year performance review planning
• Review training calendar progress for H1
• Plan monsoon-related attendance contingencies

Payroll Activities • Process May salary
• Reconcile TDS deducted vs deposited for Q1 (Apr-Jun)
• Review overtime and shift allowance computations

Labour Law
Activities

• Prepare Kerala Labour Welfare Fund half-yearly documentation
• Review wage register for minimum wage compliance (revised rates, if any)

Audit Activities • Reconcile GST records for Q1 FY2026-27
• Conduct labour register verification for Q1

Management Review • Review Q1 compliance dashboard
• Plan KLWF contribution remittance for June-end

JULY 2026

Date Compliance Applicable To Remarks

7 Jul TDS Payment for June 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Jul GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly) Outward supply details for June 2026

15 Jul EPF Contribution (ECR) for June 2026
All establishments covered under
EPF

Pay before 15th

15 Jul ESI Contribution for June 2026
All establishments covered under
ESI

Pay before 15th

20 Jul GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly) Summary return & tax for June 2026

31 Jul
TDS Return Q1 (Apr-Jun) - Form
24Q/26Q

All TDS deductors Quarterly TDS return for FY2026-27

31 Jul
Income Tax Return (Non-Audit cases)
FY2025-26

Individuals & entities not requiring
audit

ITR filing due date (verify CBDT
extension each year)

31 Jul
Kerala Labour Welfare Fund - Half-Yearly
Contribution (Jan-Jun)

Establishments covered under
KLWF

Remit employee & employer share

HR Activities • Review training calendar effectiveness (H1 vs plan)
• Conduct employee KYC review for EPF/ESI records
• Review and renew Establishment / Shops Act licence if due in H2

Payroll Activities • Process June salary
• Issue Form 16A for Q1 TDS on non-salary payments
• Reconcile half-yearly PF/ESI contribution registers

Labour Law
Activities

• Remit KLWF contribution within due date
• Conduct contractor compliance audit for H1
• Update employee KYC details in EPFO portal (UAN, Aadhaar, bank)

Audit Activities • Conduct ESI inspection-readiness self-audit
• Review GST returns filed in Q1 for errors/mismatches

Management Review • Review H1 compliance performance vs plan
• Approve H2 compliance priorities
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AUGUST 2026

Date Compliance Applicable To Remarks

7 Aug TDS Payment for July 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Aug GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly) Outward supply details for July 2026

15 Aug EPF Contribution (ECR) for July 2026
All establishments covered under
EPF

Pay before 15th

15 Aug ESI Contribution for July 2026
All establishments covered under
ESI

Pay before 15th

20 Aug GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly) Summary return & tax for July 2026

30 Aug DIR-3 KYC (Directors) - if due
Directors of companies (DIN
holders)

Annual KYC of directors as per MCA
schedule

HR Activities • Conduct retention analysis - review attrition trends for H1
• Review onboarding process effectiveness
• Plan Onam holiday calendar communication

Payroll Activities • Process July salary
• Review attendance impact of Onam holidays on wage computation
• Reconcile overtime payments for monsoon-related extra shifts

Labour Law
Activities

• Update contract labour records post any H1 contractor changes
• Verify Shops & Establishments renewal status (annual renewal cycle in many local bodies)

Audit Activities • Conduct GST reconciliation for July with 2A/2B
• Review accident register and safety incident log for H1

Management Review • Review retention analysis findings with leadership
• Plan festival season operational compliance (extended hours, overtime)

SEPTEMBER 2026

Date Compliance Applicable To Remarks

7 Sep TDS Payment for August 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Sep GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly) Outward supply details for August 2026

15 Sep EPF Contribution (ECR) for August 2026
All establishments covered under
EPF

Pay before 15th

15 Sep ESI Contribution for August 2026
All establishments covered under
ESI

Pay before 15th

15 Sep
Advance Tax - 2nd Instalment
FY2026-27

Companies & taxpayers liable to
advance tax

45% of estimated annual tax
(cumulative)

20 Sep GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly) Summary return & tax for August 2026

30 Sep
Income Tax Return (Audit cases) - Tax
Audit Report FY2025-26

Entities requiring tax audit under
Sec 44AB

Audit report filing (Form 3CA/3CB-3CD)

HR Activities • Conduct compensation benchmarking review
• Review POSH Internal Committee composition and validity
• Plan festival bonus / ex-gratia announcements (if applicable)

Payroll Activities • Process August salary including Onam advance/bonus if applicable as per company policy
• Reconcile PF/ESI contribution for Q2 (Jul-Sep, in progress)

Labour Law
Activities

• Conduct quarter-end (Q2) GST reconciliation
• Review employee records audit - verify all registers updated for Q2
• Verify PF UAN activation for all employees
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Audit Activities • Conduct internal compensation & payroll audit
• Review tax audit report filing status

Management Review • Review Q2 compliance scorecard
• Approve compensation review recommendations

OCTOBER 2026

Date Compliance Applicable To Remarks

7 Oct TDS Payment for September 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Oct GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly)
Outward supply details for September
2026

15 Oct
EPF Contribution (ECR) for September
2026

All establishments covered under
EPF

Pay before 15th

15 Oct ESI Contribution for September 2026
All establishments covered under
ESI

Pay before 15th

20 Oct GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly)
Summary return & tax for September
2026

31 Oct
TDS Return Q2 (Jul-Sep) - Form
24Q/26Q

All TDS deductors Quarterly TDS return for FY2026-27

31 Oct
GSTR-9 / GSTR-9C for FY2025-26
(Annual Return)

Regular GST taxpayers
(turnover-based applicability)

Annual return & reconciliation statement
for FY2025-26

31 Oct ITR for Audit Cases FY2025-26
Entities requiring audit under Sec
44AB / companies

Extended due date for audit cases

HR Activities • Conduct workforce planning for festive season / year-end staffing needs
• Review skill-gap analysis from H1 training programs

Payroll Activities • Process September salary
• Issue Form 16A for Q2 TDS on non-salary payments
• Plan Diwali/Onam bonus disbursement schedule and TDS impact

Labour Law
Activities

• Conduct annual GST audit closure activities
• Review labour welfare fund records for H1 remittance proof

Audit Activities • Complete GSTR-9/9C filing for FY2025-26
• Conduct PF annual audit preparation - reconcile ECR vs ledger for H1

Management Review • Review annual GST return filing status with finance team
• Approve workforce plan for Q4

NOVEMBER 2026

Date Compliance Applicable To Remarks

7 Nov TDS Payment for October 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Nov GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly)
Outward supply details for October
2026

15 Nov EPF Contribution (ECR) for October 2026
All establishments covered under
EPF

Pay before 15th

15 Nov ESI Contribution for October 2026
All establishments covered under
ESI

Pay before 15th

20 Nov GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly) Summary return & tax for October 2026
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HR Activities • Plan annual appraisal cycle communication for December/January
• Conduct year-end HR compliance checklist review

Payroll Activities • Process October salary including festival bonus/ex-gratia
• Compute and provision year-end bonus liability under Payment of Bonus Act

Labour Law
Activities

• Conduct contractor compliance audit for Q3 (Jul-Sep)
• Review accident register and ensure timely accident reporting to ESIC/Factories department, if applicable

Audit Activities • Review payroll records verification for Q3-Q4 transition
• Audit statutory registers (Q4 quarterly review)

Management Review • Review bonus provisioning with finance team
• Plan year-end compliance closure activities

DECEMBER 2026

Date Compliance Applicable To Remarks

7 Dec TDS Payment for November 2026 All employers deducting TDS Deposit via Challan ITNS-281

11 Dec GSTR-1 (Monthly Filers) Regular GST taxpayers (monthly)
Outward supply details for November
2026

15 Dec
EPF Contribution (ECR) for November
2026

All establishments covered under
EPF

Pay before 15th

15 Dec ESI Contribution for November 2026
All establishments covered under
ESI

Pay before 15th

15 Dec Advance Tax - 3rd Instalment FY2026-27
Companies & taxpayers liable to
advance tax

75% of estimated annual tax
(cumulative)

20 Dec GSTR-3B (Monthly Filers) Regular GST taxpayers (monthly)
Summary return & tax for November
2026

31 Dec
Payment of Bonus - statutory deadline
(within 8 months of FY close)

Establishments covered under
Payment of Bonus Act

Verify applicability based on FY closure
date

HR Activities • Finalise annual appraisal ratings and increment recommendations
• Plan year-end staff communication and New Year holiday calendar

Payroll Activities • Process December salary
• Reconcile annual PF, ESI and TDS contributions against books
• Plan Form 16 / Form 16A issuance timeline for the coming FY

Labour Law
Activities

• Conduct PF reconciliation for the calendar year
• Conduct ESI reconciliation for the calendar year
• Complete statutory register audit (Q4 quarterly review) and prepare GST annual filing preparation

Audit Activities • Conduct year-end statutory register audit across all 10 registers
• Plan GST annual preparation activities for FY2026-27 closure

Management Review • Present annual compliance review to leadership
• Approve compliance calendar and budget for 2027
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EPF

SECTION 3

EPF COMPLIANCE CALENDAR 2026
Provident Fund contributions, ECR filing, UAN, claims, KYC, audit readiness & monthly checklist.

3.1 EPF Overview
The Employees' Provident Fund and Miscellaneous Provisions Act, 1952 applies to every establishment employing 20

or more persons (and to certain notified establishments irrespective of size). Once covered, coverage is permanent

even if headcount falls below 20. The scheme comprises three components: the Employees' Provident Fund (EPF), the

Employees' Pension Scheme (EPS) and the Employees' Deposit-Linked Insurance Scheme (EDLI). Employer and

employee each contribute 12% of the PF wage (basic + DA + retaining allowance). Of the employer's 12%, 8.33% goes

to EPS (subject to wage ceiling of Rs. 15,000) and the remainder to EPF. Employees earning above Rs. 15,000 basic

may opt for higher contribution voluntarily.

3.2 Monthly EPF Due Dates 2026

Due Date Compliance Activity Applicable To Remarks

Jan 15 EPF Contribution + ECR filing for Dec 2025 All covered establishments
ECR via EPFO Unified Portal; challan
generation required

Feb 15 EPF Contribution + ECR for Jan 2026 All covered establishments

Mar 15 EPF Contribution + ECR for Feb 2026 All covered establishments

Apr 15 EPF Contribution + ECR for Mar 2026 All covered establishments
Financial year closure month -
reconcile annual contributions

May 15 EPF Contribution + ECR for Apr 2026 All covered establishments
New FY - verify wage structure
applied correctly

Jun 15 EPF Contribution + ECR for May 2026 All covered establishments

Jul 15 EPF Contribution + ECR for Jun 2026 All covered establishments
Half-year: reconcile H1 contributions
vs ledger

Aug 15 EPF Contribution + ECR for Jul 2026 All covered establishments

Sep 15 EPF Contribution + ECR for Aug 2026 All covered establishments

Oct 15 EPF Contribution + ECR for Sep 2026 All covered establishments Q2 reconciliation due

Nov 15 EPF Contribution + ECR for Oct 2026 All covered establishments

Dec 15 EPF Contribution + ECR for Nov 2026 All covered establishments
Year-end: plan December contribution
in advance

3.3 Annual & Periodic EPF Activities

Activity Frequency / Trigger Applicable To Key Action

UAN Activation
Ongoing / within 30
days of joining

All new employees
Generate UAN through EPFO portal; seed Aadhaar,
PAN, bank account

KYC Verification Ongoing All employees
Ensure Aadhaar, PAN and bank KYC approved on
EPFO portal; pending KYC blocks claims

Nomination Verification
(Form 2)

On joining; update
after life events

All employees
Incomplete nominations block EDLI and EPF death
claims
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Activity Frequency / Trigger Applicable To Key Action

Employee Exit
Processing (Form 10D /
19)

Within 7 days of exit Exiting employees
Mark exit on portal; enable settlement or transfer as
applicable

EPF Transfer (Form 13)
On request from
employee

Employees with prior PF
account

Process transfer to avoid multiple UAN issues

Death Claims (Form 20 /
10D)

Immediately on
receiving intimation

Nominee / legal heir of
deceased

Coordinate with regional EPFO; nominee KYC must
be updated

Joint Declaration (for
name correction etc.)

As needed
Employee + employer
jointly

Correction of DOB, name, gender errors in EPFO
records

EPS Eligibility Review Annual (April)
Employees with >10
years service

Review for EPS pension entitlement on
exit/superannuation

Pension Case Review Annual
Employees nearing 58
years

Assist with pension commencement application
(Form 10D)

Annual PF Audit Q4 (Jan-Mar)
All covered
establishments

Reconcile contribution register, ECR data, ledger
and bank challans for the year

PF Inspection
Readiness

Quarterly
All covered
establishments

Maintain all registers, ECR copies, challan receipts,
Form 2 & 5 ready for inspection

3.4 Common EPF Mistakes
☐ Delaying ECR filing and contribution payment beyond the 15th - attracts damages of up to 25% p.a. plus 12% p.a.

interest

☐ Not seeding Aadhaar, PAN and bank account for new joiners - blocks claim settlement

☐ Incorrect PF wage (excluding allowances that should form part of basic wage) - creates retrospective liability

☐ Not updating employee exit on EPFO portal - prevents settlement/transfer and causes grievances

☐ Collecting employee PF contribution but not depositing - a criminal offence under Section 14 of the EPF Act

☐ Missing the EDLI benefit: employees below Rs. 7 lakh annual salary are covered; nomination is critical

☐ No reconciliation between payroll register, ECR and bank challan amounts each month

☐ Allowing contractors to be non-compliant on EPF while taking their services

3.5 EPF Penalties

Default Type Penalty Provision

Delayed Payment Section 7Q interest: 12% p.a. on delayed contributions

Damages for Default
Section 14B: 5% p.a. (delay up to 2 months); 10% (2-4 months); 15% (4-6 months); 25%
(beyond 6 months)

Deduct but Not Deposit Prosecution under Section 14; imprisonment up to 3 years + fine

Obstruction of EPFO Inspector Prosecution under Section 13; fine up to Rs. 5,000

Non-submission of Returns Penalty and prosecution; fine up to Rs. 5,000

3.6 Monthly PF Compliance Checklist
☐ Calculate PF wages correctly for all employees
(basic + DA + retaining allowance)

☐ Pay contribution by the 15th of the month and
retain challan receipt

☐ Deduct employee contribution @ 12% of PF wage ☐ Reconcile ECR data with monthly payroll register
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☐ Calculate employer contribution @ 12% (split
3.67% EPF + 8.33% EPS)

☐ Update UAN for any new joiner within the month

☐ Add employer's EDLI contribution @ 0.5% (capped)
and admin charges

☐ Mark exits in EPFO portal for employees who left
during the month

☐ Generate ECR (Electronic Challan cum Return) via
EPFO Unified Portal

☐ Follow up on any pending KYC approvals for
employee members

☐ Verify member IDs, UAN mapping and exit marks
before ECR upload

☐ File and store challan receipt; update internal
compliance tracker
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ESI

SECTION 4

ESI COMPLIANCE CALENDAR 2026
Employee State Insurance contributions, registrations, benefits, inspections & monthly checklist.

4.1 ESI Overview
The Employees' State Insurance Act, 1948 applies to factories and establishments employing 10 or more persons (in

some states/establishments, the threshold may vary). Employees drawing gross wages up to Rs. 21,000 per month (Rs.

25,000 for persons with disability) are covered. The contribution rate is 0.75% of gross wages by the employee and

3.25% by the employer (total 4%). Employees in the first 24 months of coverage in a new area may be exempt from

employee contribution. ESI provides medical, sickness, maternity, disablement and dependent benefits to insured

persons and their families.

4.2 Monthly ESI Due Dates 2026

Due Date Compliance Activity Remarks

Jan 15 ESI Contribution for Dec 2025 Deposit employee (0.75%) + employer (3.25%) share

Feb 15 ESI Contribution for Jan 2026 Verify new additions/deletions before filing

Mar 15 ESI Contribution for Feb 2026

Apr 15 ESI Contribution for Mar 2026 Half-year (Oct-Mar) closing: reconcile contribution register

May 15 ESI Contribution for Apr 2026 New contribution period starts Apr 2026

Jun 15 ESI Contribution for May 2026 Update family declarations for new additions

Jun 30 ESI Half-Yearly Return (Oct-Mar period) Reconcile total contributions filed vs paid

Jul 15 ESI Contribution for Jun 2026

Aug 15 ESI Contribution for Jul 2026

Sep 15 ESI Contribution for Aug 2026

Oct 15 ESI Contribution for Sep 2026 Half-year (Apr-Sep) closing: reconcile contribution register

Nov 15 ESI Contribution for Oct 2026 New contribution period starts Oct 2026

Dec 15 ESI Contribution for Nov 2026 Year-end: plan December contribution in advance

Dec 31 ESI Half-Yearly Return (Apr-Sep period) Reconcile contributions for the Apr-Sep period

4.3 Annual & Periodic ESI Activities

Activity Trigger / Frequency Key Action Required

Employee Registration
(Form 1)

On joining (within 10
days)

Generate IP number on ESIC portal; assign dispensary

IP Number Generation
Within 10 days of
joining

Every covered employee must have a unique IP number

Exit Updates Within 10 days of exit Mark exit on ESIC portal to stop contribution liability

Family Declaration
(Form 1)

On joining; update
after family event

Register dependents to enable medical benefit

Accident Reporting
(Form 11 / 12)

Within 24 hrs of
accident (24 hrs for
fatal)

Report to ESIC and maintain accident register
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Activity Trigger / Frequency Key Action Required

Temporary Disablement
Benefit

On employee's
application

Assist employee in filing TDB claim with dispensary / branch office

Maternity Benefit
On employee's
application

Coordinate with ESIC for cash benefit; maternity leave record in register

Annual ESI Compliance
Audit

Annual (Q4) Reconcile ECR data, challan receipts, IP register; verify all exits marked

Contribution
Reconciliation

Bi-annual (Apr, Oct) Reconcile challan-wise data with ESIC portal ledger; resolve mismatches

ESI Inspection
Readiness

Quarterly
Maintain accident register, attendance register, wage register, IP register,
form records

4.4 Common ESI Errors
☐ Not registering employees within 10 days of joining - ESIC may not cover treatment costs incurred in the gap

☐ Paying ESI contribution on wages above the ceiling (Rs. 21,000/Rs. 25,000) - creates overpayment and reconciliation

issues

☐ Stopping ESI deduction mid-year when employee's wages cross the ceiling - incorrect; contribution continues until the

contribution period ends

☐ Not marking employee exits on ESIC portal - continued liability for contribution

☐ Family declaration forms not collected - dependents cannot access medical benefits

☐ Accident reports not filed within 24 hours - disciplinary proceedings by ESIC

☐ Not maintaining attendance register at branch/site - primary record inspected during ESIC audit

☐ Contribution for piece-rated/casual workers omitted - all workers within wage ceiling are covered

4.5 ESI Penalty Exposure

Default Type Penalty Provision

Delayed Contribution Interest @ 12% p.a. on the delayed amount from the due date

Damages for Delay 5% to 25% p.a. depending on the duration of delay (similar to EPF structure)

Deduction without Deposit Prosecution under Section 85; imprisonment up to 2 years + fine up to Rs. 4,000

Obstruction of Inspector Penalty under Section 84; fine up to Rs. 5,000

Non-Maintenance of Records Penalty and prosecution; liable to fine up to Rs. 5,000

4.6 Monthly ESI Compliance Checklist
☐ Identify all employees with gross wages at or below
Rs. 21,000 (Rs. 25,000 for PwD)

☐ Update family declarations for any new family
additions reported

☐ Deduct employee ESI contribution @ 0.75% of
gross wages

☐ File accident reports for any workplace accidents
within 24 hours

☐ Calculate employer ESI contribution @ 3.25% of
gross wages

☐ Reconcile ESIC portal challan data with payroll
register

☐ File ESI challan on ESIC portal and deposit
contribution by the 15th

☐ Archive challan receipts and update internal
compliance tracker

☐ Register all new joiners on ESIC portal within 10
days and assign dispensary

☐ Verify IP numbers for all covered employees are
active and linked to correct dispensary
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☐ Mark exits for employees who left during the month ☐ Follow up on pending maternity / disablement
benefit claims, if any
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GST

SECTION 5

GST COMPLIANCE CALENDAR 2026
GSTR-1, GSTR-3B, GSTR-9, e-way bills, ITC reconciliation, audits & monthly checklist.

5.1 GST Overview for Kerala Businesses
Goods and Services Tax (GST) is a comprehensive indirect tax on the supply of goods and services. Businesses with

aggregate annual turnover exceeding Rs. 40 lakh (goods) or Rs. 20 lakh (services) are required to register (lower

thresholds apply in special category states and for certain categories of supplier). Registered businesses must file

periodic returns, reconcile Input Tax Credit (ITC), maintain e-way bills for goods movement above prescribed

thresholds, and submit annual returns. Kerala has SGST at 50% of the applicable GST rate (the balance being CGST

for intrastate or IGST for interstate transactions). Businesses operating in Kerala must also comply with the Kerala Flood

Cess (if still in force) and state-specific e-way bill rules.

5.2 Monthly GST Return Due Dates 2026

Due Date Return Applicable To Remarks

11 Jan GSTR-1 (Dec 2025) Monthly filers Outward supply details; IFF for QRMP filers

20 Jan GSTR-3B (Dec 2025) Monthly filers Summary return + net tax payment

11 Feb GSTR-1 (Jan 2026) Monthly filers

20 Feb GSTR-3B (Jan 2026) Monthly filers

11 Mar GSTR-1 (Feb 2026) Monthly filers

20 Mar GSTR-3B (Feb 2026) Monthly filers

11 Apr GSTR-1 (Mar 2026) Monthly filers FY closing month - reconcile annual GST data

20 Apr GSTR-3B (Mar 2026) Monthly filers Annual GST reconciliation period

11 May GSTR-1 (Apr 2026) Monthly filers

20 May GSTR-3B (Apr 2026) Monthly filers

11 Jun GSTR-1 (May 2026) Monthly filers

20 Jun GSTR-3B (May 2026) Monthly filers

11 Jul GSTR-1 (Jun 2026) Monthly filers

20 Jul GSTR-3B (Jun 2026) Monthly filers

11 Aug GSTR-1 (Jul 2026) Monthly filers

20 Aug GSTR-3B (Jul 2026) Monthly filers

11 Sep GSTR-1 (Aug 2026) Monthly filers

20 Sep GSTR-3B (Aug 2026) Monthly filers

11 Oct GSTR-1 (Sep 2026) Monthly filers

20 Oct GSTR-3B (Sep 2026) Monthly filers

31 Oct
GSTR-9 / GSTR-9C (FY
2025-26)

Annual return filers Annual return & reconciliation statement

11 Nov GSTR-1 (Oct 2026) Monthly filers

20 Nov GSTR-3B (Oct 2026) Monthly filers
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Due Date Return Applicable To Remarks

11 Dec GSTR-1 (Nov 2026) Monthly filers

20 Dec GSTR-3B (Nov 2026) Monthly filers

5.3 Annual & Periodic GST Activities

Activity
Frequency / Due
Date

Applicable To Key Action

GSTR-9 Annual Return
By Oct 31 (for
FY2025-26)

Registered taxpayers
(turnover-based)

Consolidate all monthly return data; reconcile ITC

GSTR-9C
Reconciliation
Statement

By Oct 31 (for
FY2025-26)

Taxpayers with turnover
above Rs. 5 Cr

Self-certified or CA-certified reconciliation statement

E-Way Bill Compliance
Ongoing (above
threshold)

Suppliers/transporters of
goods

Generate EWB for goods movement above Rs. 50,000;
verify at state borders

Input Tax Credit
Reconciliation

Monthly (with 2B) All registered taxpayers
Reconcile books ITC with GSTR-2B before filing 3B;
reverse unclaimed/ineligible ITC

Vendor GST
Reconciliation

Monthly / Quarterly All registered taxpayers
Identify vendors who have not filed returns; withhold
payment or reverse ITC accordingly

GST Registration
Review

Annual (April)
All registered
businesses

Verify GSTIN active, amendment applications filed for
address/signatory changes

GST Notice
Management

As and when
received

All registered taxpayers
Respond within stipulated timeframes; obtain
professional help for demand notices

Reverse Charge
Review (RCM)

Monthly
Buyers of specified
RCM supplies

Verify RCM applicability on legal, freight, security,
director fee, import of services

HSN Code Verification
Annual / when
adding new
products

All registered taxpayers
Ensure correct HSN/SAC codes used on invoices and
GSTR-1

Annual GST Health
Check

Annually (post FY
close)

All registered
businesses

Review ITC, output tax, RCM, place of supply,
exemption claims, e-way compliance

5.4 GST Penalties

Default Type Penalty / Consequence

Late GSTR-1 / 3B Late fee Rs. 50/day (CGST Rs. 25 + SGST Rs. 25); Rs. 20/day for nil returns; capped per return

Non-Payment of Tax Interest @ 18% p.a. on delayed tax; 24% p.a. on excess ITC claimed

ITC Fraud / Wrong Availing Penalty up to 100% of tax; prosecution for wilful evasion

E-Way Bill Violation Penalty: tax or Rs. 10,000 whichever is higher; detention of goods and vehicle

GST Registration
Cancellation

Non-filing for 6+ months triggers suo motu cancellation; reinstatement requires application and
penalty

Fraud, Suppression Penalty up to 100% of evaded tax + interest; prosecution in serious cases

5.5 Monthly GST Compliance Checklist
☐ Reconcile all sales invoices raised in the month
with GSTR-1 data before filing

☐ File GSTR-3B by the 20th and ensure tax is
deposited before filing
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☐ Verify purchase invoices and match with GSTR-2B
for ITC eligibility

☐ Reconcile GSTR-3B ITC with books; post
adjustments in accounts

☐ Reverse ITC on invoices not appearing in GSTR-2B
or from non-filer vendors

☐ Review any RCM liability arising from legal fees,
freight, director remuneration etc.

☐ Check e-way bill compliance for all goods
movements above threshold

☐ Respond to any GST notices or system-generated
queries received during the month

☐ Compute net GST liability (output tax minus eligible
ITC) and pay any balance before 20th

☐ Archive filed returns, acknowledgements and
e-way bill logs

☐ File GSTR-1 by the 11th of the following month ☐ Review HSN/SAC codes on invoices for accuracy
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TDS

SECTION 6

TDS & INCOME TAX COMPLIANCE 2026
Monthly TDS payments, quarterly returns, Form 16/16A, advance tax & ITR filing.

6.1 TDS Overview
Tax Deducted at Source (TDS) is an advance tax collection mechanism under the Income Tax Act, 1961. Employers are

required to deduct TDS on salary payments (Section 192), professional fees (Section 194J), contract payments (Section

194C), rent (Section 194I), commission (Section 194H) and various other payments as prescribed. The deductor must

deposit TDS with the government by the 7th of the following month (for March, by April 30 for non-government

deductors), file quarterly TDS returns (Form 24Q for salary, 26Q for non-salary), and issue TDS certificates (Form 16 for

salary, Form 16A for others) to deductees. Every deductor must have a valid TAN (Tax Account Number).

6.2 Monthly TDS Payment Due Dates 2026

Due Date TDS Payment Applicable To Remarks

7 Jan TDS Deposit for December 2025
All deductors
(non-government)

Challan ITNS-281; mention TAN, PAN of
deductee correctly

7 Feb TDS Deposit for January 2026
All deductors
(non-government)

7 Mar TDS Deposit for February 2026
All deductors
(non-government)

30 Apr TDS Deposit for March 2026 All non-government deductors Extended due date for March only

7 May TDS Deposit for April 2026
All deductors
(non-government)

7 Jun TDS Deposit for May 2026
All deductors
(non-government)

7 Jul TDS Deposit for June 2026
All deductors
(non-government)

7 Aug TDS Deposit for July 2026
All deductors
(non-government)

7 Sep TDS Deposit for August 2026
All deductors
(non-government)

7 Oct TDS Deposit for September 2026
All deductors
(non-government)

7 Nov TDS Deposit for October 2026
All deductors
(non-government)

7 Dec TDS Deposit for November 2026
All deductors
(non-government)

6.3 Quarterly TDS Returns 2026

Quarter Return Due Date Form Key Action

Q1 (Apr-Jun
2026)

31 July 2026
Form 24Q (salary) /
26Q (non-salary)

File via TRACES/RPU software; include all deductions, deposits
and PAN details

Q2 (Jul-Sep
2026)

31 October 2026 Form 24Q / 26Q Reconcile mid-year salary revisions and arrear payments
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Quarter Return Due Date Form Key Action

Q3 (Oct-Dec
2026)

31 January 2027 Form 24Q / 26Q Verify TDS on year-end bonus and advance salary if any

Q4 (Jan-Mar
2026)

31 May 2026 Form 24Q / 26Q Final return for FY2025-26; basis for Form 16 generation

6.4 TDS Certificates

Certificate Issuance Deadline Applicable To Notes

Form 16
(Salary)

By 15 June (for
FY2025-26)

All employers to salaried
employees

Part A (TRACES generated) + Part B (salary breakup &
deductions)

Form 16A (
Non-Salary
)

Within 15 days of
quarterly return due date

Deductors of non-salary
TDS

Generated from TRACES; covers Sec 194C, 194J, 194I,
194H etc.

Form 16B
(Property)

Within 15 days of deposit
Buyer of immovable
property (Sec 194IA)

TDS @ 1% on property purchase above Rs. 50 lakh

6.5 Advance Tax Due Dates FY 2026-27

Due Date Instalment Cumulative % Required

15 June 2026 1st Instalment 15% of estimated annual tax liability

15 September
2026

2nd Instalment 45% of estimated annual tax (cumulative)

15 December 2026 3rd Instalment 75% of estimated annual tax (cumulative)

15 March 2027
4th & Final
Instalment

100% of estimated annual tax (cumulative)

6.6 Other Income Tax Activities 2026

Activity
Due Date /
Trigger

Applicable To Key Action

ITR Filing
(Non-Audit)

31 July 2026
Individuals, firms not
requiring audit

File AY2026-27 ITR; verify AIS/TIS before filing

ITR Filing (Audit
Cases)

31 October 2026
Companies, LLPs, firms
requiring audit

Tax audit report (3CA/3CB-3CD) also due

Annual Information
Statement (AIS)

Before ITR filing All taxpayers Review AIS for completeness; reconcile with books

Vendor PAN
Verification

Before first
payment

All deductors Deduct TDS @ 20% if PAN not available (Sec 206AA)

Form 15G / 15H
Collection

At start of each FY
Payees seeking
nil/lower deduction

Collect before first payment; verify eligibility; file with
returns

Salary TDS Year-End
Review (Sec 192)

Jan-Mar annually All employers
Recalculate annual salary TDS; adjust shortfall across
remaining months

Lower/Nil Deduction
Certificates (Sec 197)

Before first
relevant payment

Where deductees apply
for lower TDS

Verify certificate; file in 26QD/26Q as applicable

6.7 TDS Late-Filing Penalties
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Default Type Penalty / Consequence

Delay in Deduction Interest @ 1% p.m. (or part thereof) from the date tax was deductible to date of deduction

Delay in Deposit Interest @ 1.5% p.m. (or part thereof) from the date of deduction to date of deposit

Late Filing of TDS Return Fee of Rs. 200 per day under Section 234E until return is filed; capped at TDS amount

Incorrect Return / Non-Filing Penalty under Section 271H: Rs. 10,000 to Rs. 1,00,000

Non-Deduction Section 40(a)(ia): 30% disallowance of the underlying expense in the year of default

Deduct but Not Deposit Prosecution under Section 276B; imprisonment 3 months to 7 years

6.8 Monthly TDS Compliance Checklist
☐ Review all payments during the month for TDS
applicability (salary, contract, professional, rent,
commission etc.)

☐ Issue Form 16 / Form 16A / Form 16B to deductees
within prescribed timelines

☐ Deduct TDS at the correct rate; verify PAN of
deductee to avoid 20% default rate

☐ Collect Form 15G/15H from eligible deductees to
avoid deduction

☐ Deposit TDS by the 7th of the following month via
Challan ITNS-281 with correct TAN

☐ Review salary TDS recalculation in Q4 for shortfalls
due to investment declaration changes

☐ Reconcile TDS deposited against TDS deducted in
the payroll/accounts system

☐ Verify advance tax payments and compute
underpayment interest (Section 234B/234C)

☐ Verify TDS credit appears in Form 26AS / AIS for
deductees

☐ Reconcile TDS returns filed with books of accounts
on a quarterly basis

☐ Prepare and file quarterly TDS return (24Q/26Q)
within due dates

☐ Archive all TDS challans, returns, certificates and
acknowledgements
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KLWF

SECTION 7

KERALA LABOUR WELFARE FUND
KLWF contribution due dates, employee/employer shares, inspection readiness & penalties.

7.1 KLWF Overview
The Kerala Labour Welfare Fund Act, 1975 applies to factories, plantations and other establishments covered under the

Act as notified by the Kerala Government. Both employers and employees contribute to the Kerala Labour Welfare

Fund. The contribution amounts are periodically revised by the Kerala Government. Contributions are remitted twice a

year. The fund is used for the social welfare of workers including welfare centres, education, housing loans and other

worker welfare schemes.

7.2 KLWF Contribution Schedule 2026

Due Date Compliance Contribution Remarks

June 30,
2026

Half-Yearly Contribution
(Jan–Jun 2026)

Employee share (as revised)
+ Employer share (as
revised)

Remit via challan to the Kerala Labour Welfare
Fund Board; maintain receipt

December
31, 2026

Half-Yearly Contribution
(Jul–Dec 2026)

Employee share + Employer
share

File return with contribution details for all covered
employees

Note: The KLWF contribution rates are revised periodically by the Kerala Government. Verify the current applicable rates

(employee share and employer share) with the Kerala Labour Welfare Fund Board or Fogs Consultants before each

contribution period.

7.3 KLWF Compliance Activities

Activity Frequency Key Action

Identify covered
employees

Before first
contribution period

Determine applicability for each establishment type; verify if new branches are
covered

Deduct employee share
Monthly (from
salary)

Deduct employee's KLWF share from salary; accumulate and remit half-yearly

Half-yearly review
June and
December

Reconcile employee headcount, exits and additions for the half-year period

Inspection preparedness Ongoing
Maintain KLWF register, challan receipts and return acknowledgements for 3
years

Penalty review Post any default Check KLWF Board portal for demand notices; respond within prescribed time

7.4 KLWF Documentation Checklist
☐ KLWF registration certificate obtained and displayed at the establishment

☐ Monthly deduction of employee KLWF contribution reflected in payroll and wage register

☐ Half-yearly contribution challan receipt for Jan-Jun period (due June 30)

☐ Half-yearly contribution challan receipt for Jul-Dec period (due December 31)

☐ KLWF return filed for each contribution period with full employee list

☐ Acknowledgement of return filing retained for 3 years

☐ KLWF register maintained and updated with contribution details
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☐ Response filed for any inspection notice or demand notice from KLWF Board

7.5 Penalty Provisions
Default in payment of KLWF contribution within the due date attracts interest and damages as prescribed under the

Kerala Labour Welfare Fund Act and Rules. Continued default may lead to prosecution and fine. Establishments should

ensure timely payment and retain proof of remittance to avoid penalty proceedings.

S&E

SECTION 8

KERALA SHOPS & ESTABLISHMENTS
Registration, renewal, working hours, registers, display requirements & violations.

8.1 Overview
Every shop and commercial establishment operating in Kerala must be registered under the Kerala Shops and

Commercial Establishments Act, 1960. Registration is obtained from the local Inspector of Shops and Establishments

under the Labour Department. The certificate must be renewed annually (or as per the applicable renewal cycle for the

local body), displayed prominently at the establishment, and any changes in particulars (name, address, nature of

business, proprietor) must be notified. The Act regulates working hours (max 9 hours/day, 48 hours/week), intervals for

rest, weekly off, paid leave, holidays, child labour prohibition and other employment conditions.

8.2 Annual Compliance Calendar

Month /
Period

Compliance Activity Key Action

January
Review registration certificate validity for
the year

Ensure renewal is applied for before expiry date

April
Notify holiday list for the new financial year
to employees

Post holiday notice on notice board; update leave register

April Open fresh leave register for FY2026-27 Carry forward leave balances as per policy and Act provisions

June 30 Mid-year review of register maintenance
Spot-check attendance, wage, leave, overtime registers for
completeness

December
Initiate renewal application for next year (if
required)

Renewal deadline varies by local body; apply 30 days before expiry

December Conduct annual statutory register audit Verify all 6 registers are updated, legible and ready for inspection

Ongoing
Display requirements: registration
certificate, working hours, weekly off,
holiday list, notice board

All establishments; failure is a standalone violation

8.3 Statutory Registers Required

Register Mandatory Contents

Register of Employment
(Form C)

All employees; maintain name, address, designation, date of joining/leaving

Attendance Register (Form F) Daily attendance; overtime; shift timings for each employee

Wage Register (Form H) Wages paid, deductions, overtime wages; signed acknowledgement of wage payment

Leave Register (Form G) Leave availed, balance, encashment; separate for each employee

Register of Advances (Form I) Salary advances and recoveries; must match wage register deductions
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Register Mandatory Contents

Holiday Register National/state holidays notified; record of compensatory off granted

8.4 Common Violations & Penalty Exposure

Violation Consequence

Operating without registration / renewal Fine for each day of contravention; severe repeat penalty

Non-display of certificate, working
hours, weekly off notice

Fine per incident; direction to comply within 24 hours

Employing beyond permitted hours
without permission

Fine + overtime wage liability to employee

Registers not maintained or not
produced on inspection

Fine + adverse inference in any labour dispute

Child labour employed Prosecution under Child Labour (Prohibition & Regulation) Act + Shops Act

Non-payment of wages within due date Penalty under Payment of Wages Act + Shops Act provisions

8.5 Annual Shops & Establishments Compliance Checklist
☐ Registration certificate obtained and valid for the
current year

☐ Attendance register updated daily for all
employees

☐ Certificate displayed prominently at the entrance of
the establishment

☐ Wage register updated on each salary payment
date with signed acknowledgement

☐ Working hours notice (9 hrs/day, 48 hrs/week max)
displayed in Tamil/Malayalam/English

☐ Overtime register maintained for any extra-hours
work with prior approval records

☐ Weekly off day notified and displayed;
compensatory off granted where Sunday is not given

☐ Renewal application submitted before expiry of
current registration

☐ Holiday list for 2026 prepared and communicated
to employees

☐ Change of address/proprietor/nature of business
notified to Inspector within 30 days

☐ Leave register opened for FY2026-27 with
carry-forward balances

☐ Inspector's visit register maintained; inspection
report acknowledged

CL

SECTION 9

CONTRACT LABOUR COMPLIANCE
Principal employer & contractor obligations, licences, records, audits & risk exposure.

9.1 Overview
The Contract Labour (Regulation and Abolition) Act, 1970 applies to every establishment employing 20 or more contract

workers on any day of the preceding 12 months, and to every contractor employing 20 or more workers. The Act

requires the principal employer to obtain a Registration Certificate and the contractor to obtain a Labour Licence before

deploying workers. Both principal employers and contractors have defined obligations under the Act relating to wages,

welfare facilities, PF/ESI compliance, registers and records.

9.2 Principal Employer Responsibilities
☐ Obtain Registration Certificate under CLRA before engaging any contractor

☐ Verify that every contractor has a valid Labour Licence before commencement of work
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☐ Ensure contractor pays EPF and ESI contributions for contract workers and obtain proof monthly

☐ Verify contractor pays minimum wages as per the applicable notification for the category of work

☐ Ensure welfare facilities (canteen, rest room, first aid) are provided if contract workforce exceeds thresholds

☐ Maintain a register of contractors and contract workers deployed at the establishment

☐ Obtain monthly compliance certificates from each contractor (PF/ESI challan copies)

☐ Where contractor defaults on wages, the principal employer is ultimately liable under Section 21

☐ Ensure muster roll and wage register are maintained at the worksite by the contractor

☐ Report any accident involving contract workers to the relevant authority (ESIC/Factories)

9.3 Contractor Responsibilities
☐ Obtain Labour Licence from the licencing officer before deploying workers

☐ Renew Labour Licence annually (or before expiry date)

☐ Register all contract workers under EPF (if establishment is covered) and ESI

☐ Deduct and deposit EPF/ESI contributions monthly within due dates

☐ Pay wages on the prescribed wage day (not later than 7th / 10th of following month)

☐ Maintain muster roll (attendance register) at the worksite for each deployment

☐ Maintain wage register; obtain signed acknowledgement from each worker

☐ Provide protective equipment, rest rooms and first aid as required

☐ Submit monthly compliance certificate to principal employer (PF/ESI challans, wage register)

☐ File annual return under CLRA with the licencing officer before February end each year

☐ Report workforce changes (additions/deletions) to principal employer promptly

9.4 Annual Contract Labour Compliance Calendar 2026

Month Compliance Activity Responsible Remarks

January
Renew Labour Licences due for renewal in
Q1

Contractor
Apply before expiry; penalty for operating without
licence

January
Obtain contractor compliance certificates for
Q4 (Oct-Dec)

Principal
Employer

PF/ESI challans, wage register copies

February File Annual Return (CLRA) for FY2025-26 Both / Contractor File with licencing authority before end of February

April
Open fresh registers for new FY (muster roll,
wage register)

Contractor at each
worksite

New registers required at start of each FY

April /
October

Conduct bi-annual contractor compliance
audit

Principal
Employer

Verify PF/ESI deposits, wage payment and
register maintenance

July Mid-year review of Labour Licence validity Contractor Ensure licences cover all active worksites

December
Year-end reconciliation of contract labour
headcount

Principal
Employer

Verify registration certificate covers peak
headcount

Ongoing
Monthly: collect PF/ESI challan copies
before releasing contractor payment

Principal
Employer

Do not release contractor invoice without proof of
statutory compliance

9.5 Risk Areas & Penalty Exposure

Risk Area Consequence

Principal employer operating without
CLRA registration

Fine + direction to suspend contract labour engagement
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Risk Area Consequence

Contractor operating without Labour
Licence

Fine + stoppage of work order by inspector

Non-payment of wages by contractor
(liability falls on principal employer)

Penalty + wage recovery order against principal employer

PF/ESI default by contractor (liability falls
on principal employer)

Retrospective demand + damages on principal employer

Registers not maintained at worksite Fine + adverse inference during any industrial dispute

Annual return not filed by contractor Licence suspension/cancellation + fine



FOGS CONSULTANTS Kerala HR, Payroll & Business Compliance Master Calendar 2026

Fogs Consultants +91 88919 09965  |  info@fogsconsultants.com  |  www.fogsconsultants.com Page 33

PAY

SECTION 10

PAYROLL COMPLIANCE CALENDAR
Monthly payroll cycle checklist, deductions, disbursement & year-end review.

10.1 Monthly Payroll Cycle
Payroll processing is a legally regulated function in India. Every month, the employer must accurately compute wages,

deduct statutory amounts (PF, ESI, TDS, Professional Tax), maintain statutory records, and disburse wages within the

prescribed time limit. The Payment of Wages Act requires wages to be paid by the 7th (if headcount up to 1,000) or 10th

(above 1,000) of the following month. The Minimum Wages Act requires that no employee is paid below the applicable

minimum wage for the category of work.

10.2 Monthly Payroll Checklist

St
ep

Activity Timing Key Actions

1 Attendance Closure 1st-3rd of month
Lock attendance data; verify leave applications approved in system; identify
LOP days

2 Leave Verification 2nd-4th
Match approved leaves with attendance; process maternity, sick leave, earned
leave per policy

3 Overtime Verification 2nd-4th
Verify overtime pre-approval records; apply OT rate as per law (2x for
factories, as per policy for others)

4 New Joiners & Exits 2nd-5th
Add joiners with pro-rata salary; compute full & final settlement for exits
including gratuity, leave encashment

5 Salary Processing 5th-8th
Apply approved salary structure; apply increments if effective; check
investment declarations for TDS

6 PF Calculation
Within payroll
run

12% of PF wage (basic+DA); split to EPF and EPS; include employer share
and EDLI admin

7 ESI Calculation
Within payroll
run

Identify employees below Rs. 21,000 gross; deduct 0.75%; compute employer
share 3.25%

8 TDS Calculation
Within payroll
run

Project annual salary; apply slab rates and approved deductions (Sec 80C,
HRA etc.); divide by remaining months

9 Professional Tax
Within payroll
run

Deduct as per slab applicable to the employee's gross salary; varies by Kerala
local body

10 Payslip Generation After processing
Generate itemised payslip (gross pay, each deduction, net pay); mandatory
under most state rules

11 Salary Disbursement
By 7th/10th of
following month

Transfer via NEFT/bank transfer to employee accounts; obtain bank credit
report

12 PF/ESI Payment
By 15th of
following month

Generate ECR and ESI challan; deposit with correct month reference

13 TDS Payment
By 7th of
following month

Deposit via Challan ITNS-281 with TAN; retain receipt for quarterly return

14 Payroll Register Update
After
disbursement

Update wage register, attendance register and advance/deduction registers

15 Month-End Reconciliation After 15th
Match payroll totals with PF/ESI/TDS challans; post payroll journal entry in
accounts
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10.3 Annual Payroll Activities

Month Annual Payroll Activity

April
Set up new FY payroll - revise salary structures, update tax slabs, new PF/ESI ceilings; collect Form 12BB from
employees

May Issue Form 16 (Part A & B) by June 15 for FY2025-26; ensure TDS certificates are error-free

June Mid-year TDS review - reconcile projected annual tax vs deducted so far; adjust monthly deduction

September-Oc
tober

Year-end bonus computation and disbursement; provision in books; deduct TDS on bonus

December-Jan
uary

Q4 TDS review - collect actual investment proof from employees; adjust final months' TDS

March Year-end payroll closure - reconcile annual PF, ESI, TDS with books; compute bonus and gratuity provisions

March
Compile all salary data for Form 24Q Q4 TDS return; verify each employee's PAN, annual salary and TDS
deducted

10.4 Bonus & Gratuity Provisioning
Bonus under the Payment of Bonus Act must be paid to eligible employees (those drawing salary up to Rs. 21,000 per

month and who have worked for at least 30 working days) within 8 months of the close of the accounting year. The

minimum bonus is 8.33% of annual salary (or Rs. 7,000 per month allocable wages, whichever is higher) and the

maximum is 20%. Gratuity is payable on exit (resignation, retirement, or death) to employees who have completed 5 or

more years of continuous service at the rate of 15 days' wages per year of service (26-day month basis). Both must be

provisioned monthly in the accounts to avoid year-end cash flow pressure.

10.5 Payroll Audit Checklist
☐ Verify PAN of all employees is recorded and
mapped correctly in payroll system

☐ Verify gratuity provision matches formula (15/26 ×
years of service × last drawn salary)

☐ Confirm salary structure for each employee is
approved and documented

☐ Confirm leave encashment computation matches
leave balance and salary rate

☐ Validate PF wages reflect correct components
(include all allowances forming part of basic wage)

☐ Reconcile full & final settlement calculations for all
exits during the year

☐ Verify ESI applicability is reviewed at each wage
revision and mid-year for limit crossings

☐ Verify minimum wage compliance for each
category of worker engaged

☐ Confirm TDS calculations reflect latest investment
declarations and proof submissions

☐ Check equal pay compliance (no pay discrimination
on gender grounds for same work)

☐ Check bonus eligibility list against employee
master and working days in the year

☐ Audit payroll register sign-offs and bank transfer
proofs for each month

HR

SECTION 11

HR ANNUAL ACTIVITY PLANNER
Month-wise HR objectives, activities, responsible departments & completion tracking.

11.1 How to Use This Planner
This HR Activity Planner gives you a structured month-by-month roadmap for all people-management activities

throughout 2026. Each month has a theme, primary objective, a list of activities and the responsible department. The
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Completion Status column is designed as a space for your team to mark progress during execution.

JANUARY Performance Reviews

Objective Initiate and complete annual performance review cycle for
all employees

Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Launch annual performance appraisal process in HRMS
or appraisal platform
• Communicate appraisal criteria, timeline and rating scale
to managers and employees
• Collect self-appraisals from employees for FY closing
period
• Conduct manager-employee review meetings
• Identify top performers and underperformers for
reward/PIP decisions

Department HR / All Department Heads

FEBRUARY Training Needs Analysis

Objective Identify skill gaps and plan the FY2026-27 training calendar Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Conduct Training Needs Analysis (TNA) based on
performance review outcomes
• Survey department heads on functional training
requirements
• Identify mandatory compliance training (POSH, safety,
fire, first aid)
• Draft FY2026-27 training calendar with tentative dates,
trainers and budget
• Review effectiveness of FY2025-26 training programs via
feedback analysis

Department HR / L&D

MARCH Year-End HR Review

Objective Close FY2025-26 HR activities and prepare for new year Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Process increment and promotion decisions based on
appraisal outcomes
• Update employee records for salary revisions,
designations and reporting changes
• Compute and communicate FY2025-26 bonus
entitlements
• Review and update HR policies for FY2026-27
• Audit all employee files for completeness (offer letter, ID
proof, PF/ESI forms, nomination forms)

Department HR / Finance

APRIL Investment Declarations (New FY)

Objective Collect investment declarations for FY2026-27 to enable
correct TDS planning

Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Issue Form 12BB to all employees for FY2026-27
investment declaration
• Communicate new salary structures and CTC letters
• Brief employees on new income tax regime choices (old
vs new regime)
• Update HRMS with new salary details for payroll
processing
• Induct new joiners from Q4 and ensure PF/ESI/TDS setup
is complete

Department HR / Finance / Payroll
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MAY Employee Engagement Review

Objective Assess employee engagement and satisfaction for H2
action planning

Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Conduct annual or bi-annual employee engagement
survey
• Analyse survey results by department, level and tenure
• Hold focus group discussions with frontline and
middle-management employees
• Identify key engagement drivers and pain points
• Present findings to leadership; develop action plans

Department HR

JUNE Mid-Year Performance Review

Objective Conduct mid-year check-in to track goal progress and
address course corrections

Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Facilitate mid-year review conversations between
managers and reportees
• Assess progress against annual KRAs/goals set in
January-April
• Flag underperformers for Performance Improvement
Plans (PIPs)
• Recognise high performers and recommend spot
awards/increments if policy permits
• Update performance management system with mid-year
ratings

Department HR / All Department Heads

JULY Training Calendar Review

Objective Review H1 training execution and refresh H2 calendar Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Evaluate H1 training program attendance and completion
rates
• Collect post-training feedback and measure on-the-job
impact
• Revise H2 training calendar based on updated TNA
outcomes
• Plan mandatory compliance training (POSH awareness,
fire safety, first aid renewal)
• Identify external training programs, certifications and
leadership development inputs

Department HR / L&D / Department Heads

AUGUST Retention Analysis

Objective Identify attrition risk and implement retention strategies Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Analyse H1 attrition by department, level, tenure and
reason
• Conduct stay interviews for high-potential employees
• Review compensation benchmarks against industry data
• Implement targeted retention actions (retention bonus,
role enhancement, flexible work)
• Report attrition analysis and action plan to leadership

Department HR / Leadership



FOGS CONSULTANTS Kerala HR, Payroll & Business Compliance Master Calendar 2026

Fogs Consultants +91 88919 09965  |  info@fogsconsultants.com  |  www.fogsconsultants.com Page 37

SEPTEMBER Compensation Review

Objective Benchmark and plan mid-cycle compensation adjustments
if applicable

Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Conduct compensation benchmarking against industry
surveys
• Identify pay equity gaps (gender, department, tenure)
• Prepare off-cycle increment recommendations for critical
roles
• Plan festival bonus/ex-gratia and communicate timelines
• Review total rewards strategy alignment with talent
retention goals

Department HR / Finance

OCTOBER Workforce Planning

Objective Plan Q4 and FY2026-27 headcount requirements Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Conduct headcount forecasting with business leaders for
Q4 and next FY
• Review open positions and recruitment pipeline
• Plan succession for critical roles and identify ready
successors
• Review contractual and gig workforce mix for optimisation
• Update organisation structure charts to reflect current
state

Department HR / Business Leaders

NOVEMBER Bonus Processing

Objective Process and disburse statutory and performance bonus Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Finalise statutory bonus computation under Payment of
Bonus Act for FY2025-26
• Process performance bonus approvals per policy and
budget
• Compute TDS on bonus and adjust December TDS
deductions accordingly
• Coordinate with payroll and finance for disbursement
• Issue bonus payslips and update wage register

Department HR / Payroll / Finance

DECEMBER Appraisal Planning

Objective Set up the FY2026-27 appraisal cycle Status ☐ Not Started ☐ In Progress ☐
Completed

Activities • Communicate goal-setting framework and timelines for the
upcoming appraisal cycle
• Update appraisal forms, competency frameworks and
KRA templates
• Conduct POSH annual compliance review (IC meeting,
annual report to employer)
• Review HR strategy and people priorities for the new year
• Complete statutory register audit and year-end HR
compliance closure

Department HR
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BONUS

SECTION 12

BONUS ACT COMPLIANCE
Eligibility, calculation, payment timelines, documentation & penalty risks.

12.1 Overview – Payment of Bonus Act, 1965
The Payment of Bonus Act, 1965 applies to every factory and establishment where 20 or more persons are employed.

Employees drawing salary up to Rs. 21,000 per month who have worked for at least 30 working days in the accounting

year are eligible. The calculation is based on allocable surplus or the minimum bonus provision (8.33% of salary, or Rs.

7,000 p.m. allocable wage whichever is higher), capped at a maximum of 20%. Bonus must be paid within 8 months of

the close of the accounting year (i.e., by November 30 for a March 31 year-end).

12.2 Eligibility Criteria

Parameter Detail

Applicability of Act Establishments with 20+ employees (remains covered even if headcount falls below 20)

Employee Eligibility
Employees drawing salary/wage up to Rs. 21,000/month AND who have worked for at least 30 working
days in the accounting year

Calculation Wage Ceiling
For computation, salary is capped at Rs. 7,000 p.m. or minimum wage for the scheduled employment,
whichever is higher

Minimum Bonus
8.33% of annual salary (based on capped wage) irrespective of profit/loss – must be paid even if no
allocable surplus

Maximum Bonus 20% of annual salary (based on capped wage) if allocable surplus is sufficient

Set-On / Set-Off
Excess allocable surplus can be set on for future years; deficit can be set off from future surpluses
(carried for 4 years)

12.3 Bonus Payment Timeline 2026

Date / Timeline Activity

March 31, 2026 Close of accounting year for most establishments

November 30, 2026 Statutory deadline to pay bonus (8 months from March 31, 2026 year-end)

Within 1 month of bonus
payment

Update Bonus Register (Form C) with details of payment

Annual return filing File annual return in Form D with the authority within 30 days of bonus payment date

12.4 Documentation Required
☐ Bonus Register (Form C) – name, salary, bonus payable, bonus paid, date of payment for each eligible employee

☐ Annual Return (Form D) – filed with the Inspector within 30 days of expiry of time limit for payment of bonus

☐ Allocable surplus computation statement signed by a director/partner/proprietor and the accountant

☐ Individual bonus calculation sheet for each employee (salary, capped wage, %, amount)

☐ Payroll records showing bonus disbursement (separate voucher or payslip line item)

☐ TDS records if bonus payment triggers TDS obligation for any employee

☐ Form C (Bonus Register) updated and available for inspection at all times

12.5 Bonus Act Audit Checklist
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☐ Identify all eligible employees (salary up to Rs.
21,000; 30+ working days in the year)

☐ Process bonus disbursement through payroll with
separate payslip

☐ Compute allocable surplus from audited accounts
as per formula under the Act

☐ Deduct TDS on bonus if applicable (add to annual
salary for TDS projection)

☐ Determine bonus percentage (8.33% minimum to
20% maximum) based on surplus

☐ Update Bonus Register (Form C) immediately after
payment

☐ Apply wage ceiling (Rs. 7,000 or higher of minimum
wage) for calculation

☐ File Form D with the Inspector within prescribed
time

☐ Obtain management approval for bonus
percentage before processing

☐ Retain records for at least 3 years for inspection

12.6 Penalty Risks
Failure to pay bonus within the statutory timeframe: prosecution under Section 28 of the Payment of Bonus Act; fine up

to Rs. 1,000 and/or imprisonment for the person responsible. Failure to maintain registers or submit annual return: fine

and direction to comply. Courts have also directed payment of interest on delayed bonus payments in labour dispute

adjudications.

GRAT

SECTION 13

GRATUITY COMPLIANCE
Eligibility, nominations, funding, service tracking & exit settlements.

13.1 Overview – Payment of Gratuity Act, 1972
The Payment of Gratuity Act, 1972 applies to every factory, mine, oil field, plantation, port and railway, and to every

shop or establishment employing 10 or more persons. Once covered, the Act continues to apply even if the headcount

falls below 10. Gratuity is payable to an employee on termination of employment after 5 years of continuous service

(resignation, retirement, superannuation, death or disablement). The formula is 15 days' wages for each completed year

of service (or part thereof exceeding 6 months), computed on the basis of the last drawn wages divided by 26. The

maximum gratuity payable is Rs. 20 lakhs (for non-government employees).

13.2 Gratuity Eligibility & Calculation

Parameter Detail

Minimum Service 5 continuous years of service (except in case of death or disability - no minimum required)

Formula 15/26 x Last Drawn Wages x Completed Years of Service

Maximum Amount Rs. 20,00,000 (20 Lakhs) - for private sector employees

Wage Definition Wages means basic + DA (for non-piece-rated workers); commission excluded

Part Year (>6 months) A part year of more than 6 months is counted as a full year

Tax Exemption Gratuity up to Rs. 20 lakhs is exempt from income tax for private sector employees; excess is taxable

Payment Timeline
Within 30 days of the date of exit (application within 30 days by employee; payment within 30 days of
receipt)

13.3 Annual Gratuity Compliance Activities
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Timing Activity

April
Review and update gratuity provision in books for all employees based on actuarial valuation or formula
approach

April
Verify nomination forms (Form F) are collected from all employees, including new joiners; update if family status
changed

Ongoing Track service years for all employees nearing 5-year milestone; alert HR/Finance for gratuity fund adequacy

On Exit
Compute gratuity entitlement within 7 days of exit date; obtain Form I (application) from employee; process
payment within 30 days

December Conduct annual gratuity audit: reconcile provision with actual liability; review funding status (insurance / trust)

Annually
Review gratuity insurance policy (if taken with LIC or private insurer) for adequacy of coverage; renew before
lapse

13.4 Documentation Requirements
☐ Form F (Nomination) – collected from every employee at the time of joining; updated on change of nominee

☐ Service register / employee master showing date of joining, designation and last drawn wages

☐ Form I (Application for Gratuity) received from the exiting employee or nominee

☐ Form L (Notice of Payment of Gratuity) issued to the eligible employee/nominee

☐ Form M (Notice rejecting claim) issued with reasons where claim is disputed

☐ Gratuity payment voucher / bank transfer record and acknowledgement from employee

☐ Notice to the Controlling Authority (Form N) in case of any dispute

☐ Gratuity provision statement in annual accounts (actuarial or formula-based)

13.5 Annual Audit Checklist
☐ All employees have valid Form F (nominations) on
file

☐ Pending gratuity claims (if any) resolved within 30
days of claim receipt

☐ New joiners' Form F collected within 30 days of
joining

☐ Gratuity insurance / group gratuity trust
adequately funded to cover full liability

☐ Gratuity provision computed correctly using last
drawn wages and completed service years

☐ Gratuity payments made to exiting employees
within statutory timelines

☐ Employees completing 5 years of service identified
and flagged in HR system

☐ No interest liability arising from delayed gratuity
payment (interest @ 10% p.a. under Section 7(3A))

REG

SECTION 14

STATUTORY REGISTERS MASTER CHECKLIST
10 mandatory registers, maintenance obligations & quarterly review schedule.

14.1 Overview
Statutory registers are mandatory records prescribed under various labour and employment laws. They must be

maintained in the prescribed format, updated contemporaneously (not retrospectively), kept at the establishment or

worksite, and produced on demand during an inspection. Failure to maintain registers, or maintaining them incompletely

or inaccurately, is an independent statutory violation attracting fines and adverse inferences in any labour dispute.

14.2 10 Mandatory Statutory Registers
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No
.

Register Key Contents Governing Act Update Frequency

1
Employee Register
(Form C / Muster)

All employees; name, DOJ, address,
designation, wages, date of leaving

Shops Act /
Factories Act /
CLRA

Immediately on joining

2
Attendance Register
(Form F)

Daily attendance including overtime, shift
timings

Shops Act /
Factories Act

Daily

3
Wage Register (Form
H)

Gross wages, all deductions, net wages
paid; signed acknowledgement

Payment of
Wages Act /
Shops Act

Each wage payment date

4
Leave Register (Form
G)

Leave taken, balance, encashment; each
employee's full leave history

Shops Act /
Factories Act

On every leave availed/credited

5 Overtime Register
Pre-approval, hours worked beyond
normal hours, OT wage paid

Factories Act /
Shops Act

On each OT occasion

6
Accident Register
(Form 35 / prescribed
form)

All accidents (minor and major); date,
nature, treatment, lost workdays

Factories Act / ESI
Act

Within 24 hours of accident

7 Fine Register (Form B)
Reasons for fine, amount, approval,
recovery from wages

Payment of
Wages Act

Before any fine is imposed

8
Deduction Register
(Form C PW)

All wage deductions other than statutory
(loan, advance, damage); reasons and
employee consent

Payment of
Wages Act

On each deduction

9
Contract Labour
Register

Contractor name, licence number, number
of workers, nature of work, wages paid
(maintained by principal employer)

CLRA Act
Before contractor engagement
begins; updated monthly

10
Inspection / Visit
Register

Inspector's visits, directions given,
compliance actions taken

Multiple Acts On each inspection visit

14.3 Quarterly Review Schedule
Q1 Review (April)

☐ Verify all 10 registers are opened / continued for FY2026-27

☐ Confirm new joiners added to employee register within 30 days

☐ Check attendance register is updated daily for Jan-Mar entries

☐ Confirm wage register is signed by each employee after March salary

☐ Verify leave register reflects carry-forward from FY2025-26

Q2 Review (July)

☐ Audit attendance register completeness for Apr-Jun period

☐ Spot-check wage register against payroll report for Apr-Jun

☐ Verify overtime register approvals and payments match payroll

☐ Review accident register for any incidents in Q2; check reporting compliance

☐ Verify contractor labour register updated for any contractor changes

Q3 Review (October)

☐ Audit registers for Jul-Sep; compare with HR system / payroll data

☐ Verify exits are recorded in employee register within 30 days of leaving

☐ Check fine register: verify due process followed for all deductions
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☐ Review deduction register against wage register for consistency

☐ Prepare inspection readiness folder with all registers and recent challans

Q4 Review (January)

☐ Complete annual register audit for all 10 registers

☐ Identify and rectify any gaps or illegible entries before FY close

☐ Ensure inspection / visit register is updated for any inspector visits in H2

☐ Prepare register index / summary for year-end compliance file

☐ Archive completed registers in physical/digital compliance storage
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SAFE

SECTION 15

HEALTH, SAFETY & WORKPLACE COMPLIANCE
Fire safety, first aid, POSH, accident reporting & risk assessment.

15.1 Overview
Workplace health and safety compliance encompasses obligations under the Factories Act, 1948 (for factories), the

Kerala Shops and Commercial Establishments Act (for offices/shops), the Building and Other Construction Workers Act

(for construction sites) and the Sexual Harassment of Women at Workplace (Prevention, Prohibition and Redressal) Act,

2013 (POSH) – which applies to every establishment with one or more women employees. Together, these obligations

require employers to create safe, healthy and dignified workplaces and to establish formal mechanisms for addressing

safety incidents and harassment complaints.

15.2 Annual Safety Compliance Calendar

Month Activity Key Action / Note

January
Annual fire safety inspection; test all
extinguishers, alarm systems and fire exits

Fire drill for all staff; review evacuation plan

February
First aid box audit; restock all consumables;
verify first-aiders are trained

Check first aider certification validity

March
Annual workplace safety audit; review all
machinery guards, electrical safety,
housekeeping

Factories Act licence renewal for next year if due

April
Update emergency contact list and first
responder assignments for FY2026-27

Pin updated emergency contact list on every floor/worksite

June
Mid-year safety review; analyse H1
near-misses and minor incidents

Update risk register based on H1 findings

July
POSH Internal Committee (IC) constitution
review – verify member terms; fill any
vacancies

IC tenure is 3 years; ensure continuity of external member

August
POSH awareness training for all new joiners
and refresher for existing staff

Training attendance record maintained by IC

Septembe
r

Conduct monsoon-related safety review (slip
hazards, electrical hazards, drainage)

Festival season safety briefing for extended hours/overtime operations

October
Risk assessment update – new equipment,
new processes, new worksites

Document risk assessment; implement control measures

Novembe
r

POSH Internal Committee annual report
preparation (Section 21 – report to employer)

IC reports number of complaints received, disposed, pending, and
remedies recommended

December
Annual safety compliance review; compile all
inspection reports, certifications, drill records

File POSH IC annual report with employer; employer includes it in
Annual Report (Pvt Ltd)

15.3 POSH Compliance – Key Requirements

Requirement Detail

Internal Committee (IC)
Constitution

Mandatory for every establishment with 10+ employees; must include Presiding Officer (senior
woman), 2 members from employees, and 1 external member (from NGO/legal background)

POSH Policy
Written policy on prevention and prohibition of sexual harassment; communicated to all employees at
joining and displayed at workplace
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Requirement Detail

Awareness Training Annual training for all employees; induction training for new joiners; special training for IC members

Complaint Mechanism
Written complaints within 3 months of incident; IC must complete inquiry within 90 days; action within
60 days of report

Annual Report (IC to
Employer)

IC submits annual report by January 31 each year; employer includes it in Annual Report (for
companies)

Annual Report (Employer
to District Officer)

Employer files annual report with the District Officer under the POSH Act – number of complaints,
disposition, action taken

External Member
IC must have at least one external member from an NGO working in the field of women's
empowerment or a person familiar with women's rights issues; compensation per complaint handling
as agreed

15.4 Annual Health, Safety & POSH Compliance Checklist
☐ Fire NOC obtained / renewed for the premises from
Fire & Rescue Services Department

☐ POSH policy document available in local language;
displayed on notice boards and HRMS

☐ Fire extinguishers installed at prescribed locations;
pressure tested annually

☐ POSH awareness training conducted annually;
attendance records maintained by IC

☐ Fire evacuation drill conducted at least twice a
year; drill records maintained

☐ IC annual report received from IC by January 31;
filed with District Officer

☐ First aid boxes maintained at all floors/worksites
with prescribed supplies

☐ Workplace risk assessment conducted and
documented; updated after any incident or process
change

☐ At least one trained first-aider available per shift at
each location

☐ Electrical safety audit conducted annually; earthing
tested and certified

☐ Accident register maintained; all accidents (minor
and major) reported within 24 hours

☐ Emergency exits clear and unobstructed at all
times; emergency lighting functional

☐ ESIC notified of any employment injury within
prescribed timelines

☐ Chemical / hazardous material handling (if any)
compliant with applicable rules; MSDS available

☐ POSH Internal Committee constituted with correct
composition and displayed at workplace
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PVT

SECTION 16

PRIVATE LIMITED COMPANY COMPLIANCE
Board meetings, AGM, ROC filings, DIR-3 KYC, AOC-4, MGT-7 & director compliance.

16.1 Overview
Private Limited Companies registered under the Companies Act, 2013 are subject to ongoing compliance obligations to

the Registrar of Companies (RoC), MCA21 portal, SEBI (if applicable), Income Tax Department and other regulators.

Key annual filings include the financial statements (AOC-4), annual return (MGT-7), Director KYC (DIR-3), disclosure of

beneficial ownership and various event-based forms. Non-compliance attracts additional fees, penalties on directors and

the company, and in serious cases, disqualification of directors or striking off the company.

16.2 Annual Compliance Calendar for Private Limited Companies

Date / Timing Compliance Key Notes

March 31
Financial year-end; close books; finalise
audit engagement

FY2025-26 ends; initiate statutory audit

April 30
Hold Board Meeting to approve
provisional accounts / Q4 results

Pass board resolution; update minute book

June 30
Annual General Meeting (if AGM within 6
months of FY end) - OPC: no AGM
required

For FY2025-26 if approved by shareholders within 6 months

July 31
DIR-3 KYC (Director Identification
Number KYC)

Every director holding DIN must file DIR-3 KYC on MCA portal
annually

August 31
Adoption of financial statements at AGM
(within 6 months of FY end for private
companies)

Section 96 – AGM within 6 months (Sept 30 for March year-end);
financial statements adopted

September 30
AGM (final deadline for March 31 FY
end)

Private companies get 6 months from FY close; AGM or OPC Board
Meeting

October 31
AOC-4 – Filing of Financial Statements
with RoC

Within 30 days of AGM / 6 months from FY end; includes balance
sheet, P&L, auditor's report

November 29
MGT-7A – Annual Return filing with RoC
(small companies)

Within 60 days of AGM; MGT-7 for others

December 31
MSME Form-I – Declaration of MSME
dues outstanding beyond 45 days

Half-yearly return (Apr-Sep period); first half due Oct 31; second
(Oct-Mar) due Apr 30

December 31
DPT-3 – Return of deposits / outstanding
loans

Annual return for all companies with loans/deposits not being a
'deposit'

Ongoing
Board Meetings – minimum 4 per year;
not more than 120 days gap between two

Section 173; pass and sign minutes within 30 days

Ongoing
Statutory Registers – Members,
Directors, Charges, Contracts, Loans etc.

Maintain at registered office; available for inspection; update within 7
days of any change

16.3 Director Compliance Checklist
☐ DIR-3 KYC filed annually by July 31 for every director holding an active DIN

☐ Disclosure of interest (Form MBP-1) given to the company at each Board meeting and updated on any new interest

☐ Disclosure of non-disqualification under Section 164(2) given to the company at every AGM

☐ Director not a director of more than 20 companies (max 10 public companies)
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☐ Independent director (if applicable) compliance with databank registration under MCA

☐ Loan to directors (Section 185) – ensure no prohibited loans given; any permitted loans documented

☐ Related party transactions approved by Board; RPT register maintained

16.4 Penalty Exposure

Non-Compliance Penalty / Consequence

Late AOC-4 / MGT-7 filing Additional fee of Rs. 100 per day per form after the due date; ongoing until filed

Non-holding of Board Meeting /
AGM

Penalty on company and every officer in default under Section 99 / 173

DIR-3 KYC not filed DIN deactivated; director cannot sign any board resolution or form until KYC is filed

Statutory registers not
maintained

Penalty under Section 88 / 186 / relevant section; fine up to Rs. 1 lakh + ongoing per day
penalty

Company struck off (Section
248)

Continuous non-filing for 2 years can lead to striking off by RoC; directors disqualified under
Section 164(2)

LLP

SECTION 17

LLP COMPLIANCE
Form 11, Form 8, annual returns, partner compliance & penalty exposure.

17.1 Overview
Limited Liability Partnerships (LLPs) registered under the Limited Liability Partnership Act, 2008 must file annual returns

(Form 11) and statements of accounts (Form 8) with the Registrar of Companies. LLPs are also subject to income tax,

GST, TDS and labour law obligations applicable to their business activities. While LLP compliance is lighter than a

company, penalties for non-filing are significant and can lead to compounding fees, striking off and partner liability.

17.2 LLP Annual Compliance Calendar 2026

Date / Timing Compliance Key Notes

March 31
Financial year-end for LLPs;
close books and finalise accounts

May 30 Form 11 – Annual Return of LLP
Details of partners, contribution, body corporate summary; due within 60 days
of FY close

October 30
Form 8 – Statement of Account &
Solvency

Financial statements (balance sheet + income statement) for FY2025-26;
signed by designated partners; due within 30 days of 6-month period from FY
close

October 31
Tax Audit (if applicable) and ITR
filing

LLPs with turnover above Rs. 1 Crore require tax audit under Section 44AB;
ITR filing due October 31

July 31 ITR for LLPs not requiring audit
Annual income tax return for LLPs with turnover below Rs. 1 Crore (verify
CBDT schedule each year)

Ongoing
GST returns (GSTR-1 and
GSTR-3B) as per turnover and
GST registration

Same obligations as any other registered taxpayer

Ongoing
TDS deductions and deposits for
all applicable payments

LLPs are liable as deductors for all applicable TDS sections
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Date / Timing Compliance Key Notes

Ongoing
PF/ESI compliance if applicable
based on employee headcount

Same obligations as a company or partnership firm

Annual Partner KYC and DPIN validation
Designated Partners must have valid DPIN/DIN; update any changes via
Form 4

17.3 LLP Penalty Exposure

Non-Compliance Penalty / Consequence

Late Form 11 filing Rs. 100 per day per form after due date; no cap – penalty accrues until filed

Late Form 8 filing Rs. 100 per day per form after due date; no cap

Non-filing for 3 years
LLP liable to be struck off by RoC under Section 75; partners remain liable for pre-striking-off
obligations

Non-maintenance of books of
account

Penalty on LLP and designated partners under Section 34 of LLP Act

Fraudulent conduct of business Designated partners personally liable without limitation of liability protection

Non-compliance with
GST/TDS/PF/ESI

Same penalties as applicable to any other business entity

17.4 LLP Compliance Checklist
☐ LLP Agreement is filed with RoC and reflects
current partner composition and profit-sharing

☐ TDS deducted, deposited and returns filed
quarterly (same as company obligations)

☐ Form 11 filed by May 30 every year with accurate
partner and contribution details

☐ PF/ESI registered (if applicable) and contributions
paid monthly

☐ Form 8 filed by October 30 with Board-certified
financial statements

☐ Partner DPIN/DIN active and KYC updated; any
partner change filed via Form 4

☐ Income tax return filed within due date (July 31 for
non-audit; October 31 for audit cases)

☐ LLP registered office address is valid and updated
with RoC; physical mail accessible

☐ GST returns filed monthly/quarterly as per
registration type and QRMP opt-in status

☐ Books of accounts maintained at registered office;
retained for at least 8 years



FOGS CONSULTANTS Kerala HR, Payroll & Business Compliance Master Calendar 2026

Fogs Consultants +91 88919 09965  |  info@fogsconsultants.com  |  www.fogsconsultants.com Page 48

SCORE

SECTION 18

COMPLIANCE HEALTH SCORECARD
Self-assessment tool to score your business across 10 compliance domains.

18.1 How to Use This Scorecard
Rate your establishment on each of the 10 compliance domains below. For each domain, award yourself the score that

best reflects your current compliance status. Add up your total score and refer to the rating band at the end. This

scorecard is a self-assessment tool; it does not constitute a professional compliance audit. For a detailed compliance

health check, contact Fogs Consultants.

Domain What Full Compliance Looks Like Scoring Guide (0 / 5 / 10) Score

1. PF (Provident Fund) Contributions paid on time every month; ECR filed;
all employees have UAN; KYC complete;
nominees updated; exits processed within 7 days

0 – Never filed/Not registered
5 – Registered, occasional delays
or KYC gaps
10 – Fully compliant, no pending
issues

_____ /
10

2. ESI (Employee State
Insurance)

Contributions paid by 15th every month; all eligible
employees registered; IP numbers active; exits
updated; accident reports filed; family declarations
collected

0 – Not registered despite
applicability
5 – Registered, some delays or
missing registrations
10 – Fully compliant

_____ /
10

3. GST GSTR-1 and 3B filed every month; ITC reconciled
with 2B; no notices pending; annual return filed;
e-way bills complied

0 – Not registered or nil filer with no
activity
5 – Registered, filing with
occasional gaps or ITC issues
10 – Zero notices, timely filing,
clean ITC

_____ /
10

4. Payroll Compliance Wages paid within due date; payslips issued;
minimum wages complied; statutory deductions
correct; full & final settlements done timely

0 – Wages delayed, no payslips, no
register
5 – Wages on time, basic records
maintained
10 – Full payroll compliance with
audit trail

_____ /
10

5. Labour Law
(Registers & Acts)

All 10 registers maintained and current; Shops Act
registration valid; Bonus and Gratuity paid; KLWF
remitted; minimum wages verified

0 – No registers, unregistered
5 – Basic registration, partial
registers
10 – All registers, all filings,
inspection-ready

_____ /
10

6. Kerala Labour
Welfare Fund (KLWF)

Both half-yearly contributions remitted by June 30
and December 31; register maintained; return filed

0 – Not contributing
5 – Contributing, one period
delayed
10 – Fully compliant

_____ /
10

7. POSH Compliance IC constituted with correct composition; policy
displayed; annual training done; IC annual report
received; report filed with District Officer

0 – No IC, no policy
5 – IC exists, training irregular,
report not filed
10 – Fully compliant IC, training,
annual reports

_____ /
10
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8. Contract Labour
Compliance

CLRA registration obtained (if applicable); all
contractors have valid Labour Licences; monthly
PF/ESI certificates collected; muster rolls
maintained at worksite

0 – No registration, no licence
verification
5 – Registration done, partial
contractor monitoring
10 – Full contractor compliance
monitoring

_____ /
10

9. Safety Compliance Fire NOC valid; extinguishers tested; drills
conducted twice yearly; first aid boxes stocked;
accident reports filed; risk assessment
documented

0 – No fire safety, no first aid, no
drills
5 – Basic fire safety; drills irregular
10 – Fully compliant with records

_____ /
10

10. Corporate
Compliance (Pvt Ltd /
LLP)

AOC-4, MGT-7 (or Form 8, Form 11 for LLP) filed
on time; AGM/Board meetings held; DIR-3 KYC
done; statutory registers maintained

0 – Filings missed, DIN deactivated
5 – Most filings done, occasional
delays
10 – All filings on time, clean MCA
record

_____ /
10

TOTAL COMPLIANCE SCORE _____ / 100

18.2 Score Interpretation

90 – 100 EXCELLENT
Your compliance posture is strong. Continue regular monitoring, annual audits and
team training.

75 – 89 GOOD
Minor gaps exist. Identify the low-scoring domains and create a 30-day action plan
with ownership.

50 – 74
NEEDS
IMPROVEMENT

Material compliance risks present. Schedule a professional compliance audit within
60 days.

Below 50
HIGH
COMPLIANCE
RISK

Significant penalty exposure. Engage a compliance advisor immediately to avoid
regulatory action.

Take Action: Book a Free Compliance Health Check with Fogs Consultants. Call +91 88919 09965 or email

info@fogsconsultants.com to schedule your session.
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TABLE

SECTION 19

2026 COMPLIANCE DEADLINE MASTER TABLE
Every recurring statutory obligation in 2026 in one quick-reference table.

19.1 Complete 2026 Deadline Reference
The table below covers every major recurring compliance obligation applicable to Kerala businesses in 2026. Pin this to

your notice board or compliance dashboard and review it at the start of each month.

Compliance Authority Frequency Due Date Penalty Risk Responsible

EPF Contribution + ECR EPFO Monthly
15th of every

month

HIGH – 25% p.a.

damages + 12%

interest

HR / Payroll

ESI Contribution ESIC Monthly
15th of every

month

HIGH – 25% damages

+ 12% interest
HR / Payroll

TDS Deposit (non-salary

+ salary)

Income Tax

Dept.
Monthly

7th of following

month (30 Apr for

March)

HIGH – 1-1.5% p.m.

interest + penalty
Finance / Accounts

GSTR-1 (Monthly filers)
GST Council /

CBIC
Monthly

11th of every

month

MEDIUM – Late fee

Rs. 50/day
Accounts / GST

GSTR-3B + Tax Payment
GST Council /

CBIC
Monthly

20th of every

month

HIGH – 18% p.a.

interest on late tax
Accounts / GST

Professional Tax (where

applicable)

Kerala Local

Bodies

Monthly /

Quarterly

As per local body

schedule

MEDIUM – Fine +

arrears
Payroll

Minimum Wage

Compliance

Kerala

Labour Dept.
Ongoing

Every wage

payment

HIGH – Criminal

prosecution
HR / Payroll

Wage Disbursement

(Payment of Wages Act)
Labour Dept. Monthly

By 7th / 10th of

following month

MEDIUM – Fine +

wage recovery
Payroll

TDS Return Q1 (Apr-Jun)
Income Tax

Dept.
Quarterly 31 July 2026

HIGH – Rs. 200/day

late fee
Finance

TDS Return Q2 (Jul-Sep)
Income Tax

Dept.
Quarterly 31 October 2026

HIGH – Rs. 200/day

late fee
Finance

TDS Return Q3 (Oct-Dec)
Income Tax

Dept.
Quarterly 31 January 2027

HIGH – Rs. 200/day

late fee
Finance

TDS Return Q4 (Jan-Mar

2026)

Income Tax

Dept.
Quarterly 31 May 2026

HIGH – Rs. 200/day

late fee
Finance

GST Quarterly ITC

Reconciliation
Internal Quarterly

Before GSTR-9

filing

HIGH – Reversal +

24% interest
Accounts

Kerala Labour Welfare

Fund H1 (Jan-Jun)
KLWF Board Half-yearly 30 June 2026

MEDIUM – Interest +

penalty
HR / Payroll

Kerala Labour Welfare

Fund H2 (Jul-Dec)
KLWF Board Half-yearly 31 December 2026

MEDIUM – Interest +

penalty
HR / Payroll

ESI Half-Yearly Return

(Oct-Mar)
ESIC Half-yearly 30 June 2026

LOW – Administrative

penalty
HR

ESI Half-Yearly Return

(Apr-Sep)
ESIC Half-yearly 31 December 2026

LOW – Administrative

penalty
HR
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Compliance Authority Frequency Due Date Penalty Risk Responsible

Advance Tax 1st

Instalment (15%)

Income Tax

Dept.

Annual

(quarterly pay)
15 June 2026

MEDIUM – Interest

u/s 234C
Finance

Advance Tax 2nd

Instalment (45%)

Income Tax

Dept.

Annual

(quarterly pay)
15 Sep 2026

MEDIUM – Interest

u/s 234C
Finance

Advance Tax 3rd

Instalment (75%)

Income Tax

Dept.

Annual

(quarterly pay)
15 Dec 2026

MEDIUM – Interest

u/s 234C
Finance

ITR Filing (Non-audit)
Income Tax

Dept.
Annual 31 July 2026

MEDIUM – Late fee

Rs. 5,000-10,000
Finance

Tax Audit Report

(3CA/3CB-3CD)

Income Tax

Dept.
Annual 30 Sep 2026

HIGH – 0.5% of

turnover penalty
Finance / CA

ITR Filing (Audit cases)
Income Tax

Dept.
Annual 31 October 2026

HIGH – Late fee +

penalty
Finance

Form 16 (Salary TDS

Certificate)

Income Tax

Dept.
Annual

15 June 2026 (for

FY2025-26)

HIGH – Penalty to

employer
Payroll

GSTR-9 Annual Return

(FY2025-26)

GST Council /

CBIC
Annual 31 October 2026

MEDIUM – Late fee

Rs. 200/day
Accounts / GST

GSTR-9C Reconciliation

(FY2025-26)

GST Council /

CBIC

Annual (>Rs. 5

Cr)
31 October 2026

HIGH – Penalty +

audit proceedings
Accounts / CA

Shops & Establishments

Renewal

Kerala

Labour Dept.
Annual

Before expiry

(varies by local

body)

HIGH – Operating

without renewal is

offence

HR / Admin

Payment of Bonus Labour Dept. Annual

Within 8 months of

FY close (by Nov

30 for Mar FY)

HIGH – Prosecution +

imprisonment
HR / Finance

Annual Return – Contract

Labour (CLRA)
Labour Dept. Annual February end

MEDIUM – Licence

cancellation
HR

POSH IC Annual Report

to Employer

Internal /

Employer
Annual January 31

HIGH – Penalty under

POSH Act
HR / IC

POSH Annual Report to

District Officer

District

Officer
Annual

As per district

office schedule

HIGH – Penalty under

POSH Act
HR

DIR-3 KYC (Directors) MCA / RoC Annual 31 July 2026
HIGH – DIN

deactivation
Directors / CS

AGM (Private Company) MCA / RoC Annual
Within 6 months of

FY close (Sep 30)

HIGH – Penalty on

company + officers
Directors / CS

AOC-4 (Financial

Statements)
MCA / RoC Annual 30 October 2026

HIGH – Rs. 100/day

additional fee
Finance / CS

MGT-7A / MGT-7 (Annual

Return)
MCA / RoC Annual

29 November 2026

(within 60 days of

AGM)

HIGH – Rs. 100/day

additional fee
CS / Directors

DPT-3 (Deposits / Loans) MCA / RoC Annual 30 June 2026
HIGH – Penalty +

compounding
Finance / CS

MSME Form-I (MSME

dues)
MCA / RoC Half-yearly

Oct 31 (Apr-Sep) /

Apr 30 (Oct-Mar)

MEDIUM – Penalty

under MSMED Act
Finance / CS

Form 11 – LLP Annual

Return
MCA / RoC Annual 30 May 2026

HIGH – Rs. 100/day,

no cap
Partners / CS

Form 8 – LLP Accounts &

Solvency
MCA / RoC Annual 30 October 2026

HIGH – Rs. 100/day,

no cap
Partners / CA
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Compliance Authority Frequency Due Date Penalty Risk Responsible

Fire Safety Inspection /

NOC Renewal

Fire &

Rescue Dept.
Annual

Before expiry of

NOC

HIGH – Operating

without NOC
Admin / Safety

Factories Licence

Renewal (if applicable)

Chief

Inspector of

Factories

Annual
Before December

31 each year

HIGH – Operating

without licence
Admin

Note: This master table is a reference guide. Due dates may shift when they fall on public holidays, and government

authorities periodically issue extensions. Always verify current dates on the official portal (EPFO, ESIC, GST, Income Tax,

MCA) or with Fogs Consultants before the compliance date.
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SECTION 20

ABOUT FOGS
CONSULTANTS

Our services, contact details and

your free compliance health check.

FOGS
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SECTION 20

About Fogs Consultants

Kerala's Trusted HR, Payroll & Labour Compliance Partner

Serving businesses across Ernakulam, Thrissur, Thiruvananthapuram and all Kerala districts.

OUR SERVICES

EPF Registration & Claims

ESI Registration & Compliance

Payroll Outsourcing

Labour Law Compliance

GST Filing

TDS Filing & Returns

Shops & Establishments Registration

Contract Labour Compliance

HR Advisory Services

Compliance Audit & Health Check

FOGS CONSULTANTS

Kongorpilly, Ernakulam, Kerala - 683518

+91 88919 09965

info@fogsconsultants.com

www.fogsconsultants.com

Book Your Free Compliance Health Check Today

Helping Kerala businesses stay compliant, avoid penalties and focus on growth.


