Advanced Compliance Strategies:
Monthly and Annual Maintenance

This comprehensive guide outlines essential compliance maintenance strategies for HR professionals and compliance officers.
The document provides structured checklists for both monthly and annual compliance activities, helping organizations maintain
regulatory adherence while minimizing risk. Following these guidelines will ensure your organization stays ahead of compliance
requirements through regular monitoring and systematic review processes.




Your Monthly HR Compliance
Checklist

Maintaining compliance requires consistent attention throughout the month. This structured approach ensures nothing falls
through the cracks and helps establish a rhythm for your compliance activities.
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* Process and document all ¢ Review time-off accruals, usage, compliance dashboard report
employee status changes in your and balance accuracy e Document and address all
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Implementing Your Monthly Checklist

For optimal results, assign specific owners to each compliance task and
establish clear documentation standards. Create a centralized tracking
system to monitor completion status, and schedule a monthly compliance
review meeting with key stakeholders to address any issues or patterns
requiring attention.

Consider using compliance management software to automate reminders
and standardize documentation. This systematic approach transforms
compliance from a reactive burden into a proactive strategic function
within your HR department.




Your Annual Compliance Deep Dive

While monthly maintenance keeps your compliance program on track, annual deep dives are essential for comprehensive reviews
and strategic planning. This calendar-based approach ensures you address all critical compliance areas throughout the year.

January - Legal Updates 1

Start the year by addressing regulatory changes:

e Comprehensively review federal and state

employment law changes oo . .
Py 8 B 2 March - Classification Review
e Update employee handbook and policies to
reflect new requirements Prevent costly misclassification issues:
* Schedule alegal compliance audit with  Audit all contractor relationships for proper

employment counsel classification

¢ Communicate key policy changes to G

Review job descriptions for accuracy and
management and employees

compliance alignment

o Assess exempt vs. non-exempt classifications
3 against current regulations

June - Training Assessment

¢ Document classification rationales for all
Ensure your training program meets compliance positions
requirements:

e Evaluate the effectiveness of current compliance
training
¢ Plan comprehensive annual training schedule

and budget 4L September - Records Audit

¢ Update safety protocols and emergency

Maintain proper documentation and information
response procedures

security:
¢ Review industry-specific certification
requirements » Review personnel files for completeness and
proper storage
¢ Purge outdated documents according to
November - Benefits & 5 retention schedule
Compens ation e Test backup systems and recovery protocols for
HR data
Address critical year-end compliance areas:  Audit access controls to confidential employee
e Conduct thorough pay equity analysis across information

demographics

¢ Review benefit plan compliance with current
regulations

e Prepare compliant communications for open
enrollment

¢ Document annual compensation review process

[ Compliance Calendar Best Practice

Build flexibility into your annual compliance calendar to accommodate unexpected regulatory changes or
organizational shifts. Assign executive sponsors to each major compliance initiative to ensure appropriate resources
and attention. Document completion of each phase to demonstrate your organization's commitment to compliance
should regulatory questions arise.

By following this structured approach to compliance maintenance, your organization can transform compliance from a reactive
burden into a strategic advantage. Regular reviews not only reduce legal and financial risk but also build a culture of integrity that
enhances your employer brand and supports organizational goals.




