
Adļa±ced C¿«é�ua±ce Sčñačegueÿ: 
M¿±čh�ō a±d A±±ěa� Mau±če±a±ce
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.



Y¿ěñ M¿±čh�ō HR C¿«é�ua±ce 
Chec��uÿč
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.

1

Fuñÿč M¿±daō ReļueŁ
Start each month with a systematic 
check of critical compliance areas:

Audit all new hire paperwork for 
completeness and accuracy

Process and document all 
employee status changes in your 
HRIS

Identify employees with 
overdue or upcoming training 
requirements

Review all workers' 
compensation claims and safety 
incidents

Examine overtime patterns and 
approve legitimate exceptions

2

Paōñ¿�� Peñu¿d Taÿ�ÿ
During each payroll cycle, conduct 
these essential reviews:

Verify all wage calculations and 
deductions for compliance

Review time-off accruals, usage, 
and balance accuracy

Assess contractor vs. employee 
classifications for new 
engagements

Check for unauthorized 
schedule adjustments or time 
entry anomalies

3

E±d ¿f M¿±čh Wñaé-
Ué
Close each month with these critical 
compliance activities:

Generate and distribute your 
compliance dashboard report

Document and address all 
employee complaints or 
concerns

Update policy acknowledgment 
tracking for new or revised 
policies

Schedule follow-ups for any 
unresolved compliance issues

I«é�e«e±ču±g Y¿ěñ M¿±čh�ō Chec��uÿč
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.



Y¿ěñ A±±ěa� C¿«é�ua±ce Deeé Duļe
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.

1Ja±ěañō - Lega� Uédačeÿ
Start the year by addressing regulatory changes:

Comprehensively review federal and state 
employment law changes

Update employee handbook and policies to 
reflect new requirements

Schedule a legal compliance audit with 
employment counsel

Communicate key policy changes to 
management and employees

2 Mañch - C�aÿÿufucaču¿± ReļueŁ
Prevent costly misclassification issues:

Audit all contractor relationships for proper 
classification

Review job descriptions for accuracy and 
compliance alignment

Assess exempt vs. non-exempt classifications 
against current regulations

Document classification rationales for all 
positions

3Jě±e - Tñau±u±g Aÿÿeÿÿ«e±č
Ensure your training program meets compliance 

requirements:

Evaluate the effectiveness of current compliance 
training

Plan comprehensive annual training schedule 
and budget

Update safety protocols and emergency 
response procedures

Review industry-specific certification 
requirements

4 Seéče«beñ - Rec¿ñdÿ Aěduč
Maintain proper documentation and information 
security:

Review personnel files for completeness and 
proper storage

Purge outdated documents according to 
retention schedule

Test backup systems and recovery protocols for 
HR data

Audit access controls to confidential employee 
information

5N¿ļe«beñ - Be±efučÿ & 
C¿«ée±ÿaču¿±

Address critical year-end compliance areas:

Conduct thorough pay equity analysis across 
demographics

Review benefit plan compliance with current 
regulations

Prepare compliant communications for open 
enrollment

Document annual compensation review process

C¿«é�ua±ce Ca�e±dañ Beÿč Pñacčuce
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.


