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HR/Payroll KPI Implementation Checklist
2025

Complete roadmap for measuring success and implementing KPls in your

HR/Payroll operations

Implementation Progress Tracker

0% Complete (0/67 items checked)

Phase 1: Planning & Assessment

@ Expert Tip from JZ Payroll:
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Start with a comprehensive audit of your current payroll processes. This
foundation phase is critical for identifying gaps and establishing baseline
metrics for improvement measurement.

)

)

Conduct Current State Analysis: Document existing payroll processes,
systems, and performance metrics

\

)

[

Define Business Objectives: Align KPI goals with overall business strategy
and company culture

.

[

Stakeholder Identification: Map all key stakeholders (HR, Finance, IT,
Leadership, Employees) ( MEDIUM

[

Compliance Requirements Review: Identify all Indian regulatory
requirements (PF, ESI, TDS, Labor Laws) { MEDIUM

pe

[

Budget Allocation: Determine budget for KPI implementation, technology,

and training

[

Timeline Development: Create realistic implementation timeline with

\

milestones ( MEDIUM

[

Risk Assessment: Identify potential risks and mitigation strategies
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Phase 2: KPl Framework Design

@ Expert Tip from JZ Payroll:

Focus on SMART KPlIs that are Specific, Measurable, Achievable, Relevant, and
Time-bound. Our experience shows that 15-20 well-defined KPIs are more
effective than 50+ loosely defined metrics.

e

[

Operational Efficiency KPIs: Define payroll processing time, accuracy rate,
cost per employee

.

e

[

Compliance KPIs: Establish compliance score, audit readiness, statutory

filing accuracy (Gllelx

[

Employee Experience KPIs: Create satisfaction scores, query resolution

time, self-service adoption (MEDIUM

[

Strategic Business KPIs: Design ROI metrics, scalability indicators, vendor

performance scores MEDIUM

e

[

DEI Integration KPIs: Include pay equity analysis, inclusive benefit uptake,
diversity metrics

[

Hybrid Work KPIs: Address location-based allowances, remote work
compliance, digital efficiency { MEDIUM
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4

Benchmark Standards: Research industry benchmarks and best practices
for comparison

)

)

Target Setting: Establish realistic targets and improvement goals for each

.

Phase 3: Technology & Infrastructure

Implementation

@ Expert Tip from JZ Payroll:

Invest in scalable technology solutions that can grow with your organization.
Cloud-based platforms with APl integration capabilities ensure long-term

sustainability and easier maintenance.

)

)

System Assessment: Evaluate current HRIS/payroll systems for KPI tracking

capabilities
[

Dashboard Platform Selection: Choose real-time dashboard solution with

mobile access
[]

Data Integration Setup: Configure automated data collection from all

.

)

\

relevant systems ( MEDIUM
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[

Al/Analytics Implementation: Deploy predictive analytics and automated
reporting features ( MEDIUM

)

)

Security Configuration: Implement data security measures and access

controls

)

Mobile Optimization: Ensure dashboard accessibility on mobile devices
MEDIUM

.

)

)

Backup & Recovery: Set up data backup and disaster recovery procedures
LOW

Phase 4: Data Collection & Baseline

Measurement

)

[

Historical Data Gathering: Collect 6-12 months of historical data for
baseline establishment @Gl

.

e

[

Data Quality Validation: Verify accuracy and completeness of collected

data

[
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Baseline Metrics Calculation: Calculate current performance levels for all
defined KPIs {MEDIUM

[

Data Governance Framework: Establish data ownership, quality standards,
and update procedures ( MEDIUM

pe

[

Automated Data Feeds: Configure automated data feeds from source
systems @Io

[

Exception Handling: Set up processes for handling data anomalies and
missing information { MEDIUM

Phase 5: Dashboard & Reporting

Visualization

@ Expert Tip from JZ Payroll:

Design dashboards with your end-users in mind. Executive dashboards should
focus on high-level trends, while operational dashboards need detailed,
actionable metrics. Use color coding and alerts for quick decision-making.

pe

[

Executive Dashboard Design: Create high-level overview dashboard for

leadership
[ —
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JZ Payroll Outsourcing & Contract
Staffing

15+ Years of Excellence in Payroll Solutions | Pan India Services
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e

[

Custom Report Builder: Provide tools for users to create custom reports
LOW

[

Scheduled Reporting: Configure automated report generation and
distribution { MEDIUM

)

[

Export Capabilities: Enable data export in various formats (PDF, Excel,

Csv)

Phase 6: Team Training & Change

Management

)

[
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Training Material Development: Create comprehensive training materials

and user guides (@Gllely

[

Role-based Training Sessions: Conduct training sessions tailored to
different user roles

pe

.

[

Super User Designation: Identify and train super users in each department
MEDIUM

[

Change Management Communication: Develop communication plan to
address resistance and concerns ( MEDIUM

pe

[

Help Desk Setup: Establish support channels for user queries and issues
LOW

[

User Feedback Collection: Create mechanisms for collecting user
feedback and suggestions ( MEDIUM

Phase 7: Compliance & Regulatory QEIEl

@ Expert Tip from JZ Payroll:
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\

)

.

e

Stay ahead of regulatory changes by building relationships with government
agencies and subscribing to official updates. Our compliance team monitors
50+ regulatory sources daily to ensure client compliance.

)

PF Compliance Tracking: Implement automated PF deduction accuracy

monitoring GG

)

ESI Compliance Monitoring: Set up ESI contribution accuracy tracking and

reporting

)

TDS Compliance Dashboard: Create TDS accuracy and filing timeliness

metrics @l
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