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Verify Current Tax Compliance Status HIGH

Check all pending tax deposits, filings, and ensure no overdue obligations exist

Audit Active Employee Classifications HIGH

Review contractor vs employee classifications to prevent misclassification penalties

Secure Payroll System Access HIGH

Implement multi-factor authentication and review user access permissions

Check Minimum Wage Compliance MEDIUM

Payroll & Contract Staffing Management

🚨 IMMEDIATE ACTIONS (Complete Today)
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Verify all employees receive current minimum wage rates for their locations

Review Outstanding Overtime Calculations MEDIUM

Ensure accurate overtime calculations for the current pay period

Process Payroll Accurately HIGH

Verify hours, deductions, and calculations before processing

Generate and Distribute Pay Stubs HIGH

Ensure timely delivery of detailed wage statements to all employees

Update Employee Status Changes MEDIUM

Process new hires, terminations, and status changes promptly

Backup Payroll Data MEDIUM

Secure weekly backup of all payroll and compliance data

Review Time Tracking Compliance MEDIUM

Audit employee time records for accuracy and compliance

File Monthly Tax Returns HIGH

Submit all required federal, state, and local tax filings on time

Reconcile Payroll Accounts HIGH

Balance payroll liabilities and ensure accurate financial reporting

Update Compliance Documentation MEDIUM

Review and update policy manuals and compliance procedures

Conduct Benefits Administration Review MEDIUM

📅 WEEKLY COMPLIANCE TASKS

📊 MONTHLY COMPLIANCE REVIEW
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Process benefit enrollments, changes, and COBRA notifications

Review Contractor Compliance MEDIUM

Audit independent contractor relationships and documentation

Analyze Overtime Trends LOW

Review overtime patterns and implement cost control measures

File Quarterly Tax Returns HIGH

Submit Form 941 and state quarterly employment tax returns

Conduct Payroll Audit HIGH

Comprehensive review of payroll accuracy and compliance

Update Compliance Training MEDIUM

Refresh employee training on policies and regulatory changes

Review Wage and Hour Compliance MEDIUM

Audit break periods, meal times, and overtime calculations

Assess Technology Needs LOW

Evaluate payroll system performance and upgrade requirements

Prepare and File Year-End Tax Documents HIGH

Issue W-2s, 1099s, and file annual tax returns (940, 945, etc.)

Conduct Comprehensive Compliance Audit HIGH

Full review of all payroll and employment law compliance

Update Employee Handbook MEDIUM

📈 QUARTERLY STRATEGIC REVIEW

🎯 ANNUAL COMPLIANCE MILESTONES
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Revise policies to reflect current laws and best practices

Review Insurance and Benefits Plans MEDIUM

Evaluate and update workers' compensation and benefit offerings

Plan Compliance Budget for Next Year MEDIUM

Allocate resources for compliance technology, training, and consulting

Archive Compliance Records LOW

Properly store and organize records per retention requirements

Monitor Regulatory Changes HIGH

Stay updated on federal, state, and local employment law changes

Maintain Accurate Record Keeping HIGH

Ensure all employee and payroll records are current and accessible

Provide Employee Training MEDIUM

Regular training on policies, procedures, and compliance requirements

Review Vendor Compliance MEDIUM

Ensure all service providers meet compliance standards

Implement Best Practices LOW

Continuously improve processes based on industry standards

Remember: This checklist should be customized based on your specific business needs, industry
requirements, and jurisdictions. Regular consultation with legal and tax professionals is

recommended.
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🔄 ONGOING COMPLIANCE ACTIVITIES
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