   H.  R    AND   ADMINISTRATION   REQUIRED  REGISTERS , FILES,AND FORMS.


1) ATTENDENCE REGISTER (DAILY)
2) MUSTER CARD
3) SALARY RAGISTER
4) P F RAGISTER ( 12% ON BASIC)
5) LEAVE REGISTER
6) O.T. REGESTER
7)  FORM.NO.5 (NEW JOING)MONTHLY REPORT
8)  FORM.NO.10 (LEFT THE JOB) MONTHLY REPORT
9) P.F. FORM.NO.13 (TRANSFER)
10) P.F. FORM.NO  10A&     (WITHDRAWAL) 
11) C.L. REGISTER ( YEARLY 12)
12) E.L. REGISTER (AFTER COMPLETING 240 DAYS ATTENDANCE, 5%, CALCULATION JAN. TO DEC.)
13) PROFESSIONAL TAX MONTHLY PAID ON SALARY RANGE    UPTO 5000/- NIL,5000/- TO 8000/-RS.60/-,8000/-TO 10000/- RS.100/-,10000/- TO 15000/- RS.150/- 15000/-ABOVE 200/-
14) EMPLOYEES STATE INSURANCE 1.75%ON GROSS SALARY (EMPLOYEES CONTRIBUTION),            4.75% ON GROSS SALARY (EMPLOYER CONTRIBUTION), YEARLY RETURN: 1.04. TO 31.03                                                          
HALF YEARLY RETURN: 1.04 TO 30.09 & 1.10 TO 31.03 
15) EMPLOEES WELFARE FUND, YEARLY ONCE PAID BEFORE 15.01 (  EMPLOYEES CONTRIBUTION RS.3/-PER HEAD,EMPLOYER CONTRIBUTION RS.6/- PER HEAD )
16) EMPLOYEES GROUP INSURANCE TO BE PAID BY EMPLOYER
17) LABOUR LICENCE TO BE RENEUAL ED YEARLY( RENEUAL  CHARGE RS 0 .90/-PER LABOUR )
18) YEARLY BONUS TO BE CALCULATED 1.04 TO 31.03 ON ATTENDANCE BASIS
                                        


