Provident Fund Registration (Employer’s Code No. &

PF Nomination Formalities)

CRC to Apply for PF Registration (PF Employer’s Code No.)

ASR to prepare the application for Registration

(Annex. 1- Contains Application Format, List of supporting.)


ASR to submit the Application to PF Office


PF Office conducts Inspection at CRC Premises

PF Office allots (1) PF Code No. & (2) Section No.

On obtaining PF Code No, ASR to prepare 

Form 9 (Annex 2 - Details of Employees) 


CRC employee fills (1) Form 2 (Annex 3 – Employee PF Nomination Form) 

& (2) Form 11 (Annexure 4 -Declaration Form)

ASR to submit Form 9 & Form 2 to PF Office 


The Form 11 is maintained in the Employee Personal File 

ASR informs employee about PF A/c number. This is also reflected

In the monthly pay slip.


ASR to now begin maintaining the (Annex 5 - PF Eligibility Register)

Form Descriptions

1. Form 9 – Employee Details, which are self-explanatory. In this form the ASR to allot each employee a PF A/c number, typically starting from 1, 2, 3…… 

2. Form 2 -  Employee Nomination Form which again gives employee details. This form is mainly used to know the nominee details.

3. Form 11 – Declaration Form, which gives previous employment PF account details.

4. PF Eligibility Register consists of (a) Employee Information, (b) Employee PF/Pension Registration, Nomination and A/c details. (Consultant to maintain)

Provident Fund Monthly Compliance

The First Step for ASR is to maintain a salary register for the purpose of PF compliance 

(Salary-cum-Attendance Register format is based on the 

respective States’ Shops & Estt. Act)

ASR to update the salary register at the end 

of each month for purpose of salary payment. 

For PF monthly compliance, the Consultant/ASR is to calculate (Annex  1 - PF Employee/Employer Cont. Statement) based on details given in salary register. 

Consultant/ASR to prepare (Annex 2-PF Monthly Cont.

 Challan in A/c I, II, X, XXI & XXII) 


Deposit the Challan along with Payment Cheque drawn on ‘State Bank of India-PF A/c’ before 15th of every month and obtain receipted copy of challan from Bank.

ASR/Consultant to prepare Form 5 (Annex- 3 Details of Employee Joined during the month) & Form 10 (Annex-4 Details of Employee Left during the month) and Form 12-A (Annex -5 Details of monthly payment) along with Triplicate copy of the challan and submit it to PF Office before 25th of every month
ASR/Consultant to maintain the receipted of Contribution challan and Monthly Return like Form 5, Form 10 & Form 12-A for the purpose of inspection by PF Office.

Forms/Challan Description

	Sr No.
	Form/Other Information
	Description

	1
	PF Employee Cont.

@ 12.00%
	@ 12% of Basic Paid 

Entire Cont. of 12% goes to Employee PF A/c



	2
	PF Employer Cont.

@ 13.61%
	@ 12% of Basic Paid towards Employer PF

Cont. goes in 2 parts:

· 8.33% goes to Employer’s Pension A/c

· 3.67% goes to Employer PF Cont. A/c 

@ 1.61% towards Admin Charges as under:

1.1% of Basic – PF Admin. Charges

0.5% of Basic – EDLI Charges

0.01% of Basic – EDLI Admin. Charges

	3
	PF A/c Challan – A/c I
	Employee PF (12%) + Employer PF Cont.(3.67%)

	4
	PF A/c Challan – A/c II
	Employer Cont towards Admin Charges (1.1%) of Basic

	5
	PF A/c Challan – A/c X
	Employer Cont towards Pension (8.33%) of Basic

	6
	PF A/c Challan – A/c XXI
	Employer Cont towards EDLI Charges (0.5%) of Basic

	7
	PF A/c Challan – A/c XXII
	Employer Cont towards EDLI Admin. Charges (0.01%) of Basic

	8
	Form 5 (Monthly Return)
	Details of Employees joined during the month like PF A/c No., Name of Employee, Father/Husband Name & Date of Joining the Company & PF.

	9
	Form 10 (Monthly Return)
	Details of Employees left during the month like PF A/c No., Name of Employee, Father/Husband Name & Date of Leaving the Company & PF.

	10
	Form 12-A (Monthly Return)
	Details of Contribution Paid during the month thru PF Cont. challan along with Receipted Triplicate copy of the challan. 

	11
	Inspection Book
	PF Inspector records his observations during the time of inspection.


Provident Fund Annual Compliance

ASR/Consultant to prepare Form 3-A (Annex 1- Yearly Summary of Employee PF A/c)

From monthly PF Cont. Statement of March to February


ASR/Consultant to prepare Form 6-A 

(Annex 2- Summary of Form 3-A) From Form 3-A

ASR/Consultant to prepare Reconciliation Statement 

(Annex –3 Comparison of Cont. Due and Cont. Deposited) 

ASR/Consultant to submit Form 3-A/Form 6-A and 

Reconciliation Statement to PF Office before 30th April every year


Acknowledged copy of a Form 3-A & Form 6-A to be maintained 

for the purpose of inspection by PF Office

ASR/Consultant to provide inspection book at the time of inspection.

Forms Description

1. Form 3-A Yearly Summary of employee PF A/c which gives the details of Employees’ and Employer’s monthly PF contribution.

2. Form 6-A Summary of Form 3-A which gives the employees wise yearly detail of all the employees.

3. Reconciliation Statement which gives the comparison of PF contribution due for the year and PF contribution paid during the year.

ESI Registration (Employer’s Code No. )

CRC to Apply for ESI Registration (ESI Employer’s Code No.)

ASR to prepare the application for Registration

(Annex. 1- Contains Application Format, List of supporting.)


ASR to submit the Application to Regional ESI Office


ESI Office conducts Inspection at CRC Premises


ESI Office allots ESI Code No. 

Employees’ ESI Registration 

CRC Employee fills Form 1 (Annex 1-Declaration Form) 

along with group photograph of family including employee.


ASR/Consultant to fill Form 3(Annex 2-Return of Declaration Form)

In triplicate and submit it to ESI Local Office along with Form 1 within 

10 days from the date of joining of the employee


ASR/Consultant to collect TIC (Annex 3-Temporary I Card)

From ESI Local Office and to issue the same to employee 

(TIC is valid for 90 days)


ASR/Consultant to follow up for obtaining PIC 

(Annex 4 Permanent I Card) From ESI Local Office within 

15 to 90 days from the date of issue of TIC


ASR/Consultant to enter the ESI Insurance No of all the 

Employees in Form 7 [Regulation 32] 

(Annex-4 Return of Contribution)

ESI Monthly Compliance

The First Step for ASR is to maintain a salary register for the purpose of ESI compliance 

(Salary-cum-Attendance Register format is based on the 

respective States’ Shops & Estt. Act)


ASR to update the salary register at the end 

of each month for purpose of salary payment. 

For ESI monthly compliance, the Consultant/ASR is to calculate (Annex  1 - ESI Employee/Employer Cont. Statement) based on details given in salary register. 

Consultant/ASR to prepare (Annex 2-ESI Monthly Cont. challan) 


Deposit the Challan along with Payment Cheque drawn on ‘State Bank of India-ESI A/c’ before 21st of every month and obtain receipted copy of challan from Bank.
Forms/Challan Information

	Sr No.
	Form/Other Information
	Description

	ESI Salary includes Basic, DA and all allowances except Washing Allowance

	1
	Employee ESI Cont.

@ 1.75%
	@ 1.75% of Monthly Salary Paid (Max Salary Limit for ESI deduction is Rs.15000 p.m. and above Rs.15000 p.m., no ESI deduction to be made from employee’s salary. From 15000 wef 01/05/10

	2
	Employer ESI Cont.

@ 4.75%
	@ 4.75% of Monthly Salary Paid (Max Salary Limit for ESI deduction is Rs.15000 p.m. and above Rs.15000.m., no ESI deduction to be made from employee’s salary.

	3
	ESI Challan (A/c 1)
	This challan gives the details of Employees’ and Employer’s Cont for the particular month, to be deposited in the Bank.

	4
	Form 1 (Declaration Form)
	This form gives the details of employee’s family members and nomination thereof.

	5
	Form 3 (RDF) Return of Declaration Form
	This form shows the list of employees whose ESI Form 1 submitted to ESI Local Office & Insurance Number allotted by ESI Local Office

	6
	Form 6 (Return of Contribution)
	This form gives the details of employee wise contribution deposited with the Bank, to be submitted to ESI Local Office along with Triplicate copy of the challan on before 12th May (for Cont. Period Oct-Mar) and before 11th Nov (for Cont Period Apr-Sept)

	7
	Form 7 (Regulation 32) Register of Contribution
	This forms shows the ESI contribution of Employee on half yearly basis i.e. April –Sept and Oct – March every year. 

	8
	Form 16 (Accident Form)
	This gives the details of the employee and accident which is to be submitted to the ESI Local Office, Employee Dispensary within 24 hours if the accident is Fatal and within 48 hours if the accident is Normal.

	9
	Accident Register U/R 66
	This gives the detail information of Accident as per Form 16 submitted to Local Office. This register is required for observation of ESI Inspector at the time of inspection.

	10
	ESI Inspection Book
	ESI Inspector records his observations during the time of inspection.


ESI Half-Yearly Compliance

ASR/Consultant to prepare half-yearly return in 

Form 6 (Annex 1- Return of Contribution) based on 

Form 7 (Register of Contribution)

ASR/Consultant to submit Form 6 in triplicate 

along with Triplicate copy of receipted challan to ESI Local Office 

before 12th May for Cont Period Oct to Mar and 

11th Nov for Cont Period Apr to Sept.

ASR/Consultant to maintain the receipted copy of 

the returns for the propose of the inspection

ESI Compliance in case of Accident

ASR/Consultant to fill From 16 (Annex 1 Accident Report) 

Immediately on occurrence of accident

ASR/Consultant to submit the Form 16 in triplicate 

To ESI Local Office within 24 hours if the accident is Fatal 

And within 48 hours if the accident is Normal


ASR/Consultant to maintain the receipted copy of the

Accident Report for the purpose of inspection

ASR/Consultant to make detailed entry in the 

Accident Register on the basis of Form 16 submitted to 

ESI Local Office

Shops & Establishment Registration

ASR/Consultant to apply for Registration in Form ‘A’ 

(Annex 1 Shops & Estt. Regn. Form) along with necessary fees

and submit the same to Chief Inspector 

of Local Area/Municipal Corp.

Obtain (Annex 2 Form ‘D’ -Registration Certificate) from the Chief Inspector 


Display Registration Certificate on the 

main entrance/notice board


ASR/Consultant to maintain leave records 

as per the respective State’s Act

Shops & Establishment Registration Renewal

ASR/Consultant to submit Form ‘B’ (Annex 1 Renewal Form for Registration)

And submit it to Chief Inspector of Local Area as per the State’s Act


The Chief Inspector verifies the application &

Registers the establishment and issues a renewal certificate (Form ‘D’)

Shops & Establishment Annual Compliance

ASR/Consultant to submit annual return of Minimum Wages Act 

Before 31st Jan every year.


ASR/Consultant to submit The Annual Return of National & Festival Holidays

To Labor Dept. before 31st Jan every year


ASR/Consultant to submit The Annual return of S&E Act  to be sumitted to 

Labour ept. Before 31st Jan


ASR/Consultant to maintain following register for inspection

1. Register of employement  2. Register of Leave

3. Inspection Book  as per State’s Act.

Annual Bonus

The First Step for ASR is to maintain a salary register for the purpose of ESI compliance 

(Salary-cum-Attendance Register format is based on the 

respective States’ Shops & Estt. Act)


ASR to update the salary register at the end 

of each month for purpose of salary payment. 

ASR to calculate employeewise Total Basic & DA from April to March


ASR to calulate bonus @ 8.33% of Basic & DA

Of those employees who has completed Minimum 30days

In a financial year (Apr to Mar)


Enter the details of bonus calculated in Form ‘C’ (Annex 1 Bonus Register)

And distribute the bonus by obtaining signature on Form ‘C’

ASR to maintain Bonus Register for the purpose of inspection 

By Labour Officer

ASR to submit Annual Return (Annex 2 Form ‘D’) to 

Labour Commissioner’s Office 

HR  - CHECKLIST 
1 Employee Personal File:

2 Attendance Register as prescribed by the respective State’s Act

3 Salary Register as prescribed by the respective State’s Act

4 Provident Fund

a. PF/ESI Contribution Statement

b. PF Monthly Returns File

c. PF Annual Return File

d. ESI Half-yearly Return File

5 Pay slips

6 Leave Register

To be displayed on Notice Board

1 Shops & Estt. Registration Certificate.

2 List of Holidays.

3 Gratuity Authorization to receive Notice under Gratuity Act.

4 Form ‘U’– Gratuity Rules.

