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& Per Month)
Providing EPF & Payroll Consultancy Decided by
To Maintain following process nstitute
e Wages Register/Salary register salary

e Bank sheet for salary process Structure

e Employees Salary slip

To Upload statutory Compliances Challan/Returns on | Monthly

Government Portal : Basis
e To register New employee in EPF Portal
e To link KYC of employee
! e Toleft EXIT employee 01
e To upload monthly contribution of employees Nos.
To Update EPF Documentations: Yearly &
e Yearly EPF Form 5A profile linking & | Monthly
updation. Basis

e DSC & E-sing linking & updation process
e EPF Employee KYC approval Process
To Maintain Employee KYC documentations and | Monthly
Files Basis

To Maintain Employee Master Data (Incl. Employees | Joining &
Personal, Family, Educational etc.) Exit Basis




All Above Documentation Process Monthly
Basis

Any other Guidance, Supports & Supervision on all As per
your Admin. Related work Request
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Providing EPF & Payroll Consultancy Decided by
To Maintain following process institute
»  Wages Register/Salary register salary
»  Bank sheet for salary process Structure
¢ Employees Salary slip
To Upload statutory Compliances Challan/ Returns on Monthly
Government Portal : Basis
s To register New employee in EPF Portal
s  TolinkKYC of employee
s Toleft EXIT employee
! ¢ Toupload monthly contribution of employees
To Update EPF Documentations: Yearly & 01
e  Yearly EPF Form 5A profile linking & updation. Monthly Nos.
*  DSC & E-sing linking & updation process Basis
¢« BPF Employee KYC approval Process
To Maintain Employee KXYC documentations and Files Monthly
Basis
To Maintain Employee Master Data (Incl. Employees | Joining &
Personal, Family, Educational etc.) Exit Basis
All Above Documentation Process Monthly
Basis
Any other Guidance, Supports & Supervision on all your As per
Admin, Related work Request
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