Annual Compliance Monitoring Calendar

2024
Company/Department:

Prepared By:

Date:

/ 12024

Compliance Activity Schedule

Responsible

Compliance Requirement Person Deadline

Annual Financial Audit John Doe 31 Mar 2024
Statutory Tax Filing Mary Smith 30 Jun 2024
Internal Policy Review Jane Connor 31 Dec 2024

Employee Compliance Training  Michael Chen 15 Sep 2024

Environmental Reporting Sara Patel 31 Oct 2024

Important Notes:

Frequency

Annually
Annually
Annually
Annually

Annually

Remarks

Form 16 Submission
Update if required

All Staff

This calendar is a live document; update it regularly as requirements and regulations evolve.
Assign responsibilities clearly to avoid duplication or missing deadlines.

Ensure supporting documentation is maintained for all compliance checks.
Calendar should be accessible to all relevant stakeholders for transparency.
Review and audit the calendar annually to improve future compliance processes.
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