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Compliance and Legal Assistance Action Items

Policy Updates
e Action Item: Conduct Policy Review and Assessment

o Deliverable: Comprehensive review of current HR policies and procedures. Provide a detailed
assessment report highlighting areas needing updates to align with legal standards.

e Action Item: Update HR Policies and Procedures

o Deliverable: Revised and updated HR policies and procedures reflecting current legal requirements.
Provide updated policy documents for digital distribution.

e Action Item: Implement Digital Distribution System

o Deliverable: Set up and configure a digital system for distributing updated policies. Provide access
to all employees and stakeholders with tracking capabilities.

e Action Item: Collect and Integrate Feedback

o Deliverable: Distribute feedback forms to employees and stakeholders. Compile feedback and
integrate suggested improvements into the updated policies.

Compliance Monitoring
e Action Item: Plan and Schedule Remote Compliance Audits

o Deliverable: Develop an audit schedule and plan for remote compliance assessments. Provide an
outline of audit procedures and timelines.

e Action Item: Conduct Remote Compliance Audits

o Deliverable: Execute remote compliance audits, assessing adherence to employment laws and
regulations. Deliver detailed audit reports with findings and recommendations.

e Action Item: Prepare Regulatory Compliance Reports

o Deliverable: Create comprehensive compliance reports documenting adherence to employment
regulations. Include summaries of audit findings and corrective actions.

e Action Item: Monitor and Implement Regulatory Updates

o Deliverable: Track changes in employment laws and regulations. Update compliance procedures
and practices to reflect new legal requirements.
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Legal Documentation
e Action Item: Draft and Prepare Legal Documents

o Deliverable: Develop essential legal documents such as employee contracts, non-disclosure
agreements, and policy manuals. Ensure documents are legally accurate and up-to-date.

e Action Item: Manage and Secure Legal Documentation

o Deliverable: Implement a secure system for managing and storing legal documents. Provide access
controls and ensure that documents are organized and easily retrievable.

e Action Item: Review and Update Existing Legal Documents

o Deliverable: Conduct periodic reviews of existing legal documents. Update documents to ensure
they comply with current laws and organizational policies.

e Action Item: Provide Legal Document Templates

o Deliverable: Create and provide customizable templates for common HR legal documents. Ensure
templates are user-friendly and aligned with legal requirements.

To avail of our professional services kindly contact hello@consultareinc.com or call 1-202-982-3002.
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