
Procedure for Inspection of The Payment of Bonus Act 1965
Computerized online allocation of inspectors on the basis of risk
Step Inspection Format Timelines
Computerized allocation of establishments to the
concerned inspectors on the basis of risk – The
same establishment will not be consecutively
allotted to an inspector

-------- First Week of the
month

Joint Synchronized Visit of the inspectors to the
Unit/establishment

------- Within one month

Inspection of unit/establishment site Standard Inspection
Report format

----------

Discussion with the workers and the employer -------- -----------
Verification of the records Standard Inspection

Report format
-----------

Online Submitting/ Uploading of the report by all
the inspectors visiting the unit/establishment with a
Unique number which can be accessed online by
the employer

Standard Inspection
Report format

24 hours from the time
of completion of
inspection of the
Unit/establishment



Particulars of the Establishment filled during joint inspection:Payment Of Bonus Act, 1965 &Central Rules, 1975
1. Name & Location of the

manager/person liable under
section 2[14]

As addressee

2. Date of commencement and
completion accounting year

3. No. of workers employed on the
date of inspection

Male- Female- Total –

a) Opening of accounting year:

b) Closing of accounting year:

Whether the establishment employed
20 or more workers during the
accounting year, if so, the relevant
evidence to be noted

4. Name and designation of the
employer’s representative
present during the inspection

5. Amount of the available surplus
Rs.

-

and Allocable surplus Rs.

6. Percentage of bonus paid

7. Register checked and signed -



STATEMENT OF WORKERS
Sl.
No.

Name
of

Workers

Father’s
Name

Permanent
Address

(Compulsory)

Present
Address

&
Phone

no.

Date of
Joining

Nature
of

Work

Category Rate
of

wages

Signature/
thumb

impression

Remarks



Inspection Checklist for the Inspectors and Employers:
Payment of Bonus Act, 1965 & Central Rules, 1975

Pertaining To Register

 . Register showing computation of allocable surplus is not at all maintained/ not kept in
form ‘A’ as the cols. No………………are missing. [Breach of Rule 4(a).]

 Register showing set on and set off is not at all maintained/ not at all maintained/ not kept
in form ‘B’ as cols. No…………………… are missing. [ Breach of Rule 4(b)]

 Register showing payment of bonus to employees for the accounting year ending
on………………………… is not at all maintained/ not kept in form ‘C’ as Cols.
No……………………………are missing. [Breach of Rule 4(c)]

Pertaining To Returns

  Annual Return in Form ‘D’ has not been sent to the Inspector for the
accounting year ending on 31 March 20… within 30 days after the expiry of the time limit
as specified in section 19 of payment of Bonus Act- [Breach of Rule 5.]

Specific Irregularities regarding payment of Bonus Act,1965

 The employees noted below were paid less than proportionate bonus. [Breach of section
13]

 Customary/interim bonus has not been adjusted properly in the following cases.[Breach
of Sec 17]

 The following employees have not been paid bonus for the accounting year
[Breach of Section 8]

 Employees have not been paid bonus though the statutory time limit under section 19(a)
19(b) has expired. [Breach of Section 19(a) 19(b)]

 In the following cases bonus was paid after expiry of the statuary time limit as
provided.[Breach of section 19(a) (b)]

 Working days have not been correctly computed for the A/c year in as much as account
has not been taken of the following days, in the case detailed below [Breach of Sec 14]

 Accounting year was changed without previous permission in writing of the
authority.[Breach of Sec. 2(1)(iii)(b).]

Pertaining to furnishing information/statistics

 The details of computation of bonus was not furnished on demand though the same was
called for. [Breach of section 27(2).]

 The following books, accounts, registers, documents were not produced during the
course of inspection, even though their production was demanded.[Breach of Section
27(4)]

Other irregularities















Joint Inspection of Establishments to be conducted under thefollowing labour laws:
 Payment of Wages Act, 1936 and the Rules
 Industrial Employment (Standing Order) Act, 1946 and Rules made
 Minimum Wages Act, 1948 and Rules
 The Jharkhand Shops & Establishment Act, 1953 and Rules
 Maternity Benefit Act, 1961 and Rules
 The Motor Transport Workers Act, 1961
 Payment of Bonus Act, 1965 and Rules
 The Beedi and Cigar Workers (Conditions of Employment) Act, 1966
 Contract Labour (Regulation & Abolition) Act, 1970 and Rules
 Payment of Gratuity Act, 1972 and Rules
 The Equal Remuneration Act, 1976 and Rules
 The Inter State migrant workmen (RECS) Act 1979 and Rules
 The Building and Other Construction Workers (Regulation of Employment and

Condition of Service) Act, 1996 and Rules
 Child Labour (Prohibition and Regulation) Act 1986
 The Factories Act, 1948 and Rules




