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HRMAGIX021 - Timely Submission of Reports

1. Objective

The objective of this policy is to ensure the timely submission of all required
reports—daily, weekly, monthly, or otherwise—from relevant departments. Prompt
reporting supports efficient decision-making and contributes to overall
organisational effectiveness.

2. Scope

This policy applies to all employees of HR Magix, across all departments and
designations.

3. Responsibility
The HR/Admin department is responsible for implementing and maintaining the

reporting structure, monitoring compliance, and taking appropriate action in the
event of delays or non-compliance.

4. Procedure
4.1 Submission Deadlines

® Employees must submit all required reports by the assigned deadlines.
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® Deadlines will be communicated during onboarding and via official
communication

channels as needed.

® Applicable reports include, but are not limited to:

O Reports mandated by the HR department
O Reports mandated by the Admin department
O Reports requested by department Heads/Managers

4.2 Non-Submission Protocol
a. Reminder Email

® |f a reportis not received by the deadline, a reminder email will be
sent by the HR team.

® A grace period of two (2) working hours will be provided to submit the
report.

® The reminder will stress the importance of timely reporting.

b. Memo Issuance

® Failure to submit within the grace period will result in a formal memo.
® The memo will include details of the missed deadline, potential
consequences of future non-compliance, and a formal warning.

c. Penalty for Late Submission

® |f delays persist post-memo, a level-based penalty will be deducted
from the employee’s monthly salary.
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d. Escalation to Management

® If an employee receives three (3) or more memos in one month, the matter will be
escalated to senior management.
® Disciplinary actions may include:

O Performance review
O Written warning
O Termination of employment, in line with organisational policies

5. Documentation
All communication (emails, memos, penalties, etc.) related to reporting delays
will be recorded and maintained in the employee’s official personnel file.

6. Review and Amendments

This policy is subject to periodic review by the HR/Admin department.
Revisions will be made in accordance with organisational objectives and
operational requirements.

7. Conclusion

Timely reporting is critical to HR Magix commitment to a culture of

accountability, punctuality, and discipline. Compliance with this policy ensures
alignment with organisational standards and operational excellence.
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