
ARE YOU READY 
FOR WAGE & HOUR
COMPLIANCE AUDITORS?

D o e s  y o u r  b u s i n e s s  h a v e  a  w o r k
w e e k ,  w h i c h  i s  d e s i g n a t e d  i n  w r i t i n g ?

W h e n  u s i n g  t h e  h o u r l y  r a t e
o v e r t i m e  c a l c u l a t i o n ,  d o  y o u
c a l c u l a t e  " r e g u l a r  r a t e " ?  

1 A r e  y o u r  n o n - e x e m p t  e m p l o y e e s  p a i d
t h e  a p p l i c a b l e  m i n i m u m  w a g e  r a t e ?  

2 A r e  y o u  i n  c o m p l i a n c e  w i t h  a l l
F e d e r a l  g o v e r n m e n t  c o n t r a c t o r
o r  s u b c o n t r a c t o r  w a g e  a n d  h o u r
r e q u i r e m e n t s ?

3 D o  y o u  h a v e  u p d a t e d
w r i t t e n  j o b  d e s c r i p t i o n s  
f o r  e a c h  j o b  c l a s s i f i c a t i o n ?

4 D o  a l l  e x e m p t  e m p l o y e e s  m e e t  t h e
d u t i e s  t e s t  f o r  b o n a  f i d e  E x e c u t i v e ,
A d m i n i s t r a t i v e ,  P r o f e s s i o n a l ,  C o m p u t e r -
r e l a t e d ,  o r  O u t s i d e  S a l e s  e m p l o y e e s ?    

5 D o  y o u  r e q u e s t  a n d  m a i n t a i n
w r i t t e n  a u t h o r i z a t i o n  f o r  a l l
d e d u c t i o n s  y o u  t a k e  f r o m
e m p l o y e e  w a g e s ?

If your answer to ANY of the following 12 questions is "NO," 
your company may be at risk in a key area of regulatory enforcement. 

(e.g., hourly rate, piece rate, salary with fixed work
week, or salary with fluctuating work week)

D o  y o u  h a v e  t i m e  r e c o r d s  
f o r  n o n - e x e m p t  e m p l o y e e s
d e t a i l i n g  A L L  o f  t h e  f o l l o w i n g :

Actual starting/quitting time of each workday
Starting/ending times and lengths of unpaid breaksduring workday
Actual straigth time hours worked during work week
Any paid leaves of absence taken  during work week
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6 D o  y o u  c a l c u l a t e  m i n i m u m
w a g e  a n d  o v e r t i m e  p a y  f o r
y o u r  s a l a r i e d  e m p l o y e e s ?

7 D o  y o u  u s e  a  D O L / W H D - a p p r o v e d
m e t h o d  t o  c a l c u l a t e  o v e r t i m e ?

Regular rate includes all compensation earned: hourly  wage,
differentials, premiums, commissions, or product-based bonuses.

D o  y o u  h a v e  a n  a c c u r a t e ,  r e t a i n a b l e
t i m e k e e p i n g  s y s t e m  c a p a b l e  o f
p r o d u c i n g  r e c o r d s ?
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D o  y o u  r e f r a i n  f r o m  k e e p i n g  
t i m e  r e c o r d s  f o r  " e x e m p t
e m p l o y e e s "  ( f o r  a n y  r e a s o n ) ?
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A N N A  E L E N T O - S N E E D ,  P R E S I D E N T

Q U E S T I O N S ?  L E T ' S  T A L K .
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