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Wage and Hour Assessment Questionnaire

***Please return to Totalsource.FLSA@adp.com for processing***
	States Impacted


Please indicate the states in which you currently employ employees:
	
	AL   
	
	CO  
	
	GA  
	
	IA   
	
	MD  
	
	MO  
	
	NJ  
	
	OH  
	
	SC  
	
	VT  

	
	AK  
	
	CT  
	
	HI 
	
	KS 
	
	MA
	
	MT
	
	NM
	
	OK
	
	SD
	
	VA

	
	AZ  
	
	DE  
	
	ID 
	
	KY
	
	MI
	
	NE
	
	NY
	
	OR
	
	TN
	
	WA

	
	AR  
	
	DC  
	
	IL  
	
	LA
	
	MN
	
	NV
	
	NC
	
	PA
	
	TX
	
	WV

	
	CA  
	
	FL   
	
	IN 
	
	ME
	
	MS
	
	NH
	
	ND
	
	RI
	
	UT
	
	WI


	Coverage of Employees


1. Do you employ independent contractors?   Yes    No

2. Do you have “trainees” or “interns”?   Yes    No

3. Are any individuals working as volunteers for your organization?   Yes    No

	Minimum Wage and Overtime Compensation for Non-Exempt Employees


4. Do you employ non-exempt employees (if not skip this section)?   Yes    No
5. Are you aware of the federal and state laws (as applicable) requiring overtime pay?       Yes    No
6. Do you know that employers have to include all forms of payment in the regular rate of pay (including but not limited to on-call pay, shift differentials, bonuses the value of employer provided lodging and meals) unless excluded by law?   Yes    No
7. Do you know how to calculate the impact of above payments on the employee’s regular rate and overtime compensation?      Yes    No
8. Do you have employees who perform two or more kinds of work at two different rates of pay?      Yes    No  
9. Do you have employees paid on a piece-rate basis?      Yes    No   
10. Do you have nonexempt employees whose hours fluctuate from week to week but who are paid a fixed salary regardless of the number of hours worked, whether few or many (fluctuating workweek)?   Yes    No  
11. Do you provide employees with lodging (i.e. rent credits) or meals?  Yes    No
12. Do you employ tipped employees?  Yes    No
13. Do you know when deductions may be lawfully made from employee’s wages under federal and state law?   Yes    No

	Working time for Non-Exempt Employees


14. Do you have non-exempt employees who are required to be for “on-call” – that is, time they spend, usually off the employer’s premises, in their own pursuits but during which they must be available to return to work on short notice?   Yes    No
15. Are you aware of the state and federal laws governing meal and rest periods (as applicable)?   Yes     No
16. Do you provide training or off duty meetings for non-exempt employees?   Yes    No 
17. Do any of your employees spend time traveling for work purposes, other than their commute time?  Yes    No.

	

Time-keeping 


18. Do you track and record the hours worked of your non-exempt employees each workweek?   Yes    No
19. Do employees acknowledge that the time recorded as hours worked is accurate (i.e. by signing time cards or electronic acknowledgement)?   Yes    No
20. Do you have a pay period that is longer than one-workweek?    Yes    No
21. Do you round time either up or down?   Yes    No
22. Do you know your state law regarding pay frequency?   Yes    No 
23. Do you know your state law regarding payment of final wages?   Yes    No

	Child Labor


24. Do you employ workers under the age of 18?   Yes    No

	Exempt Employee Pay Practices


25. Other than deductions required by law and employee benefits contributions are you making deductions from exempt employees’ wages?  Yes    No
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