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FLSA classification audit checklist
Use this alongside the guide. Updated October 14, 2026.

List every role and its actual primary duty

Confirm salary basis: fixed salary with no improper deductions

Confirm salary meets the federal level of $684 per week

Check state salary thresholds for each work location

Match each exempt role to a specific duties test

Document why each role meets the duties test

Review roles using the administrative exemption with extra care

Confirm non-exempt employees track all hours worked

Include nondiscretionary bonuses in the overtime regular rate

Recheck classification when duties or work location change

Talk with employment counsel before reclassifying roles

Shopping for HR software?
Compare 20 platforms and request free quotes at www.hrtally.com/compare/
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