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1.
Determine jobs to review. Considerations include jobs that have changed over time,
the lowest salary grade level jobs, jobs that are the subject of lawsuits against other
companies, and jobs that do not clearly qualify for an exemption.
2.
If possible, combine/coordinate/streamline Overtime Exemption Analysis Project
with another project, such as Compensation or Salary Structure Review, Payroll Audit, Job
Description Update or other HR project.
3.
Determine data-collection methodology, e.g., what detailed information will be
gathered about each job in question (detailed questionnaires, interviews, observation), who
will be providing it (direct supervisor, senior manager, human resources), and who will be
responsible for shepherding the process.
4.
Provide communication and training for managers to understand the project and its
legal ramifications.
5.
Conduct data-gathering process. Collect data regarding amount of time worked, oncall time and travel time for employees in question to properly assess risk.
6.
Have legal counsel conduct legal research and analysis to render legal opinion about
proper overtime classification for each job in question.
7.
Determine financial risks and consider all changes attendant to reclassification: (A)
estimate of back overtime pay (calculate according to applicable statute of limitations,
potentially 4 years); (B) estimate of future financial impact of reclassification; (C) determine
reclassification impact on job grade, base pay, time reporting, employee benefit plan
participation, bonus plan participation.
8.

Report results of project to pre-identified decisionmakers.

9.
Develop and implement communication strategy for notifying managers and
employees to minimize risks and ensure smooth transitions.
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