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Employee Classification 

Checklist  

 

Step 1: Determine Employment Type  

☐  

•  

•  

☐  

•  

•  

•  

Step 2: Exempt vs. Non-Exempt Status (For 

Employees Only)  

☐  

•  

a.  

b.  

c.  

▪ 
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▪ 

 

▪ 

 

☐  

•  

• 

 

Step 3: Review Key Factors for Classification  

☐  

•  

•  

☐  

•  

•  

☐  

•  

Step 4: Confirm Compliance with Local Laws  

☐  

•  

• 

 

☐  

•  
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Step 5: Documentation 

☐

• 

☐

• 

• 

Step 6: Conduct Regular Audits 

☐

• 

☐

• 

Need Help? 




