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U. S. DEPAROMENT OF LA.BOR 
WAGE AKD HOUR DIVISION 

Washington 

EXPLAMTION OF THE RECORDS REGULATIONS 
(Title 29, Chapter V, Part 516, 
Sections 515.1 through 516.5) 

Purpose of the Regulations 

It is the ptu-pose of Peculations - Part 516 - to assist employers 
in complying with the Act and to assist the Administrator and his designated 
representatives in sec^JTing uniform enforcement of the Act. Every effort 
has been mad.e to coordinate the record-keeping reqiiirements under this law 
with those under the Federal Social Security Act, the State unemployment 
compensation laws and other statutes and thus reduce to a minimum the inr-
formation required. 

Paragraphs (e), (f) and (g) are explanations of information required 
in Section 516.1 of the Regulations when overtime is worked (over 44 hours 
per work week in the year ending October 33, 1939, over 42 hours in the year 
ending October 23, 1940, and over 40 hours thereafter). When no overtime is 
worked, this information is not needed. 

Form of Records •"'•,.^ 

The sample payroll form on page 2 is submitted merely for explanatory 
purposes. Required records need not be made or preserved in any particular 
form so long as they are readily available and contain information from 
which the information required b,y Section 516.1 of the Regulations can be 
easily obtained. The sample form docs not provide for recording such in­
formation as the worker's home address or date of birth of those under 19, 
This information v/ill probably be recorded on a separate and permanent record 
form. 

It would be advisable for the employer, as a means of protection, to 
maintain, in addition to the payroll record, such basic records, as those 
which arc r-Dcorded by time clocks or time cards, or sheets which include 
the exact time of starting a,nd stopping the workday and of the time of start­
ing and. stopping the meal period. 

E:-:-planation of the I tens ~f Information ( -' 
Required in Section 516.1 of the Regilations 

Paragraph (a) - Name in full; ,, • 

It is important to have the full name of the worker as a means of 
personal identification. Tlie name of a worker should therefore be entered 
as Ruth Ware, not R. Ware; Henry George Rogers, not H. Rogers. Middle names 
should be recorded. Nicknames should not be used. 
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Workweek ending Date of Fa,yment_ th 

Wages 

Name Hours of Wflrk 
S M T W T P S Tota l 

Hours 

earnings Deductions 

Regular 
Sate of 

Pay 

At Reg.Rate To ta l 
of Pay for E x t r a ' - '•'••' See. Other Cash 
Tota l Hours fo r ' ^ t a l Sec. ( i t em- Wages 

Worked Overtir .e Taxes ized) Paid 

1 . 

?.. 

3-

u . 

(a) 

George Henry Harxier -

Al f r ed Olson 

Jobn White 

Martha Wilson 

S 

8 

S 

S 

S 

s 

s 

s 

g 

s 

8 

8 

s 

2 

S 

8 

S 

8 

s 

8 

8 

8 

g 

5 

(d) 

Us 

Us 

Us 

U5 

(e) 

bOi p e r l i r . 
25^ per h r . 

(2.00 per 3 -kr . day) 
50^ per h r . (20.00 per 
wk. of Uo h r s . ) 
50rf per h r . (22 .00 per 
wk. of UU h r s . ) 

(f) 

$23.SO 

12.00 

2U.OO 

22.50 

XffJ. 

!^1.20 

.50 

1.00 

.25 

$-50.00 

12.50 

25.00 

22.75 

l h } _ -

*.-50 

. 1 ^ 

.25 

.2? 

( h ) 

»— 

— 

( i ) 

$29.70 

12.37 

2U.75 

22.52 

5 . Henry Hawkins - 3 8 8 8 8 6 
52<f per h r . (100,00 per 

U6 mo. on a wk of UU h r s . ) 23,92 ^.UU- .2U -

6 . Mary M i l l e r - 8 8 8 8 8 8 Us 25^ per h r . (P.W.) 12.00 .50 12.^0 .13 

2U.2C 

12.37 

Helen Marks - 8 8 8 2 8 Uo (P.W.) 15.00 
UlyJ per h r . 

15.00 .15 

This sample form has been prepared for the purpose of exp la in ing and i l l u s t r a t i n g the requirements of Sect ion 
516.1 of the Regu la t ions . Employers eiro not requi red to keep t h e i r r ecords i n t h i s form, or i n any o the r 
p a r t i c u l a r form, provided, t h a t the informat ion requi red can be e a s i l y obta ined from t h e i r r e c o r d s . 

1U.35 

8 . 

9. 

J a n e t Barber 

Will iam J , A n d e r s o n -

8 8 8 8 

8 8 8 8 

8 S 

8 8 

Us 

Us 

(P.W. p l u s bonus) 
kZif: per h r . 
(U0(/? per h r . & P.W.) 

19.6s 

20.16 

.22 2C'.50 

21.00 

.21 -

.21 -

20.29 

20.7S 

> . 



Paragraph (b) - Home address; 

Home addi'esses should be secured from employees and recorded, and a 
reasonable effort should be made to keep them up to date. 

Paragraph (c) - Date of birth if under 19; 

The date of birth should be recorded if it appears that the employee 
is under 19 years of age. Where persons under 19 are employed, an employer' 
should write "minor" or its abbreviation on the payroll before the name of 
each such person employed. 

The Fair Labor Standards Act contains certain prohibitions on child 
labor, and employers are referred to Sections 3(e), 12 and 13(c) of the Act 
and to the regulations of the Children's Bureau of the U. S. Department of 
Labor for further information on this matter. Protection against violation 
of. the Act by employing a person under 18 can be secured by holding a certifi­
cate issued under regulations of the Chief of the Children's Bureau of the 
U. S. Department of Labor. - . 

Paragraph (d) - Hours Worked each workday and each work week; 

A record of time worked each week must be kept for each employee 
subject to the Act whether such employee is paid on a time work, piece work, 
commission, salary, or other basis. 

While it is not required that the pajToll form show the hours worked 
each day such a record would have great value in expediting inspection. Where 
not carried on the payroll the record of hours worked, each day must be kept 
in such form as trould permit of immediate use by the inspector should ques­
tion be raised as to the accuracy of the payroll record on total hours during 
any one week. 

A record must be kept of all time during which employees aye required 
to be on duty or to remain on the premises, or to be at a prescribed work 
place with the exception of regular meal periods. 

The proper method of computing overtime is described in this explana­
tion under Paragraph (g) below. 

Paragra-̂ :ih (e) - Regular rate of pay and basis upon which wages are paid: 

Where no overtime is worked, no e n t r y need be made for this item. 

Where overtime is vrarked (i.e. where .the figure entered in Column (d) 
prior to October 24, 1939 is more than 4-4),^ there should be entered in 
Column (e) sufficient information to determine the regular rate of pay by 

1/ Except for 14 weeks in any calendar year in "seasonal industries" as de­
termined in Regulations - Part 536 - of the Wage and Hour Division, and 
where a collective bargaining agreement made by representatives of em-

_ ployees certified as bona fide by the National Labor Relations Board 
provides that no employee shall be employed more than 1,000 hours during 
any 26 consecutive weeks or 2,000 hours within a year, in which cases 
overtime is more than 12 hours per workday and over 56 hours per work 
week (Section 7(b) of the Act). 



i 

- • 4 ' - ' •• ' •• • •̂ '̂ • 

which overtime is calculated. The proper entry in this column depends on 
the basis on which &A employee's wsga is paid: 

For an employee paid solely on an hourly basis, the proper entry is 
the hourly rate. Example (see line (1) of samiple form)* "60<* per hour". 

For an employee paid qn a daily, weekly or monthly basis, who is enif-
ployed for a regular number of hours per week determined by agreement or by 
the custom ma.intained in the establishment, the proper entry is the wage 
rate for the daj', weak or month, reduced, as,-shown in the following three 
examples, to the proper average hoixrly rate, 

E'CAMPLES; Worker (2) on the sample form is employed at $2 per day for 
an 8-hour day and works 6 full days in tlae work week. His 
total weekly wa,ge is. $12,00 and his customary hOTlrs are 48. 

• , Eis average hourly rate is therefore 25(# per hour ($12,00 
- .. , divided by 48 = 25 cents). Tb3 proper entry in Column (e) 

is 'therefore: "25(# per hour - ($2 per 8-hour day)". 

Worker (3) on the sample form is employed for $20 per week ' 
-' of 40 hours determined by custom in the establishment ia 
which he'is employed. His average hourly rate is therefore 

' bOif per hour ($20.00 divided by 40 = 50 cents). -The proper 
entry in Column (e) is therefore; "50«f per hour - ($20 per 

' week of 40 hours)". 

Worker (5) on the sample form is employed for $100 per month' 
and by union agreement his regular hours per week are 44 
hours. His weekly wage is calculated as $23.08 (12 niulti-
plied by $100 divided by 52 = $23,08). The proper entry 

•• in Column (e), 'is therefore "52^ per hour - ($100 per month 
' : on a 44-hour week)'". 

For an employee paid on any basis other than those mentioned above 
in this explanation of Paragraph (e), tlie proper entry is the wage rate for 
the daily, weekly or monthly employee or the indication that the worker is a 
piece worker or is paid on some other basis, and in addition, the average 
hourly rate, 

-̂•'\ ISXAMPLSS: Pieceworker (8) on the sample form works 48 hours during 
the work week and earns at piece rates, including a produC-r 
tion bonus, a total'of $19.68. Her average hourly rate is 
therefore 41'# per hour ($19.68 divided by 48 - 41 cantd),.. 
The proper entry here is therefore "41^ per hour - (P.TI. 
plus boans)". •' 

Paragraph, .(f) - Wages at regular rate of pay for each work yreek exclndinj^ 
-•• ' extra compensa^tion^ attributable tp the excess of the. ovei^~ 

time rate over the regular rate. ' 

'Where no overtime is worked, no entry need be mad,e for this item. 
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This Column (f) includes all wages earned during a work week for all 
hours worked but does not include extra earnings attributable to the excess 
of the overtime rate over the regular rate. For example (see line (l) on 
sample form), the proper entry in Column (f) for an employee paid 60^ per 
hour for 48 hours work is $28.80 i60</! times 48 equals $28.80). This entry 
includes wages for the 4 hours overtime at the regular rate of pay. Addi­
tional overtime compensation for these 4 hours of overtime is calculated 
separately and entered in Column (g). . -, 

The proper entry in Column (f) is computed differently depending upon 
the basis on which the employee is paid: 

For a timeworker paid at an hourly wage rate only, this item is the 
regular rate of pay multiplied by the number of hours worked in the work week. 

For a timeworker paid at a weekly wage rate, this item is the weekly 
rate of pay plus a sum for all hours over 44 (computed by nmltiplying the 
nuLiber of hours worked in excess of 44 by the average hourly rate). (See - •, 
line (4) on sample form). 

wage 
For a timeworker paid at a monthly/rate, this item is computed 

as follows; The monthly wage is reduced to a weekly wage by multiplying 12 
times the monthly rate and dividing the result by 52. This weekly wage plus 
a sum for overtime computed as in the preceding paragraph, constitutes this 
item (f), (See line (5) on sa.ipl9 form). 

For a pieceworker this item is the amount earned at regular piece 
rates, including any production bonus. (See line (8) on sample form), ,, .,, 

EXAMPLES: Timeworker (l) on the sample form is entered in Column (f) 
for "$28.80 (60^ per hour times 48, the number of hours 

- worked in the work -week). 

Timeworker (4) on sample form paid at the regular rate of 
$22.00 per week, is customarily eraployed 44 hours per week. 

: ; Her average hourly earnings are therefore 50 cents per hour 
, ($22.00 divided by 44 equals 50 cents). Since she has 
' ' worked one hour overtime, her wages .at her regi.ilar rate of 

pay for 45 hours are entered in Column (f) as "$22.50" 
($22.00 plus 50 cents equals $22.50). 

Pieceworker (8) on the sample form is entered in Column (f) 
for "$19.68" (the ;imount paid for the number of pieces com­
pleted in the 43 hours of the work week .at the regular piece 
rates, plus a production bonus). 

1/ Except those wages specified in Footnote 3 of Section 516.4 (f) of the 
records regulations: 

"(a) bonuses not computed on the basis of measured work performed (e.g. 
bonuses for punctuality, simple Christmas bo.nuses, etc.) 

• (c) additions to the cash wage for board, lodging or other facilities 
furnished by the employer." -. ^ -
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Paragraph (g) - Extra wages for each work week attributable to the 1/ 
Sxicess of the overtime over the regular rate. ' . - , 

"''̂- Where no overtime is worked, no entry will anpear for this item. 

This item is the additional amount of earnings resiolting from the extra 
rate of pay for overtime. This amount should equ.al at least one-half of the 
regular hourly rate of pay (or the average hourly rate) multiplied by the 
nujnber of overtim.e hours. 

EKAMPLBS: Timeworker (l) on the sample form is entered for "$1.20" in 
Column (g) for this item (l/2 of the regular rate of pay 

'-''' multiplied by the overtime hours; l/2 of 60 cents multiplied 
' , . by 4 equals $1.20). 

Pieceworker (8) on the sample form is entered for "$,82" in 
' •• • Column (g) for this item (l/2 of the avera.ge hourly rate 

c LTultiplied by the overtime hours; l/2 of 41 cents multiplied 
'' _•' ' • by 4 equals $.82). 

Paragraph (h) - Additions to cash wages at cost, or deductions from 
stipulated wages in the amount deducted or at the cost 

, '. . / of the item for which deduction is made, whichever is less. 
••' '} -

This information is not needed if the cash wage is above the minimum 
required by the Act. If the cash wage is less than the minimum required by 
the Act, this entry should show the amount for each item, or the actual cost 
of each item, whichever is less; and in the case of additions, this entry 
should show the actual cost of the additions claimed. 

Regulations - Part 531 - of the Wage and Hour Division define and delimit 
the reasonable cost of board, lodging and other facilities as part of wages, 
as required by Section 3(m) of the Fair Labor Standards Act. 
Section 3(m) of the Act is further explained in Interpretative 'Bulletin 
No. 3 of the Wage and Hour Division. 

1/ Interpretative Bulletin No. 4 of the Wage and HOIJT Division treats in 
further detail with the provisions for overtime compensation in Section 7 
of the Fair Labor Standards Act. 

'Vffr-:ii 




