
Overtime Report Discrepancy Resolution Process
The overtime report discrepancy resolution process ensures accurate tracking and correction of any inconsistencies in employee overtime
records. This systematic approach involves identifying discrepancies, investigating causes, and implementing corrective actions promptly.
Maintaining precise overtime data supports fair compensation and compliance with labor regulations.

Process Steps
1. Identification: Monitor overtime reports regularly to identify discrepancies between reported and actual hours worked.
2. Notification: Inform relevant employees and supervisors of the identified discrepancy.
3. Investigation: Review timesheets, system logs, and attendance records to determine the cause of the discrepancy.
4. Resolution: Correct any errors in the overtime records and make necessary payroll adjustments.
5. Documentation: Record the details of the discrepancy and resolution for future reference and auditing purposes.
6. Feedback: Provide guidance or training to prevent recurrence of similar discrepancies.

Responsibilities
HR/Payroll Department: Oversee the process and ensure timely resolution.
Supervisors: Verify overtime claims and assist in investigations.
Employees: Report discrepancies and provide supporting information as needed.

Compliance
Adhering to this process ensures compliance with labor laws and supports transparent, equitable compensation practices.
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