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To: 		DAS Classification and Compensation
From:		Name, Working Title 
		Agency
Subject:	FLSA Project – FLSA Change Request

POSITION DATA
PPDB/WD Position Number:	 Click or tap here to enter text.
Supervisor:				 Click or tap here to enter text. 
Division/Section/Unit:		 Click or tap here to enter text.
Position Type:			 Click or tap here to enter text.
Current Classification:		 Click or tap here to enter text.

Current FLSA:				 Click or tap here to enter text.
Current OT Eligibility:		 Click or tap here to enter text.
Current Service Type:		 Click or tap here to enter text.
Current Union and Code:		 Click or tap here to enter text.

Recommended FLSA:		 Click or tap here to enter text.
Recommended OT Eligibility:	 Click or tap here to enter text.
Recommended Service Type:	 Click or tap here to enter text.
Recommended Union and Code:	 Click or tap here to enter text.


BACKGROUND & BUSINESS NEED
In preparation for the payroll transformation, this position was flagged for review and agency has determined the FLSA status needs to change to align with enterprise-wide standards. 
AGENCY: Briefly provide context to why the position was flagged and explain why the current FLSA designation is no longer appropriate.
Click or tap here to enter text.
RECOMMENDED FLSA JUSTIFICATION
[bookmark: _Hlk222227015]Select one and delete the rest. Identify the exemption being requested and provide concrete examples showing how the position’s primary duty meets (or does not meet) the applicable exemption test.

☐	Non-exempt: This position meets the criteria under the FLSA to be non-exempt. This position does not customarily and regularly exercise discretion and independent judgment. Additionally, this position does not perform work requiring knowledge of an advance type in a field of science or learning, work that is original and creative in character in a recognized field of artistic endeavor, or teaching, tutoring, or lecturing in the activity of imparting knowledge. This position does not perform as a primary duty the management of the enterprise or of a customarily recognized department or subdivision. Therefore, non-exempt, and eligible for overtime is appropriate. 

☐	Exempt-Administrative: The position meets the criteria for the FLSA Administrative exemption because its primary duty is the performance of office or non-manual work directly related to the management or general business operations of the employer or its customers. The work includes the exercise of discretion and independent judgment with respect to matters of significance. The position is compensated on a salary or fee basis at not less than the minimum threshold established by the FLSA. Therefore, exempt – administrative and not eligible for overtime is appropriate.
 Types of duties and decisions that support this include:
Click or tap here to enter text.
	
☐ Exempt-Executive: The position meets the criteria for the FLSA Executive exemption because its primary duty is the management of the enterprise or a recognized department or subdivision. The position customarily and regularly directs the work of two or more full-time employees or their equivalent and has the authority to hire or fire other employees, or its recommendations on such decisions are given particular weight. The position is compensated on a salary basis at not less than the minimum threshold established by the FLSA. Therefore, exempt – executive and not eligible for overtime is appropriate.

☐	Exempt-Professional: The position meets the criteria for the FLSA Professional exemption because its primary duty involves work requiring advanced knowledge of an advanced type in a field of science or learning, customarily acquired through a prolonged course of specialized intellectual instruction. This includes recognized professions such as law, medicine, dentistry, accounting, engineering, architecture, pharmacy, and other scientific fields. This exemption also includes teachers whose primary duty is instructing in an educational establishment, regardless of salary level, and creative professionals whose work requires invention, imagination, originality, or talent in artistic fields such as music, writing, acting, or graphic arts. The work is predominantly intellectual, requires consistent exercise of discretion and judgment, and the position is compensated on a salary or fee basis at not less than the minimum threshold established by the FLSA. Therefore, exempt – professional and not eligible for overtime is appropriate.
Advanced knowledge field: Click or tap here to enter text.

☐	Exempt-Computer: The position meets the criteria for the FLSA Computer Employee exemption because its primary duty consists of one or more of the following:
☐ The application of systems analysis techniques and procedures, including consulting with users, to determine hardware, software, or system functional specifications; or
☐ Work involving the design, development, documentation, analysis, creation, testing or modification of computer systems or programs, including prototypes, based on, and related to user or system design specifications; or
☐ Work involving the design, documentation, testing, creation, or modification of computer programs related to machine operating systems; or
☐ Work involving a combination of the duties outlined above and requires the same level of skills. 

Compensation Requirement:
· Paid on a salary or fee basis, or on an hourly basis, at not less than the minimum threshold established by the FLSA.
Additional Clarifications:
· Job titles alone do not determine exempt status—duties and compensation do.
· The exemption does not apply to employees whose primary work is manufacturing or repairing computer hardware, or where computer use is incidental to the job.
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