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(See Salaried Task Form Example)
SALARIED TASK INSTRUCTIONS:   (EXEMPT EMPLOYEES OR STUDENTS ONLY)
Exempt employees do not log their time on a weekly timesheet……

1. Go to HRS Webpage>Forms>Salaried Task Form

2. Print Salaried Task Form & add the following information:   

A.  Contact Name & Phone (upper right hand corner)
B. Employees ID# & Name
C. Effective Date, End Date, (Actual Date/s for the Task) Department #, and Department Name (do not enter the Empl Rec #)
D. Monthly Rate of Pay, the # of Months of Payments, and the Overall Total Amount to be paid for the Task.
E. Detailed Description of what work will be performed for the task (must be unrelated to the employee’s regular job description to meet the criteria for a task)
F.  Start Date and End Date for the funding, the Dept/Proj# (funding account number), and the % of the payment to be made from the account/s, and the monthly amount of the payment.

3. Obtain the Account Holder/s and Department Head’s signature

4. Return the Salaried Task Form to HRS for audit and approval

5. Once approved by HRS, the contact will be notified by e-mail the Task Form is ready to be picked up for obtaining the remaining approval signatures.

6. After obtaining remaining signatures, return Task Form to HRS for entry into EIS.

        **** SALARIED TASK FORM IS THE ONLY FORM NEEDED****
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                           (NON-EXEMPT EMPLOYEES or STUDENTS ONLY) 
                          Non-exempt employees log their time on a weekly timesheet	
	                     Hourly task payments must be paid at overtime rate 	
			        (See Hourly Task Form Example)
1. Go to HRS Webpage>Forms>Hourly Task Form 

2. Print Hourly Task Form & add the following information:   

A. Contact Name & Phone (upper right hand corner)
B. Employees ID# & Name
C. Effective date, End date, (Actual Date/s for the Task)  Department #, and Department name (do not enter the Empl Rec #)
D. Hourly Rate of Pay, and the Termination Date for the Task.
E. Detailed description of what work will be performed (must be unrelated to the employee’s regular job description to meet the criteria of a task)
F. Start Date and End Date for the funding, the Dept/Proj# (funding account number), and the % of the payment to be made from the account/s, and the hourly amount of the payment.

7. Obtain the Account Holder/s and Department Head’s signature

8. Return the Hourly Task Form to HRS for audit and approval

9. Once approved by HRS, the contact will be notified by e-mail the Task Form is ready to be picked up for obtaining the remaining approval signatures.

10. Once HRS has enters the Task, the department timekeeper will then enter the actual hours worked into EIS under the appropriate Emplid Record #.



           **** HOURLY TASK FORM IS THE ONLY FORM NEEDED****
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