UNIVERSITY OF NORTH TEXAS HEALTH SCIENCE CENTER 	Contact Name & Phone Number:  Kaye Contact   ext. 2466
HRM-6  - SALARIED TASK  FORM  (Exempt Employees Only)                                         
*** PRINT ON GREEN PAPER ***

PERSONNEL POLICY 05.401: A task assignment is a separate job performed outside an employee’s regularly assigned schedule with duties unrelated to the employee’s regular assignment.  One-time task payments may only be made at the conclusion of the assigned work. **NO EMPLOYEE MAY PERFORM WORK ON A TASK ASSIGNMENT UNTIL THIS FORM HAS COMPLETED THE SIGNATURE PROCESS.**

Use Job Code 1399 for a one-time/salaried task payment for an exempt employee or 
	EMPLID
	
	Employee Name (Last, First Middle)
	

	01744224
	
	Jones, Edsen B.
	

	Effective Date
	End Date
	Empl Rcd  #
	Department #
	Department Name

	12/01/10
	12/14/10
	
	      H11200
	Student Affairs 

	Job Code
	
	Job Title
	 Monthly Rate of Pay
	 # of Pmts
	FTE
	Salaried Task Total Pmt 

	1398
	
	One Time or Salaried Task
	$200.00
	1
	0.03
	$200.00


Salaried Exempt Employees must be paid for task assignments on a salaried basis (either one-time or ongoing).  Salaried task payments will only be paid on the 1st working day of the month.

Detailed description of work to be performed on the task and the critical reason/justification for the request:    (Attach additional page, if needed)

Task  payment requested for one of our students, Edsen Jones, for Large Group Tutorial services to be performed in December, 2010. 

	 
	Start Date
	End Date
	Dept/Proj #
	Dist %
	Hrly / Monthly Amount 
	Dept / Proj# Account Holder Signature

	1
	 
	 
	 
	 
	$0.00
	           Account Holder Signs 

	 
	12/01/10 
	12/14/10
	G70681
	100%
	$200.00
	

	2
	 
	 
	 
	 
	$0.00
	 

	 
	 
	 
	 
	 
	$0.00
	

	3
	 
	 
	 
	 
	$0.00
	 

	 
	 
	 
	 
	 
	$0.00
	



Department Head signs			     11/15/10	**Please obtain Department Head Signature and return this form 
Department Head		      	       Date	directly to Human Resource Services before obtaining any other 								signatures required below.**
 (
HR Compensation Audit
11/16/10
   Date Request Reviewed
Date Returned to department for additional information   
N/A
                                     Date Forwarded for signatures 
below  
11
/16/10
)




1  Grants signs			             11/16/10  	2.   Budget signs                                                11/17/10 
Grants (if applicable)		           	 Date		Budget Office (verification of fund availability only) Date	

3. Dean/VP signs                                          11/18/10		4. EVP/VP signs                                                11/19/10
Dean/VP			       	Date	 	Executive VP/VP 			      Date

5. HRS signs				 11/20/10
VP HCM		                                Date  
		  (
For HR Audit Use Only
: 
 
People Soft Entry Dates:     Hire Entry: _____________
_  Term
 Entry: ______________ 
____ Exempt   (Salaried task appointment)
_____ Student    
Date Received in HR ___________________
Human Resources _________________________________________________    Date______________
)




  



HRM 6						Revised:  11/01/2010
