
September <X>, 2008
Overtime eligible employee
Department of <X>
Olympia WA 

Dear employee, 

Beginning <insert date>, all overtime eligible employees will be required to document hours worked each day in the pay period.  The department is providing the attached Time and Attendance Record for this purpose.  You must complete this form and submit it to your supervisor the first business day following the pay period.  Pay periods run from the 1 – 15 and the 16 – 31 of every month.
The Fair Labor Standards Act (FLSA) is a federal law that requires records be kept on total hours worked each day and each workweek for employees in overtime eligible positions to determine when they are eligible to receive overtime compensation.  

Your work schedule is ____ and your workweek begins ___ and ends ___. 

The attached question and answer document provides more information on this requirement as well as instructions on how to fill out the Time and Attendance Record.  The Human Resource Office or your supervisor can answer any additional questions you may have.
Thank you.

<Director/HR Director>
<:cc Supervisor>

