SAMPLE FLSA MEMORANDUM
(LETTER HEAD PAPER)
	(indicate appropriate office symbol) 
	(date)



MEMORANDUM FOR DEFENSE FINANCE & ACCOUNTING SERVICE 

OMAHA OPLOC - PA - COE 

OFFUTT AFB, NE 68113-5680
SUBJECT: FLSA Determination on Employee TDY in Support of Emergency Operations - (indicate type and name of operations)
1. The following employee assigned to the (indicate the home duty station of the employee) has been performing work in support of (indicate type and name of operations). A FLSA status determination has been made that this employee is performing [put nonexempt or exempt] work and should be converted to [put nonexempt or exempt] status for the period indicated.
	NAME
	SSN
	PAYROLL 
BLOCK
	BEGINNING
DATE
	ENDING
DATE


2. Any subsequent changes in designation or new employee certification will be provided on an as needed basis. If you have any questions concerning this matter contact (indicate the individual in the Human Resources Office responsible for this determination along with the phone number.) 


NAME 

Personnel Officer
cf: 

(home station EOC) 



