Exemption Worksheet – Administrative

Employee:
_____________________________________________________________

Job Title:
 ___________________________​​​​​​​​​​​​​​​​​___________________________________

Department:
___________________________________________________________

Date: 
_________________________________________________________________


The employee must meet all of the requirements as outlined below to be eligible for this exemption under the FLSA. (Employees earning more than $100,000 in total annual compensation are only required to customarily and regularly perform one of the exempt duties below.)


Administrative Exemption:

	
	Requirement for Exemption
	Does employee meet the requirement?
	Describe how employee meets the requirement?

	Salary
	$455/week


	
	

	Duties
	Primary duty of performing office or non-manual work directly related to the management or general business operations of the employer or the employer’s customers


	
	

	
	Exercises discretion and independent judgment with respect to matters of significance
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