
Example Employee Communications

General Employee Population Communication

Intent

To inform employees of the changes and provide contact information for questions.

Example Statement

The U.S. Department of Labor recently updated the Fair Labor Standards Act (FLSA) regulations. Specifically, the tests to determine whether “white collar” employees are exempt or nonexempt from receiving overtime pay, were updated.

While we expect minimal impact to this organization’s employees, management will be reviewing the regulations and auditing various positions as necessary. The organization has until Aug. 23, 2004, to be in compliance with the new regulations. 

Should your position be reclassified under the new rules, you will receive additional information. If have any questions regarding the new regulations, please contact your HR representative.  

Reclassified Employee Communication

Intent

To inform individual employees of reclassification and confirm the impact of the reclassification.

Example Statement

The U.S. Department of Labor recently updated the Fair Labor Standards Act (FLSA) regulations. Specifically, the tests to determine whether “white collar” employees are exempt or nonexempt from receiving overtime were updated.

As a result of our audit against the new regulations, we have determined that your position no longer meets the criteria for exemption from overtime pay. Your position will be reclassified to nonexempt. This change will be effective on Aug.23, 2004.  

Currently, as an exempt employee, you are not eligible to receive overtime compensation as indicated by company policy. After this status change, you will be subject to all of the applicable protections that the FLSA provides, including but not limited to: being paid for all hours worked and overtime compensation (at the rate of 1½ times your regular rate of pay for all hours worked over 40 in the designated workweek).

Per company policy [specific to company]:

· You will be required to record all hours worked in your timesheet on a 
bi-weekly basis.  

· You are required to get prior approval from your supervisor before any 
overtime hours are worked.

· You will no longer be eligible for benefits as an exempt employee. 

· [Any other company policy requirements that are new to the employee]

While your status under the FLSA is changing, it is important to note that your contributions 
to this organization are highly valued. This status change in no way implies that your performance is in question. Rather, we are committed to ensuring that our employees are correctly classified and receive the protection that they are guaranteed under the FLSA.

Please review the attached company policies that will now apply to you as indicated above. 
If you have any questions about the regulations, this status change, or your rights as a nonexempt employee, please contact your HR representative.  
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