East Carolina University

Request for Occasional or Sporadic Employment of SPA Personnel in a Different Capacity
	To:  ECU Human Resources/Classification & Compensation 

	It is requested that the following SPA employee be employed on a part-time basis within our department. 
We certify that this work is (1) in a different capacity from the duties of his/her regular employment on campus, and (2) the work performed in this secondary employment is only occasional in nature and not within the same general occupational category as the employee’s regular work. 
Therefore, the hours worked in the different jobs shall not be combined for the purpose of determining overtime compensation and is exempt from the provisions of the Fair Labor Standards Act (FLSA). We also certify that the employee’s decision to work in this capacity was made freely and without coercion.

	Position # 

	OS0001 (All occasional and sporadic employment will be processed using this position # in Banner)

	Date of Request
	
	Banner Department Name / Dept #
	
	Division 
	
	Department Representative 
	
	Brief Description of Work 

to be Performed

	
	Dates of Employment
	
	Approximate # hours to be worked
	
	Approximate Clock Hours (From/To)

	
	Hourly / Flat Rate Requested
	

	


	Banner Budget Information

	Fund
	Orgn
	Account
	Program
	Amount/Hrly Rate
	% FTE

	 
	 
	
	 
	 
	 

	 
	 
	  
	 
	 
	 

	 
	 
	 
	 
	 
	 


	Employee Information

	Employee Name (First, Middle, Last) 
	

	Employee Banner ID#
	

	Employee Classification / Position #
	

	Brief Description of Normal Job Duties
	


Approval must be obtained prior to services rendered.  Upon approval, Human Resources will establish a job record in Banner, and the approval form will be returned to the requesting department. Once services are rendered, hiring department will submit payment against position #OS0001 via the Mass Time Entry Spreadsheet to Payroll using earnings code 218.
	Approval



	
	
	
	
	

	
	Department Head Approval                                        Date             
	
	Funding Source Approval                                         Date
   (State ~ Budget / Grants / Special Funds / Auxiliary)
	

	
	

	
	
	
	
	

	
	Division Approval                                                     Date                   
	
	Director of Classification & Compensation                  Date
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