To be used only for employees with no current assignment.  All other EXCEPTION TO NORMAL PAY ARE processed on-line.

Payroll Signup forms must be attached for new employees or the form will be returned to the originating department.

eXCEPTION TO
NORMAL PAY (ENP)
OKLAHOMA STATE UNIVERSITY

	EMPLOYEE ID NUMBER
	EMPLOYEE NAME (Last, First, Middle)
	DIVISION
	PAYING DEPT

	
	
	
	

	CLASS CODE
	CLASS CODE TITLE

	
	

	
	

	
	


	
	PERIOD (MMDDYYYY)
	EARNINGS
	
	
	ACCOUNT NUMBER

	JOB CODE
	FROM
	TO
	CODE
	HOURS
	AMOUNT
	A
	L
	DEPARTMENT
	SUBCODE

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	Totals
	
	
	
	


	Description of Work Performed:   





Pay Cycle - All ENPs are processed as part of the biweekly pay cycle with only two exceptions: (1) payments to monthly employees for up to three months following their separation (same fiscal year), and (2) payments to newly hired monthly employees for work performed prior to the beginning of the EA assignment.  The ENP form is attached to the Employment Action form.

	Remarks:  
	CERTIFICATION:  I have first hand knowledge of the activity described above.  I certify that it is a reasonable estimate of the work performed, documented, and completed.

	If the employee is a non-U.S. citizen, verify prior to employment that the hours worked will not cause the employee to exceed work hours authorized by the work permit.

This form prepared by:

_____________________     _______   __________   

  Name
Phone
       Date


	  
Approval
Date


Approval
Date


GENERAL INSTRUCTIONS:
1. Employees who have a current HRS assignment can not be paid with this form.  Payments to these employees must be made using the IMS/HRS On-Line ENP System.  ENP forms submitted on employees who have a current HRS assignment will be returned to the originating department.
2. Payroll Signup forms must be attached for new employees or the form will be returned to the originating department.

	Employee ID Number
	EMPLOYEE NAME (As on your Social Security Card using Last, First Middle)
	DIVISION
	PAYING DEPT

	###-##-####
	Employee, Ima Good
	
	#-####


1. Enter the employee’s university ID number (social security number).

2. Enter the employee’s name AS IT APPEARS ON THE SOCIAL SECURITY CARD using a Last Name, First Middle format.

3. Enter the 3 digit division number

4. Enter the 5-digit department number of the department issuing the ENP
	CLASS CODE
	CLASS CODE TITLE

	####
	Oklahoma State University Representative


1. Enter the 4-digit Class Code for the employee being paid.

2. Enter the title or description for the class code entered in the preceding space.

	
	PERIOD (MMDDYYYY)
	EARNINGS
	
	
	ACCOUNT NUMBER

	JOB CODE
	FROM
	TO
	CODE
	HOURS
	AMOUNT
	A
	L
	DEPARTMENT
	SUBCODE

	#
	MMDDYYYY
	MMDDYYYY
	###
	12.00
	$
72.00
	#
	#
	#####
	####

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	Totals
	12.00
	$
72.00
	Rate = $6.00
	


1. JOB CODE:  If the Job Code is known, enter the applicable Job Code.  Otherwise, leave blank and Personnel/Payroll staff will assign the Job Code.

2. PERIOD:  Enter the beginning (FROM) and ending (TO) dates corresponding to the work performed. These dates are entered into the payroll system and maintained as documentation.

3. EARNINGS CODE:  Enter the appropriate earning code for the work performed.  Monthly:  014-Regular ENP; 032-1.5 Overtime (OT); 037-1.0 Overtime; 080-Awards; 120-Retroactive Pay; 130-Extra Time; 131-Professional Pay; 300-Comp Leave; and 425-Leave W/O Pay.  Biweekly:  030-1.5 OT-Regular Employees; 031-1.5 OT (Students); 035-1.0 OT-Regular Employees; 036 1.0 OT-Students/Temps; 134-Extra Time; 080-Awards; and 300 Comp Time.  NOTE:  Regular/Special earnings and Overtime earnings must be listed on separate lines.
4. HOURS:  For non-exempt employees, enter the hours worked.  For exempt employees who are performing a job based on a contractual amount, enter 1.00.  At least one hour must be entered.

5. AMOUNT:  If the payment is based on a contractual amount or specific pay for a job done, enter that amount.  If the payment is based on an hourly rate, calculate and enter Hours X Rate = Amount.

6. ACCOUNT NUMBER:  Enter the accounting system 11-digit account number (Agency, Ledger, Department, and Sub-code).  The ENP will be charged to this account.  NOTE:  If the ENP payment is to be split between two or more accounts, separate HOURS and AMOUNTS must be calculated and entered for each unique 11-digit account number.

7. TOTALS–Hours:  Sum the hours entered in the HOURS column and enter in the TOTALS line.

8. TOTALS–Amount:  Sum the amounts in the AMOUNTS column and enter in the TOTALS line.

9. TOTALS–Rate:  The RATE may be omitted for exempt employees.  For non-exempt employees, enter the hourly straight time rate. For regular hours the rate equals AMOUNT / HOURS.  For overtime hours the rate equals AMOUNT / 1.5 / HOURS.

10. Purpose:  Enter the reason for the payment.

11. Remarks, This Form Prepared By:  Enter any appropriate remarks, and who prepared the form.

12. Signatures:  Stamped signatures or signatures ‘by’ or initialed will not be accepted.  Check with your administrative area if you do not know the signature requirements for the ENP form. 




OSU Human Resources

September 12, 2005

