

Form Initial Notice of Employment Terms		Page 1 of 2
FORM: INITIAL NOTICE OF EMPLOYMENT TERMS
Welcome to Click or tap here to enter text.!  The following notice is required by Minnesota law to provide you with important information about the terms of your employment.
	
	Employee Information:

	
	Name:
	Click or tap here to enter text.

	
	Address:
	Click or tap here to enter text.

	
	Email Address:
	Click or tap here to enter text.

	
	
	
	

	
	Employer Information:

	
	Legal name:
	Click or tap here to enter text.

	
	Address of main office:
	Click or tap here to enter text.

	
	Mailing address (if different):
	Click or tap here to enter text.

	
	Phone:
	Click or tap here to enter text.

	
	Email address:
	Click or tap here to enter text.

	
	
	

	
	Start Date:
	Click or tap to enter a date.
	
	First check:
	Click or tap here to enter text.

	
	Regular scheduled payday:
	Click or tap here to enter text.

	
	Number of days in pay period:
	Click or tap here to enter text. days



	For Non-Union Employees
	Employment is:
	☐ Non-exempt (entitled to overtime, minimum wage, etcetera)

	
	
	☐ Exempt from minimum wage
	☐Exempt from overtime
	☐ Exempt other

	
	
	Legal basis for exemption:
	Click or tap here to enter text.

	
	
	
	
	

	
	Wages:
	Rate: $ Click or tap here to enter text.
	Add’l Rate: $ Click or tap here to enter text.
	Add’l rate applied: Click or tap here to enter text.

	
	
	Paid:
	☐ Hourly
	☐ Shift
	☐ Day
	☐ Week
	☐ Salary
	☐ Piece

	
	
	
	☐ Commission
	☐ Other method: Click or tap here to enter text.

	
	
	
	

	
	
	Overtime:
	Begins after  Click or tap here to enter text.  hours

	
	
	

	
	
	Deductions:  The following may be deducted from your wages: state/federal payroll taxes, social security, health and welfare, pension, retirement/401k, child support, court ordered garnishment(s), and other:  Click or tap here to enter text.

	
	
	
	
	

	
	Allowances:
	$ Click or tap here to enter text. 
	per meal for meal allowance (max=60% of one hour of adult minimum wage per meal)

	
	
	$ Click or tap here to enter text. 
	per day for lodging allowance (max=75% of one hour of adult minimum wage per day) (or fair market value)

	
	
	
	

	
	Leave:
	☐ Paid sick leave 
	☐ Paid vacation
	☐ Other paid time off:  Click or tap here to enter text.

	
	Benefits accrue:
	Click or tap here to enter text. of  Choose an item. per Choose an item.

	
	Terms to use:
	Click or tap here to enter text.

	
	
Other:

	
Click or tap here to enter text.

	
	See Company policies and employee handbook for details such as eligibility, waiting periods, etcetera.  If you have any questions, feel free to contact Choose an item. at Click or tap here to enter text.




	For Union Employees
	Employment is:
	Non-exempt (entitled to overtime, minimum wage, etcetera)

	
	Your Union:
	Click or tap here to enter text.

	
	Your CBA:
	Click or tap here to enter text.

	
	Classification:
	Click or tap here to enter text.

	
	[bookmark: _GoBack]
Wages, Allowances, Leave, & Benefits:

	
	
	As a member of a union, the benefits and terms of your employment were negotiated by your union officers and are described in the collective bargaining agreement (CBA).  You may download a copy of your CBA and wage allocations sheet at: Choose an item.  Click or tap here to enter text.

	
	
	Wages:
	You will be paid hourly according to your classification and work assigned as described in your CBA and union wage allocations sheet. 
☐ If checked, then your wage may change based upon the project that you are assigned to work.  Project-based wages are posted for your review at Click or tap here to enter text.

	
	
	Benefits:
	Benefits contributions will be made according to the CBA.  Questions about your benefits will be answered by the benefits fund administrator:  Choose an item..

	
	
	Allowances:
	Allowances for meals and/or lodging, if any, are described in the CBA.

	
	Other terms:
	The following are employer-specific allowances, deductions, benefits, or other terms that are not described in the CBA, if any: Click or tap here to enter text.

	
	If you any question about your employment terms, feel free to ask us and/or your union representative.


ACKNOWLEDGEMENT OF NOTICE OF EMPLOYMENT TERMS:
I, employee, have received a copy of this Notice of Employment Terms:
	Date:
	Employee Signature:

	Date:
	Employer Signature:
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‘This document has important information about your employment. Check the box to receive this information in this language.

Spanish / Espafiol Este documento contiens informacion importante sobre su acuerdo ds empleo. Marqus
1o casilla a Ia zquierda para recibi esta informacién en este idioma.

Hmong / Hmoob Daim ntavay no mual cov xov tseem ceeb txog ko) X0} cog 1us ua hauj lwm. Kb 1ub
npauy ntawm sab laug kom tau txais cov xov tseem ceeb no yam siv hom Ius no.

Vietnamese / Vistngl | Tailisu nay chta thong tin quan trong v théa thusn viec lam cda quy vi. Danh dau vao 6

bén tréi 4 nhén thng tin nay bing Viét nglr.
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Russian / pycen RaKHbR AOKYIMENT COREPHIT BAXHYIO WHBOPHAIIO O BaEM TPYAO0OM AOTOBOPE.
OTHETETE FaROHKOT KE3APST CAES3 ARR NORY<EHNA STO HHGOPIaLH HD ABKHOI

[ somaii soamaaii Dukumentigan waxas ku qoran macluumaad muhiim ah o ku sasbsan heshiiska

shagadaada. Calaamadi sanduugan haddii a2d rabto inasd macluumasdkan ku hesho
lugaddan.

Laotian /w1310 (enxmunu:qm{m'-nun;unusnmm»ﬂj: aogw
noacariest focioos

Korean /2301 Ol B AL Tatel 18 A% T2 (2 SSE BRI S ASLIG, 0 ol® ol DFE
LI AR €15 4 R0l HAsH| FNE.

Tagalog / Tagalog ‘Ang dokumentang ito ay nagtataglay ng mahalagang impormasyon tunghol sa

Kasaunduan sa yang pagtatrabaho. agyan g tsek ang kahon sa kliva upang
|| motanggop ang impormasyong it sa ikang fo.

Grame  Gromon Waragaan kun vasyee wialigates hoji keeti odesffannao barbaachiao txan asbates
jia. Sasxinni karaa bitaatiargamu kana ratt mallttoo godhi Yoo ofsan Kanaan
barreeffama argachuu barbascde.
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