
FLSA 
 

The City requires a specialized calculation for FLSA that is different from other City and States.  The 

software should provide a way to run a report for FLSA periods based on the specialized calculation for 

the FLSA. An explanation of the specialized calculation for FLSA is attached along with sample FLSA 

periods.   

 

 

City Personnel Action Form 
 

The city requires a Personnel Action form to be submitted every time there is a change in personnel’s 

work schedule, personal information and pay.  The software should provide ability to recreate and edit the 

City’s customized form within the software with the ability to pull the information from the personnel 

information for export and printing the PAF.  The blank City Personnel Action Form is attached. 

 

 

Seniority by Hire List 
 

Candidates for hire take several written, physical and oral tests.  They are placed on a hire list by their 

total accumulative score.  This is their seniority order if and when hired by the department.  Attached is a 

seniority list run from the current Firehouse software. As you can see, there are multiple hires on the same 

date, but they are listed by order in which they scored on the hire list. The new software must be able to 

run a seniority list where those that are hired on the same day are still placed in the order of seniority from 

the hire list.   
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CITY OF EVANSVILLE 

 REQUEST FOR PERSONNEL ACTION 
 
Requesting Official  

 
Employee Location 
 
 
 

 

 

EMPLOYEE DATA 

 
Employee Name 

 
 

 
Marital Status 

 

 

 
Address, City State, Zip 

 

 
 

Employee’s Email Address 

 

 

 
Cell Phone Number 

Home Phone Number 

 
 

 
Budget Line Item 

 
 

 
Position Title 

 

 
  Part-Time          Weekly                Fire 

  Full-Time         Bi-Weekly          Police 

 
Hire Date 

 
 

 
Employee No. 

 
 

 
Annual Rate 

 
 

 
Hourly Rate 

 
 

 
Direct Supervisor 

 
 

 
Primary Time  
 
Manager 
 

 
 

 
Secondary Time  
 
Manager 

 

 
Shift  
 
(1, 2, 3) 

 
 

 
Hours Scheduled  
 
(8-5, 11-7, etc) 
  

 
 

 
Days Scheduled  
 
(M-F, Tues-Sat, etc) 

  
Lunch Period 
 
(0, 30, 60 mins) 
 

 

 

ACTION REQUESTED 

 
Record Update 

 
Status Change 

 
Separation 

 
Leave of Absence 

 
   Name Change 

   Address Change 

   Phone # Change 

   Other (explain below) 

 
   New   Hire 

   Transfer 

   Probation complete 

   Rate Change 

   Demotion 

   Suspension 

   Payroll Adjustment 

 Leave w/o pay 

   Other (explain below) 

 
   Resignation 

   Retirement 

   Death 

   Dismissal (attach        

          documentation) 

   End of Season 

   Other (explain            

          below) 

 
 Workers Compensation 

 Family & Medical Leave 

 FMLA Intermittent 

 Military Leave 

   Returning from Leave 

   Other (explain below) 

Began Leave:    _____________ 

Began Unpaid:  _____________ 

Returned:          _____________  

 
Effective Date 

 
 

 
Explanation 

 
 

 

 

 

 

 

Requesting Signature 
 
 

 
Date 

 
 

 
Personnel Director 

 
 

 
Date 

 
 

 




