
Non-exempt Employees Moving to Biweekly Pay Schedule 

FREQUENTLY ASKED QUESTIONS 

1. How will I know if I will be converting to the biweekly pay schedule? 

Not all employees will convert to a biweekly pay schedule; only those employees who are 

considered non-exempt.   

 

2. What does “non-exempt” and “exempt” mean? 

Non-exempt employees are eligible for overtime during the Fair Labor Standards Act (FLSA) and 

must record time worked.  Exempt employees are excluded from overtime.  If you currently 

complete a weekly timesheet, you are considered non-exempt.  If you are unsure of your exemption 

status, please check with Human Resources. 

 

3. Why are exempt employees remaining monthly? 

Exempt employees are not required to submit hours worked.  They are not eligible for overtime 

because they receive a predetermined salary each pay period regardless of hours worked.   

 

4. Why must non-exempt employees report time? 

FLSA regulations required non-exempt employees to track their time worked by the hour and 

require that overtime be paid for work in excess of 40 hours in a work week.  To ensure that Texas 

A&M University-Commerce meets these regulations, non-exempt employees must report time 

worked each day.  The biweekly pay cycle was specifically designed to track hours worked and help 

calculate overtime hours. 

 

5. Why is this change necessary now? 

This change is necessary to standardize pay schedules System-wide as well as improve our 

compliance with federal and state payroll laws. 

 

6. Can I choose not to move to the biweekly pay schedule? 

No.  All non-exempt employees will transition to the biweekly pay schedule on September 1, 2017. 

 

7. What will the transition period look like to me as an employee? 

Last monthly payment on September 1, 2017 for the period of August 1-31 

First biweekly payment on September 15 for the period September 1-9 (6 days) 

Second biweekly payment on September 29 for the period September 10-23 (10 days) 

Next payment will be on October 13 for the period Sept. 24-Oct. 6 (5 days in Sept, 5 days is Oct) 

You will receive a paycheck every two weeks (biweekly) after that. 

 

8. How is my hourly rate of pay determined? 

Annual salary / 2080 (number of work hours in the year) = Hourly rate 

 



9. Will I receive one-half of my monthly pay on each biweekly pay date? 

No.  Your biweekly amount (assuming you work 40 hours each week) will be calculated by dividing 

your annual salary by 26 pay dates in the year, not 24.  Two months out of the year you will receive 

three checks. 

 

10. Will I be paid for overtime hours or will I receive compensatory time? 

You will continue to receive compensatory time unless prior approval has been granted to receive 

payment. 

 

11. Will I get paid if my leave documents are at a pending status? 

No.  You will need to ensure that your supervisor approves your leave requests before timesheets 

are due to Payroll.  The Payroll Calendar will show the dates timesheets are due. 

 

12. What should I consider regarding this change? 

Consider how these cash flow changes will impact your bill paying routine, especially between 

August and October 2017.   A Checklist has been designed to help you with the transition.  Also, the 

Payroll Office can provide a memo regarding this change to share with creditors upon request. 

 

13. How are payroll deductions handled on the biweekly payroll? 

The following deductions are halved and taken on the 1st and 2nd biweekly payroll of each month:  

insurance premiums, spending accounts, court-ordered deductions, tax-sheltered annuities, 

deferred comp plans, and user service fees (Morris Rec Center, Faculty/Staff Meal Plans, Lion Cash).  

Deductions for charitable contributions (Bridge Builders) are taken on the 2nd biweekly of each 

month. 

 

14. When is my Teacher Retirement contribution taken? 

TRS contributions are taken from each biweekly check. 

 

15. If I receive a promotion and now qualify as an exempt employee, will I return to a monthly paid 

employee status? 

Yes. 

 

16. Will this affect my vacation and sick leave accrual? 

No.  You will still receive the same amount of accruals. 

 

17. Who do I contact if I have questions or concerns? 

payroll@tamuc.edu  

 

 

http://www.tamuc.edu/facultyStaffServices/payrollServices/payrollCalendar.pdf
http://www.tamuc.edu/facultyStaffServices/payrollServices/documents/Checklist.pdf
mailto:payroll@tamuc.edu

