
FOR THE FOLLOWING PAGES, 
ONLY FILL IN THE NOTICE OF PAY 

RATE AND PAYDAY THAT IS 
APPLICABLE TO THE EMPLOYEE. 



LS 54 (09/22) 

Notice and Acknowledgement of Pay Rate and Payday 
Under Section 195.1 of the New York State Labor Law 

Notice for Hourly Rate Employees 

1. Employer Information

Name: 

Doing Business As (DBA) Name(s): 

FEIN (optional): 

Physical Address: 

Mailing Address: 

Phone: 

2. Notice given:
 At hiring 
 Before a change in pay rate(s), 
 allowances claimed or payday  

3. Employee’s rate of pay:
$   per hour

4. Allowances taken:
 None 
 Tips  per hour 
 Meals  per meal 
 Lodging 
Other 

5. Regular payday:

6. Pay is:
 Weekly 
 Bi-weekly 
 Other 

7. Overtime Pay Rate:
$  per hour (This must be at least 
1½ times the worker’s regular rate with 
few exceptions.) 

8. Employee Acknowledgement:
On this day I have been notified of my pay
rate, overtime rate (if eligible), allowances,
and designated pay day on the date given
below.  I told my employer what my primary
language is.

Check one: 
 I have been given this pay notice in 

English because it is my primary language. 

 My primary language is .  I 
have been given this pay notice in English 
only, because the Department of Labor 
does not yet offer a pay notice form in my 
primary language. 

Print Employee Name 

Employee Signature 

______________________________ 
Date 

Preparer’s Name and Title 

The employee must receive a signed 
copy of this form. The employer must 
keep the original for 6 years.  
 

Please note: It is unlawful for an 
employee to be paid less than an employee 
of the opposite sex for equal 
work. Employers also may not prohibit 
employees from discussing wages with their 
co-workers.  



Notice and Acknowledgement of Pay Rate and Payday
Under Section 195.1 of the New York State Labor Law 

Notice for Exempt Employees
 

LS 59 (12/22)

 
2. Notice given: 

At hiring

Before a change in pay rate(s), 
allowances claimed, or payday  

 
 
 
 

3. Employee’s pay rate(s): State if pay is 
based on an hourly, salary, day rate, 
piece rate, or other basis. 
  

Employers may not pay a non-hourly rate to 
a non-exempt employee in the Hospitality 
Industry, except for commissioned 
salespeople. 
 
4. Allowances taken:

None

 Tips   per hour 

 Meals   per meal 

 Lodging   

 Other   

5. Regular payday:   

6. Pay is:

 Weekly 

Bi-weekly

Other: 

7. Overtime Pay Rate:
Most workers in NYS must receive at least 
1½ times their regular rate of pay for all 
hours worked over 40 in a workweek, with 
few exceptions. A limited number of 
employees must only be paid overtime at 
1½ times the minimum wage rate, or not at 
all.  

This employee is exempt from overtime 
under the following exemption (optional):      
   

8. Employee Acknowledgement:
On this day, I received notice of my pay 
rate, overtime rate (if eligible), allowances, 
and designated payday.  I told my employer 
what my primary language is.  

Check one: 

I have been given this pay notice in 
English because it is my primary language.  

My primary language is  . I 
have been given this pay notice in English 
only, because the Department of Labor 
does not yet offer a pay notice form in my 
primary language.  

 
Print Employee Name 
 
 
Employee Signature 
 
 
Date 
 
 
Preparer Name and Title 
 
The employee must receive a signed 
copy of this form. The employer must 
keep the original for 6 years.  
 
Please note: It is unlawful for an employee 
to be paid less than an employee of the 
opposite sex for equal work. Employers also 
may not prohibit employees from discussing 
wages with their co-workers.   
 

1. Employer Information

Name: 
 
 
 
Doing Business As (DBA) Name(s): 
 
 
 
FEIN (optional): 
 
 
Physical Address: 
 
 
 
 
Mailing Address: 
 
 
 
 
Phone: 



Notice and Acknowledgement of Pay Rate and Payday 
Under Section 195.1 of the New York State Labor Law 

Notice for Multiple Hourly Rate Employees 

LS 55 (01/17) 

2. Notice given:

  At hiring 
  Before a change in pay rate(s), 

  allowances claimed or payday  

3. Employee’s rate(s) of pay for each type
of work or shift:

$_________ per hour for _____________ 
$_________ per hour for _____________ 
$_________ per hour for _____________ 

4. Allowances taken:
 None 
 Tips __________ per hour 
 Meals _________ per meal 
 Lodging ________________________ 
 Other __________________________ 

5. Regular payday: ___________________

6. Pay is:
 Weekly 
 Bi-weekly 
 Other __________________________  

7. Overtime Pay Rate(s) for each type of
work or shift: _______________________
___________________________________
This must be at least 1½ times the worker’s
weighted average of the multiple rates of pay
for the week, with few exceptions. The weighted
average is the total regular pay divided by the
total hours worked in the week. The overtime
rate may vary from week to week depending on
how many hours you worked at each rate of
pay. The overtime rate may vary from week to
week.

8. Employee Acknowledgement:
On this day I have been notified of my pay rate,
overtime rate (if eligible), allowances, and
designated payday on the date given below.  I
told my employer what my primary language is.

Check one: 
 I have been given this pay notice in English 

because it is my primary language.  

 My primary language is ___________.  I 
have been given this pay notice in English only, 
because the Department of Labor does not yet 
offer a pay notice form in my primary language.  

___________________________________ 
Print Employee’s Name 

Employee’s Signature 

___________________________________ 
Date 

Preparer’s Name and Title 

The employee must receive a signed copy of 
this form. The employer must keep the 
original for 6 years.  

Please note: It is unlawful for an employee to 
be paid less than an employee of the opposite 
sex for equal work. Employers also may not 
prohibit employees from discussing wages with 
their co-workers.  

1. Employer Information

Name: 

Doing Business As (DBA) name(s): 

FEIN (optional): 

Physical Address: 

Mailing Address: 

Phone: 



Notice and Acknowledgement of Pay Rate and Payday 
Under Section 195.1 of the New York State Labor Law 

Notice for Employees Paid a Weekly Rate or a Salary for a Fixed Number of Hours (40 or Fewer in a Week) 

 

LS 56 (01/17) 

 

2. Notice given: 

 At hiring 
 Before a change in pay rate(s),  
 allowances claimed or payday  

 
 
 
 
 
 
 

3. Employee’s Pay Rate: 

$   per   
 
Weekly hours _______ (Specify the number 
of hours for which the weekly rate or salary 
will be paid.) 
 
Employers may not pay a non-hourly rate to 
a non-exempt employee in the Hospitality 
Industry, except for commissioned 
salespeople.  
 
4. Allowances taken: 

 None 
 Tips   per hour 
 Meals   per meal 
 Lodging   
Other   

 
5. Regular payday:   
 
6. Pay is: 

 Weekly 
 Bi-weekly 
 Other 

 
7. Overtime Pay Rate: 

$   per hour (This must be at least 1½ 
times the worker’s regular rate, with few 
exceptions.) 
 
 
 
 
 

8. Employee Acknowledgement:  
On this day, I have been notified of my pay 
rate, overtime rate (if eligible), allowances, 
and designated payday.  I told my employer 
what my primary language is.   
 
Check one: 

  I have been given this pay notice in 
English because it is my primary language.  
 

 My primary language is .  I 
have been given this pay notice in English 
only, because the Department of Labor 
does not yet offer a pay notice form in my 
primary language.   
 
 
 
Print Employee Name 
 
 
Employee Signature 
 
 
Date 
 
 
Preparer Name and Title 
 
The employee must receive a signed 
copy of this form. The employer must 
keep the original for 6 years.  
 

Please note: It is unlawful for an employee 
to be paid less than an employee of the 
opposite sex for equal work. Employers also 
may not prohibit employees from discussing 
wages with their co-workers. 

1. Employer Information 
 
Name: 
 
 
 
Doing Business As (DBA) Name(s): 
 
 
 
FEIN (optional): 
 
 
Physical Address: 
 
 
 
Mailing Address: 
 
 
 
 
Phone: 
 



Notice and Acknowledgement of Pay Rate and Payday 
Under Section 195.1 of the New York State Labor Law 

Notice for Employees Paid Salary for Varying Hours, Day Rate, Piece Rate, Flat Rate or Other Non-Hourly Pay 
 

LS 57 (01/17) 

 

2. Notice given: 
 At hiring 
 Before a change in pay rate(s),       

allowances claimed or payday  
 
3. Regular payday: 
____________________ 
 
 
 
 
 
 

4. Employee’s Pay Rate:  
$_____________ per _________ 
 Specify the basis for the rate paid, i.e. salary for     
varying hours, day rate, etc.  
 
Employers may not pay a non-hourly rate to 
a non-exempt employee in the Hospitality 
Industry, except for commissioned 
salespeople. 
 
5. Allowances taken: 

 None 
 Tips ________ per hour 
 Meals _______ per meal 
 Lodging _______ 
 Other __________________ 

 
6. Pay is: 

 Weekly 
 Bi-weekly  
 Other  

 
7. Overtime Pay Rate: 
In most cases the overtime rate will be 1½ 
times the regular rate of pay for the week. 
The regular rate of pay is the total weekly 
pay divided by the hours worked in the 
week.  
 
In most cases, it is illegal to pay a fixed 
weekly rate for varying hours worked over 
40 per week. The Department of Labor 
strongly discourages weekly rates for non-
exempt employees, since underpayments 
often result.  
 
 

 

8. Employee Acknowledgement:  
On this day, I received notice of my pay 
rate, overtime rate (if eligible), allowances, 
and designated payday.  I told my employer 
what my primary language is.   
 
Check one: 

 I have been given this pay notice in 
English because it is my primary language.  
 

 My primary language is _____________. 
I have been given this pay notice in English 
only, because the Department of Labor 
does not yet offer a pay notice form in my 
primary language.   

___________________________________ 
Print Employee’s Name 

       
Employee’s Signature 
 
___________________________________ 
Date 
 

       
Preparer’s Name and Title 
 
The employee must receive a signed 
copy of this form. The employer must 
keep the original for 6 years.  
 
Please note: It is unlawful for an employee 
to be paid less than an employee of the 
opposite sex for equal work. Employers also 
may not prohibit employees from discussing 
wages with their co-workers.     

1. Employer Information 
 
Name: 
 
 
 
Doing Business As (DBA) Name(s): 
 
 
 
FEIN (optional): 
 
 
Physical Address: 
 
 
 
Mailing Address: 
 
 
 
Phone: 
 



The NYC Human Rights Law
The NYC Human Rights Law, one of the strongest 
anti-discrimination laws in the nation, protects all 
individuals against discrimination based on gender, 
which includes sexual harassment in the workplace, 
in housing, and in public accommodations like stores 
and restaurants. Violators can be held accountable 
with civil penalties of up to $250,000 in the case of 
a willful violation. The Commission can also assess 
emotional distress damages and other remedies 
to the victim, can require the violator to undergo 
training, and can mandate other remedies such as 
community service.

Sexual Harassment Under the Law
Sexual harassment, a form of gender-based 
discrimination, is unwelcome verbal or physical 
behavior based on a person’s gender.

Some Examples of Sexual 
Harassment
•	 unwelcome or inappropriate touching of 

employees or customers
•	 threatening or engaging in adverse action after 

someone refuses a sexual advance
•	 making lewd or sexual comments about an 

individual’s appearance, body, or style of dress
•	 conditioning promotions or other opportunities on 

sexual favors
•	 displaying pornographic images, cartoons, or 

graffiti on computers, emails, cell phones, bulletin 
boards, etc.

•	 making sexist remarks or derogatory comments 
based on gender

Retaliation Is Prohibited Under  
the Law
It is a violation of the law for an employer to take 
action against you because you oppose or speak  

 
out against sexual harassment in the workplace. 
The NYC Human Rights Law prohibits employers 
from retaliating or discriminating “in any manner 
against any person” because that person opposed 
an unlawful discriminatory practice. Retaliation can 
manifest through direct actions, such as demotions 
or terminations, or more subtle behavior, such as an 
increased work load or being transferred to a less 
desirable location. The NYC Human Rights Law 
protects individuals against retaliation who have 
a good faith belief that their employer’s conduct is 
illegal, even if it turns out that they were mistaken.

Report Sexual Harassment
If you have witnessed or experienced sexual 
harassment inform a manager, the equal employment 
opportunity officer at your workplace, or human 
resources as soon as possible.
Report sexual harassment to the NYC 
Commission on Human Rights. Call  
718–722–3131 or visit NYC.gov/HumanRights to 
learn how to file a complaint or report discrimination. 
You can file a complaint anonymously.

State and Federal Government 
Resources
Sexual harassment is also unlawful under state and 
federal law where statutes of limitations vary.
To file a complaint with the New York State Division 
of Human Rights, please visit the Division’s website 
at www.dhr.ny.gov.
To file a charge with the U.S. Equal Employment 
Opportunity Commission (EEOC), please visit the 
EEOC’s website at www.eeoc.gov.

STOP SEXUAL HARASSMENT ACT FACTSHEET

        @NYCCHR
NYC.gov/HumanRights

TM

Commission on
Human Rights

BILL DE BLASIO
Mayor

CARMELYN P. MALALIS
Commissioner/Chair

All employers are required to provide written notice of employees’ rights under the Human Rights Law both 
in the form of a displayed poster and as an information sheet distributed to individual employees at the 
time of hire. This document satisfies the information sheet requirement.
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