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OVERTIME APPROVAL FORM
Request
be approved to work
hours of:
These overtime hours will be worked on the date(s) below:
If approved, the overtime hours will be paid at time-and-a-half in the current month unless the last week is a split week. Earned compensatory leave must be used within three (3) months of the date earned. Each request must be submitted prior to the overtime being worked if at all possible. If not possible, the Department Manager is authorized to approve overtime verbally with follow-up written approval (using this form) within three (3) business days.
Reason for overtime: (Please check one)
Auxiliary Project
(if yes, then must have signature)
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