
Overtime Time Request Form

Employee Name: _____________________________ Department: ______________________ 
Estimated Time: _____________________________ HRS.

Date(s) of Overtime: ____________________  And  _____________________

Start Time: _________________  AM/PM         Ending Time: _________________ AM/PM

Reason for Overtime: _________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________

Approved  or  Disapproved _________________________________________

Department Head

Actual:
Date:  ___________________

Start Time:  ___________________  AM/PM       Ending Time: ____________________ AM/PM 
Start Time:  ____________________ AM/PM  Ending Time: ____________________ AM/PM 
Total Work Time:  _____________ HRS.      _________MIN

Employee Signature: _____________________________________ Date: _____________

PLEASE NOTE: PRIOR APPROVAL IS REQUIRED FOR NON EMERGENCIES

Date: ______________

Date:  ___________________

Start Time:  ___________________  AM/PM       Ending Time: ____________________ AM/PM 
Start Time:  ____________________ AM/PM  Ending Time: ____________________ AM/PM 
Total Work Time:  _____________ HRS.      _________MIN

Date:  ___________________

     Ending Time: ____________________ AM/PM Start Time:  ___________________  AM/PM  
Start Time:  ____________________ AM/PM  Ending Time: ____________________ AM/PM 
Total Work Time:  _____________ HRS.      _________MIN
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