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REQUEST, AUTHORIZATION, AND REPORT OF OVERTIME 
(AE Reg 690-110)

Pay period
From

To

Date prepared

From (name; office or division, branch, 
section, unit or separate activity) Through (if applicable) To (approving officer)

Instruction
1. Enter social security numbers, name of employees, grades and steps or pay band, dates work is to be performed, clock hours of duty, and number 
of overtime hours to be worked by each employee. 
2. Enter the nature of duties to be performed and the justification for overtime on page 2 of the form. Annotate actual hours worked on the employees' 
timesheet. 
3. The requesting official must sign the request and submit it to the appropriate authorizing official. If the authorizing official concurs, he/she must sign 
the form and return a copy to the requesting office.
Authority is hereby requested to perform the overtime described below which is beyond the regularly established 8-hour day 
or 40-hour work week.
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Notes:1. Employees occupying wage grade positions may not be granted compensatory time, except for 
employees working alternate work schedules. 
2. Compensatory time cannot be granted for holiday work.

Total hours
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Nature of duties and justification for overtime 
(Enter a short description of the work to be performed and the reason why it must be performed by overtime.)

Requested by
Typed name and title Date (YYYYMMDD) Signature

Authorized by
Remarks

Typed name and title Date (YYYYMMDD) Signature
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2. Enter the nature of duties to be performed and the justification for overtime on page 2 of the form. Annotate actual hours worked on the employees' timesheet. 3. The requesting official must sign the request and submit it to the appropriate authorizing official. If the authorizing official concurs, he/she must sign the form and return a copy to the requesting office.
Authority is hereby requested to perform the overtime described below which is beyond the regularly established 8-hour day or 40-hour work week.
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Notes:1. Employees occupying wage grade positions may not be granted compensatory time, except for employees working alternate work schedules.
2. Compensatory time cannot be granted for holiday work.
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(Enter a short description of the work to be performed and the reason why it must be performed by overtime.)
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