Overtime/Compensatory Time Tracking and Approval 

Per NRS 284.180 section 10, all overtime must be approved in advance by the appointing authority or his designee.  No employee may authorize overtime for himself.  If overtime is required it must be communicated to the employee at least 4 hours in advance, by the responsible supervisor, before being worked.  
To ensure timely leave accounting, this form should be completed and submitted at the end of the pay period in which the overtime occurs.
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Method of compensation:

 FORMCHECKBOX 
 Cash Payment (via PR-29)

 FORMCHECKBOX 
 Compensatory Time

I certify that the overtime recorded above is true and accurate, and understand falsification of overtime worked violates NSHE Prohibitions and Penalties section B (18&19).  

Employee Signature







Date
For Supervisor use only:

 FORMCHECKBOX 
 Overtime was approved in advance

 FORMCHECKBOX 
 Overtime was not approved in advance


Supervisor Signature







Date
Supervisors should be aware that an employee not obtaining prior approval to work overtime does not excuse a department from paying it. If overtime is worked it must be compensated for, but if unauthorized it should be address via employee relations means.  If a situation such as this arises, please contact Leslie Nady, Records Manager, at 775-784-6844.
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