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	USDA-Forest Service
	

	OVERTIME REQUEST AND AUTHORIZATION
(Reference FSM 6160)

	Name of Employee(s)
	Grade
(Include 
	Funds to be Used
	FLSA Status
(x approp. box)
	Paying Status
Employee Initials

	(Last, First, MI)
	Step)
	(Management Code)
	Exempt
	Non- Exempt
	Overtime
Rate
	Compensatory
Time Off

	(1)
	(2)
	(3)
	(4)
	(5)

	*
	
	
	
	
	
	

	*
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Proposed Schedule for Overtime Work (probable  duration).  Include specific dates
and number of hours whenever possible.
	Justification  (Give complete  explanation of need for overtime work and/or travel performed outside regular working hours

	(6)
	(7)

	*
	*

	*
	*

	
	

	
	

	
	

	8.  Travel Status (x appropriate  boxes).   Contact Personnel office before overtime is approved to determine pay entitlement for hours of travel.

	
	One-day assignment
	
	Drive or perform work while traveling

	
	Multiple day assignment (overnight stay)
	
	Administratively Uncontrollable

	
	Be a passenger
	
	Arduous Travel

	9.  PERSONNEL USE ONLY
	Travel is compensable under

	
	Travel is not compensable under
	
	Drive or perform work while traveling

	
	FLSA or Title 5
	
	Title 5 Only

	
	
	
	Both FLSA and Title 5

	10.  Requesting Unit
	11-12.  Requesting Officer (Signature & Title)
	13.  Date

	
	
	

	14. Approving Section

	
	Request is authorized in full
	
	Request is disapproved

	
	Request is granted subject to modification as follows:

	
	*

	15.  Approving  Unit
	16-17.  Approving Officer (Signature & Title)
	18.  Date
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