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This	request	for	a	quotation	form	is	useful	for	transportation	companies	that	deliver	custom	orders.	Whether	you	run	a	limousine,	party	bus,	tour	company,	or	other	transportation	business,	youll	want	a	convenient	way	for	customers	to	request	a	price	quote	through	your	website.	When	potential	customers	provide	you	with	their	contact	information,
size	of	their	party,	date	of	their	choosing,	and	pickup	and	dropoff	times	and	locations	-	you	are	all	set	to	provide	them	with	a	price	that	fits	their	specifications	and	your	business.	This	request	for	a	quotation	form	(or	quote	request	form)	template	is	completely	customizable	and	ready	for	you	to	make	your	own!	Go	to	Category:Request	FormsReceive
purchase	requisitions	anytime	using	this	purchase	requisition	form	template!	Provide	the	details	of	your	request	and	submit.	The	receiving	end	may	receive	the	request	via	email,	view	the	information	as	well	via	the	submissions	page,	and	even	print	the	document	or	get	a	PDF	copy	of	the	document	using	Jotform's	platform!Go	to	Category:Purchase
Order	Request	FormsA	Graphic	Design	Request	Form	is	a	versatile	form	template	designed	for	marketing	teams,	business	owners,	project	managers,	creative	agencies,	freelancers,	and	HR	departments	to	streamline	the	process	of	requesting	logos,	banners,	brand	assets,	social	media	graphics,	event	posters,	promotional	materials,	and	custom
illustrationsGo	to	Category:Web	Design	Forms	The	Overtime	Approval	Request	Form	is	used	to	request	permission	to	work	additional	hours	beyond	the	typical	workweek.	This	form	allows	employees	to	seek	approval	from	their	supervisor	or	manager	for	overtime	work.The	employee	is	responsible	for	filing	the	Overtime	Approval	Request	Form.FAQQ:
What	is	an	Overtime	Approval	Request	Form?A:	An	Overtime	Approval	Request	Form	is	a	document	used	to	request	permission	for	working	overtime.Q:	Who	needs	to	use	an	Overtime	Approval	Request	Form?A:	Employees	who	want	to	work	overtime	need	to	use	an	Overtime	Approval	Request	Form.Q:	What	information	is	typically	required	on	an
Overtime	Approval	Request	Form?A:	An	Overtime	Approval	Request	Form	typically	requires	information	such	as	employee	name,	date,	reason	for	overtime,	start	and	end	time	of	overtime,	and	supervisor's	approval.Q:	Why	is	an	Overtime	Approval	Request	Form	necessary?A:	An	Overtime	Approval	Request	Form	is	necessary	to	ensure	that	overtime
work	is	authorized	by	a	supervisor	and	to	keep	a	record	of	overtime	hours	worked.Q:	Is	using	an	Overtime	Approval	Request	Form	mandatory?A:	The	requirement	to	use	an	Overtime	Approval	Request	Form	may	vary	by	company.	Check	with	your	employer's	policies.Q:	What	happens	after	submitting	an	Overtime	Approval	Request	Form?A:	After
submitting	an	Overtime	Approval	Request	Form,	it	will	be	reviewed	by	a	supervisor	for	approval	or	denial.	The	employee	will	be	notified	of	the	decision.Q:	Can	an	Overtime	Approval	Request	Form	be	denied?A:	Yes,	an	Overtime	Approval	Request	Form	can	be	denied	if	the	supervisor	determines	that	the	requested	overtime	is	not	necessary	or
feasible.Q:	Are	there	any	limitations	or	restrictions	on	overtime	hours?A:	Yes,	some	companies	have	limitations	or	restrictions	on	the	number	of	overtime	hours	an	employee	can	work.	Check	with	your	supervisor	or	employee	handbook	for	details.Q:	What	should	I	do	if	my	Overtime	Approval	Request	Form	is	denied?A:	If	your	Overtime	Approval
Request	Form	is	denied,	you	should	discuss	the	reasons	with	your	supervisor	and	explore	alternative	options	if	needed.	Please	fill	out	this	form	to	request	overtime,	providing	all	necessary	details	for	approval	and	accurate	record-keeping.Employee	InformationOvertime	DetailsApprovalSupervisor	Name:	Date:	HR	RepresentativeName:	Date:
EmployeeName:	Date:	Request	Form	Templates	@	Template.netWe	appreciate	you	taking	the	time	to	submit.Create	free	forms	at	Template.net	Spending	extra	is	a	terrific	way	to	show	your	commitment	to	your	job	and	company	while	also	increasing	your	salary.	Overtime	is	when	an	employee	works	longer	than	their	usual	working	hours.	Before
agreeing	to	work	extra,	be	sure	you	have	a	good	work-life	balance	and	that	your	overtime	will	be	productive.	Do	you	need	to	seek	an	overtime	but	dont	know	how?	Weve	got	your	back!	In	this	article,	we	provide	you	with	free	and	ready-made	samples	of	Overtime	Requests	and	Approval	Forms	in	PDF	and	DOC	format	that	you	could	use	for	your	benefit.
Keep	on	reading	to	find	out	more!	1.Overtime	Request	and	Approval	FormDetailsFile	Format	Size:	371	KBDownload2.	Sample	Overtime	Request	and	Approval	FormDetailsFile	Format	Size:	45	KBDownload3.	Simple	Overtime	Request	and	Approval	FormDetailsFile	Format	Size:	60	KBDownload4.	Basic	Overtime	Request	and	Approval	FormDetailsFile
Format	Size:	185	KBDownload5.	Employee	Overtime	Request	and	Approval	FormDetailsFile	Format	Size:	16	KBDownload6.	Military	Overtime	Request	and	Approval	FormDetailsFile	Format	Size:	109	KBDownload7.	University	Overtime	Request	and	Approval	FormDetailsFile	Format	Size:	78	KBDownload8.Overtime	Additional	Pay	Request	and
ApprovalDetailsFile	Format	Size:	308	KBDownload	DetailsFile	Format	Size:	101	KBDownload10.Overtime	Request	and	Approval	Form	ExampleDetailsFile	Format	Size:	190	KBDownload11.	Printable	Overtime	Request	and	Approval	Formmccormick.northwestern.eduDetailsFile	Format	Size:	36	KBDownloadWhat	is	an	Overtime	Request	and	Approval?
Before	tracking	extra	hours,	most	firms	ask	employees	to	submit	an	overtime	request	form	for	approval.	This	form	includes	sections	for	basic	employee	information,	overtime	hours	worked,	and	the	specifics	and	reason	for	the	overtime.	It	also	has	spaces	for	basic	employee	information,	the	hourly	rate,	specifics	of	the	overtime	job	youll	be	doing,	and
signature	lines	for	your	immediate	supervisor,	department	head,	and	director	of	people.	This	form	will	serve	if	you	need	to	do	any	last-minute	overtime	labor.	Labor	shortages,	unforeseen	demand,	staff	training,	and	longer	seasonal	hours	are	all	common	causes	for	working	extra.	An	Overtime	Request	and	Approval	Templatecan	help	provide	you	with
the	framework	you	need	to	ensure	that	you	have	a	well-prepared	and	robust	form	on	hand.To	do	so,	you	can	choose	one	of	our	excellent	templates	listed	above.	If	you	want	to	write	it	yourself,	follow	these	steps	below	to	guide	you:	Given	that	many	organizations	demand	pre-approval	of	overtime,	this	seems	quite	straightforward.	Managers	at	these
same	organizations	frequently	face	sticker	shock	when	time	cards	are	handed	in,	notwithstanding	restrictions.	When	theres	a	good	explanation	for	terrible	news,	most	people	accept	it	more	cheerfully,	or	at	least	less	unwillingly.	This	is	especially	true	when	it	comes	to	overtime	compensation.	When	given	an	option,	most	managers	do	better.	Without
spending	any	money,	brainstorm	inventive	solutions	to	your	possible	overtime	situation.	Examine	your	schedule	to	determine	if	there	are	any	non-essential	meetings	you	may	skip	in	order	to	complete	a	critical	assignment.	This	part	will	show	how	many	more	hours	per	day	and	week	the	employee	want	to	work.	The	days	of	the	week	in	a	column
connected	with	the	desired	amount	of	hours,	and	the	total	as	the	tables	last	row,	depending	on	the	companys	preferences.	Alongside	the	table,	the	employee	will	certify	that	his	statements	and	claimed	hours	are	based	on	the	overtime	employee	agreement	and	the	department	heads	demands.	To	ensure	that	the	amount	to	be	paid	can	be	calculated
quickly,	most	organizations	round	the	hours	to	the	nearest	quarter	and	as	a	full	digit.FAQ	Working	extra	might	also	assist	you	enhance	your	career	by	demonstrating	your	dependability	and	motivation	in	your	current	position.	The	benefits	of	overtime	for	the	company	include	having	more	hourly	employees	who	do	not	demand	a	wage	or	additional
perks	in	return	for	better	productivity	when	needed.	Your	employer	cannot	legally	require	you	to	work	more	than	48	hours	a	week,	including	overtime.	In	general,	no	employee	may	be	forced	to	work	overtime	against	his	choice,	since	this	would	be	considered	involuntary	servitude.	An	employee	may,	however,	be	forced	to	perform	emergency	overtime
labor.Overtime	gives	employees	the	option	to	make	extra	money	while	also	reducing	their	spare	time.	To	help	you	get	started,	download	our	easily	customizable	and	comprehensive	samples	of	Overtime	Request	and	Approval	Forms	today!	Submit	this	standard	overtime	request	form	for	approval	prior	to	completing	overtime	work.	The	template
includes	sections	for	basic	employee	information,	the	hourly	rate,	the	details	of	the	overtime	work	you	need	to	complete,	and	signature	lines	for	the	direct	supervisor,	department	head,	and	director	of	personnel.	The	form	doubles	as	a	pre-approval	form,	as	it	includes	instructions	for	submitting	a	request	before	logging	any	overtime	hours;	but,	you	can
also	edit	it	to	fit	your	companys	policies.Download	Overtime	Request	Approval	FormExcel	|Word	|PDF	Turn	collected	data	into	actionable	insights	instantly	Smartsheet	forms	capture	consistent,	accurate	data	and	feed	it	directly	into	an	organized	sheet,	giving	you	instant	visibility.	With	customizable	branding,	conditional	logic,	and	mobile	accessibility,
Smartsheet	forms	not	only	simplify	data	gathering	but	also	allow	your	team	to	take	action	right	awaywhether	you're	tracking	requests,	collecting	information,	or	managing	fieldwork.Try	Smartsheet	for	Free	This	is	a	simple	template	that	employees	can	use	to	get	authorization	for	overtime	hours.	The	authorization	form,	also	called	a	slip	form,	includes
space	for	basic	employee	information,	the	number	of	overtime	hours	worked,	as	well	as	the	details	of	and	justification	for	the	overtime.	This	template	will	suffice	for	any	quick,	last-minute	overtime	work	that	you	need	to	complete.Download	Overtime	Authorization	FormExcel	|Word	|PDF	|	Smartsheet	Use	this	form	to	request	compensation	for
overtime	work	or	additional	work	hours	(for	instance,	those	accrued	via	company	travel).	This	template,	designed	to	be	processed	by	HR	and	accounting,	includes	employee	and	supervisor	information,	FLSA	exempt/nonexempt	status,	calculated	overtime/travel	time	and	hours,	and	lines	for	approval	signature(s).Download	Compensatory	Time	Request
FormExcel	|Word	|PDF	This	overtime	request	approval	form	is	specifically	for	work	one	completes	at	a	university.	The	template	includes	all	the	typical	overtime	request	information,	as	well	as	university-specific	job	codes	and	space	for	department	and	chair	approval.	You	can	use	this	form	to	request	overtime	compensation	for	an	individual	employee
or	for	an	entire	department.Download	University	Overtime	Request	FormExcel	|Word	|PDF	Use	this	template	to	request	approval	for	government	or	military	overtime	or	holiday	work.	Include	all	basic	employee	information,	the	number	of	overtime	or	holiday	hours	worked,	justification	for	the	additional	hours,	and	whether	the	employee	elected	to	do
the	work	or	the	administration	required	it.	Note	that	government	and	military	overtime	request	policies	may	change	or	be	specific	to	a	department,	so	double-check	that	this	form	will	suffice	for	your	line	of	work.Download	Government/Military	Overtime	Request	FormExcel	|Word	|PDF	|	Smartsheet	This	template	is	for	support	personnel	and	includes
instructions	for	how	your	organization	will	calculate	overtime	pay	and	when	and	how	to	submit	the	form	to	ensure	compensation.	Include	basic	employee	details,	dates	and	times	of	overtime	work,	a	brief	explanation	of	the	work	one	completes,	and	supervisor	approval.	If	youre	using	this	as	a	standard	company	form,	be	sure	to	revise	it	regularly	to
stay	up	to	date	with	policies.Download	Overtime	Request	Form	for	Support	PersonnelExcel	|Word	|PDF	Use	this	template	to	easily	track	overtime	hours.	The	form	can	also	double	as	an	overtime	request	form	although	double-check	with	your	employer	as	to	whether	overtime	hours	require	approval	in	advance.	The	template	also	serves	as	an	accurate
log	of	all	the	overtime	hours	an	employee	works	and	all	the	pay	they	earn.	This	document	includes	instructions	at	the	bottom	of	the	form,	and	you	can	edit	them	to	reflect	your	companys	policies.Download	Overtime	Tracking	FormExcel	|Word	|PDF	|	Smartsheet	This	is	a	three-part	overtime	request	form	that	you	can	use	to	formally	approve	and	settle
all	overtime	work	and	pay.	The	first	section	requires	the	employee	to	provide	basic	information	and	the	proposed	number	of	voluntary	overtime	hours;	the	second	section	asks	for	supervisor	and	HR	approval;	and	the	third	provides	a	simple	hours	tracking	chart	for	the	employee	to	log	actual	overtime	hours.	To	officially	settle	the	agreement,	submit
the	entire	form	to	payroll	as	an	overtime	claim	form.Download	Overtime	Request	Settlement	FormWord	|PDF	Sometimes,	a	manager	or	department	head	will	anticipate	a	larger-than-average	workload	and	need	employees	to	volunteer	to	work	overtime.	Use	this	template	as	a	sign-up	sheet	for	upcoming	overtime	work	the	manager	will	simply	input	the
project,	task(s),	and	anticipated	number	of	hours,	and	employees	can	sign	up	to	complete	the	extra	work	that	you	need.Download	Overtime	Sign-Up	SheetExcel	|Word	|PDF	|	Smartsheet	This	is	a	simple	Excel	template	that	you	can	use	to	calculate	total	pay	for	a	combination	of	regular	and	overtime	hours.	Simply	add	regular	hourly	and	overtime	pay,
and	then	input	how	many	hours	you	worked	at	each	rate	the	totals	will	automatically	calculate.	Additionally,	you	can	use	this	template	to	log	hours	over	a	period	of	time;	that	way,	you	and	your	manager	can	use	the	document	as	an	analysis	tool	to	plan	for	future	workloads.Download	Overtime	Calculator	and	Analysis	Template	-	Excel	In	this	section,
youll	find	several	workplace	administration	templates	that	may	also	be	of	use.	If	you	need	to	take	an	extended	period	of	time	off	for	anything	from	maternity	or	other	medical	leave	to	jury	duty	you	may	need	to	formally	request	those	days	off	as	well	as	the	attendant	compensation.	Use	this	template	to	request	leave:	Simply	input	your	employee
information,	your	dates	and	hours	of	leave,	and	the	reason(s)	you	are	taking	leave,	and	get	a	supervisor	signature.	The	form	also	includes	a	key	for	leave	codes	that	you	can	edit	to	suit	your	companys	policies.Download	Employee	Leave	Request	FormExcel	|Word	|PDF	|	Smartsheet	Use	this	weekly	calendar	to	plan	for	upcoming	holidays	and	vacations
and	track	time	off	(whether	PTO,	sick	days,	or	additional	vacation	hours).	Keeping	a	weekly	calendar	can	help	you	provide	accurate	logs	of	the	hours	youve	worked	and	the	time	youve	taken	off,	and	can	serve	as	a	jumping-off	point	in	case	you	need	to	request	vacation	time.Download	Weekly	Vacation	Tracking	Calendar	(2025)	-	Excel	This	simple
calendar	in	a	landscape	format	template	provides	a	monthly	view	with	plenty	of	space	for	notes	under	each	date.	Fill	in	planned	vacation,	important	dates,	and	other	personal	commitments,	and	use	the	form	as	a	visual	tool	to	plan	for	upcoming	time	off.	It	also	allows	you	to	look	ahead,	so	you	can	make	sure	that	you	submit	vacation/time-off	requests	in
plenty	of	time	for	approval.Download	Monthly	Vacation	Tracking	Calendar(2024)Excel	|PDF	Use	this	yearly	calendar	template	to	get	an	at-a-glance	view	of	your	plans,	including	work	trips,	PTO,	additional	vacations,	and	long-term	personal	projects.	The	form	also	includes	a	blank	column	for	notes	or	a	to-do	list,	and	you	can	easily	print	the	calendar	for
easy,	everyday	use.Download	Yearly	Vacation	Tracking	Calendar	(2025)	-	Excel	This	expenses	template	makes	it	easy	for	employees	to	request	reimbursement	for	business	costs.	Simply	input	the	costs,	amounts,	and	dates	of	each	transaction,	and	submit	the	form	to	your	manager	or	accounting	department	for	approval	and	compensation.	This	is	a
simple	Excel	spreadsheet	that	you	can	easily	edit	to	fit	your	needs.Download	Business	Expense	Reimbursement	Form	-	Excel	This	is	a	basic	invoice	template	that	includes	columns	to	list	the	goods	and	services	youve	provided,	as	well	as	the	costs	youve	incurred.	Once	youve	logged	the	hours	youve	worked	and	the	requisite	compensation,	submit	the
invoice	to	your	customer	for	processing,	and	file	it	to	keep	track	of	transactions,	billing,	and	payments.	For	more	specialized	invoice	templates,	visit	this	article	with	over	50	free,	downloadable	forms.Download	Invoice	Request	Form	-	Excel	A	grievance	form	is	documentation	of	a	perceived	injustice	or	infraction	in	the	workplace	and	provides	an
employee	(the	grievant)	with	a	way	to	initiate	an	investigation	and	a	subsequent	resolution	of	any	issues.	This	standard	employee	grievance	form	provides	sections	for	the	grievants	contact	information,	the	date	and	time	of	the	incident,	the	involved	parties,	and	the	details	about	the	issue	at	hand.	You	can	customize	the	template	to	reflect	any
company-specific	procedures,	or	you	can	simply	edit	the	document	to	fit	the	needs	of	the	situation.Download	Employee	Grievance	FormExcel	|Word	|PDF	|	Smartsheet	If	you	want	your	employer	to	automatically	deduct	a	certain	amount	of	money	from	your	regular	paycheck,	use	this	form	to	make	the	request.	There	are	several	reasons	you	may	want
to	withhold	a	portion	of	your	paycheck	(e.g,	you	may	want	to	put	something	toward	taxes,	savings,	or	loans),	and	this	form	allows	you	to	designate	the	account	toward	which	you	want	to	allocate	the	deduction.	Simply	input	the	basic	information	and	have	the	necessary	parties	sign	off.Download	Payroll	Deduction	Authorization	FormExcel	|Word	|PDF
Federal	provisions	define	overtime	work	as	any	additional	work	over	40	hours	that	an	employee	completes	in	a	single,	standard	workweek.	An	overtime	request	is	a	document	that	an	employee	writes	in	order	to	request	approval	for	working	overtime	hours	and	receive	overtime	pay	for	those	additional	hours.	Typically,	the	employee	submits	the
document	to	their	manager,	who	then	approves	or	rejects	the	request.Although	the	Fair	Labor	Standards	Act	(FLSA)	requires	employers	to	properly	compensate	workers	for	overtime	work,	it	is	essential	that	you	get	approval	for	the	hours	before	working	overtime.	Employers	reserve	the	right	to	deny	overtime	requests,	so	submit	your	request	early	to
ensure	you	dont	end	up	going	unpaid	for	extra	hours.There	are	several	reasons	that	an	employee	might	need	to	work	overtime.	Common	reasons	include	a	personal	work	backlog,	an	additional	workload	that	the	company	has	assigned,	or	understaffing	on	a	particular	project	or	in	a	particular	department.	The	specific	information	you	include	on	your
overtime	request	form	may	vary,	depending	on	your	organizations	regulations,	your	position,	and	the	nature	of	your	company	(for	instance,	government	versus	privately	owned).	However,	most	overtime	request	forms	will	include	the	following	general	information:Basic	employee	information	(name,	position,	employee	ID	number,	contact	information,
etc.)Manager	name	and	contact	informationNumber	of	overtime	hours	requestedTime(s)	and	date(s)	of	requested	overtime	hoursCalculated	total	cost	of	overtime	hoursJustification	for	overtime	request	(for	instance,	a	personal	work	backlog,	an	understaffed	department,	a	special	project,	or	other	reasons	why	you	cannot	complete	this	work	during
normal	working	hours)Instructions	and/or	company	policies	regarding	overtime	work	and	overtime	requestsApproval	signatures	(by	manager	or	other	necessary	party)	Submitting	an	overtime	request	is	usually	a	simple	process,	but	there	are	some	things	you	should	keep	in	mind	when	doing	so:Know	Your	Rights	as	an	Employee:	Under	the	Fair	Labor
Standards	Act,	employers	must	pay	covered	nonexempt	employees	for	approved	overtime	work	(more	than	40	hours	per	week)	at	a	rate	of	at	least	one-and-a-half	times	an	employees	standard	hourly	pay.	Note	that	the	FLSA	does	not	require	overtime	pay	for	any	work	that	an	employee	performs	on	nights,	weekends,	or	holidays;	in	these	circumstances,
the	employee	must	negotiate	directly	with	the	employer.Know	Your	Companys	Overtime	Regulations	and	Policies:	While	federal	laws	require	employers	to	compensate	employees	for	approved	overtime	work,	companies	may	have	specific	rules	surrounding	the	approval	process,	such	as	deadlines	to	submit	requests,	compensation	for	weekend	or
holiday	work,	etc.	In	order	to	get	paid	for	your	extra	work,	make	sure	you	know	and	adhere	to	these	policies.	Keep	in	mind	that	employers	have	the	right	to	deny	your	request	(for	instance,	if	it	fails	to	meet	certain	criteria	or	you	submit	it	late),	and	discipline	employees	who	break	company	or	legal	overtime	rules.Know	the	Legal	Action	Available	to
You:	If	you	believe	your	organization	has	not	properly	compensated	you	(either	according	to	federal	laws	or	company	policy),	do	your	research	before	you	take	action.	Filing	a	claim	without	having	proper	documentation	or	before	talking	through	solutions	can	result	in	excess	fees	and	time,	as	well	as	a	damaged	relationship	between	you	and	your
employer.In	addition,	here	are	five	easy	tips	that	will	facilitate	the	processes	of	submitting	an	overtime	request,	coordinating	with	your	boss,	and	getting	your	overtime	work	approved:Set	a	Project	Schedule	in	Advance:	Before	you	begin	work	on	a	particular	project,	work	with	your	manager	(and	team,	if	applicable)	to	create	a	timeline	for	the	work
you	will	perform.	The	schedule	may	change,	of	course,	but	having	a	rough	plan	in	place	can	help	mitigate	the	need	for	last-minute	overtime	work	down	the	road.Have	a	Conversation	With	Your	Manager	Before	Submitting	the	Request:	Even	if	your	company	does	not	require	you	to	alert	your	manager	that	you	are	submitting	an	overtime	request,	its
best	to	have	an	in-person	conversation	to	both	prepare	the	manager	for	the	request	and	to	make	sure	you	are	both	on	the	same	page	about	the	amount	of	work	you	will	do	and	any	deadlines	you	will	have.Ensure	Extra	Hours	Are	Necessary:	This	may	sound	obvious,	but	inquire	as	to	whether	the	work	is	necessary	and	if	someone	else	can	perform	the
responsibilities	before	you	submit	an	overtime	request.	Communicating	early	and	often	with	your	manager	and	team	members	will	help	trim	unnecessary	tasks	from	the	backlog	and	ensure	that	the	company	is	efficiently	utilizing	all	of	its	resources.Include	Details	of	the	Work	You	Will	Perform:	Be	specific	about	the	tasks	you	plan	to	accomplish	during
your	overtime	hours	doing	so	will	allow	your	manager	(or	other	stakeholders)	to	sign	off	on	your	work	as	necessary	and	give	a	full	picture	of	what	you	intend	to	do	with	the	extra	time.Maintain	Accuracy	When	Logging	Overtime	Hours:	If	your	employer	approves	your	request,	be	honest	about	the	time	you	actually	end	up	working.	Rather	than
automatically	taking	all	the	hours	youre	allotted,	build	trust	and	accountability	by	working	as	efficiently	as	possible	to	get	the	job	done.	Although	working	overtime	can	be	a	hassle,	there	are	ways	to	get	more	than	just	additional	compensation	out	of	it.	In	fact,	you	can	use	your	overtime	work	to	your	careers	advantage:	Cite	your	overtime	work	to	prove
dedication	to	your	company,	department,	or	project,	and	use	it	as	leverage	down	the	road	if	you	want	more	responsibility	or	are	pursuing	a	promotion.	That	being	said,	you	shouldnt	pursue	overtime	work	primarily	as	a	tool	to	get	ahead.	Take	care	of	yourself	and	deliver	efficient,	consistent	work,	rather	than	relying	on	extra	hours	to	get	noticed
(especially	since	too	much	overtime	can	result	in	burnout).	Empower	your	people	to	go	above	and	beyond	with	a	flexible	platform	designed	to	match	the	needs	of	your	team	and	adapt	as	those	needs	change.	The	Smartsheet	platform	makes	it	easy	to	plan,	capture,	manage,	and	report	on	work	from	anywhere,	helping	your	team	be	more	effective	and
get	more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it	happens	with	roll-up	reports,	dashboards,	and	automated	workflows	built	to	keep	your	team	connected	and	informed.	When	teams	have	clarity	into	the	work	getting	done,	theres	no	telling	how	much	more	they	can	accomplish	in	the	same	amount	of	time.Try	Smartsheet
for	free,	today.	Try	Smartsheet	for	Free	Get	a	Free	Smartsheet	Demo	In	todays	fast-paced	work	environments,	the	demand	for	extra	work	hours	is	inevitable.	An	Overtime	Request	Form	acts	as	a	bridge	between	employees	desires	to	put	in	additional	hours	and	a	companys	need	to	manage	and	approve	these	requests	systematically.	Whether	youre	an
employee	seeking	approval	or	a	manager	aiming	for	efficient	staffing,	understanding	the	meaning,	types,	and	creation	process	of	this	form	is	essential.	Dive	into	this	guide	to	unravel	its	nuances	and	maximize	its	utility.	What	is	an	Overtime	Request	Form	?	DefinitionAn	Overtime	Request	Form	is	a	formal	document	used	by	employees	to	request
approval	for	working	hours	that	exceed	their	regular	scheduled	hours.	This	form	provides	a	structured	way	for	employees	to	communicate	their	desire	or	need	to	work	additional	hours,	allowing	managers	or	HR	departments	to	review,	approve,	or	decline	such	requests	based	on	operational	needs,	budget	constraints,	or	labor	laws.	The	form	typically
includes	details	like	the	employees	name,	the	date	of	the	requested	overtime,	the	number	of	extra	hours	sought,	and	the	reason	for	the	request.What	is	the	Meaning	of	an	Overtime	Request	Form?The	meaning	of	an	Overtime	Request	Form	extends	beyond	its	basic	definition.	It	symbolizes	a	structured	communication	channel	between	employees	and
management	regarding	additional	work	hours.	The	form	not	only	facilitates	an	employees	intent	to	work	beyond	regular	hours	but	also	aids	organizations	in	tracking,	managing,	and	ensuring	proper	compensation	for	such	hours.	By	using	this	form,	companies	can	maintain	a	balance	between	operational	needs	and	employee	welfare,	while	also
ensuring	adherence	to	labor	laws	and	regulations	concerning	overtime.	In	essence,	it	promotes	transparency,	fairness,	and	systematic	management	of	overtime	work.What	is	the	Best	Sample	Overtime	Request	Form?A	comprehensive	Overtime	Request	Form	should	capture	all	necessary	details	while	being	user-friendly.	Below	is	a	sample
template:Employee	Details:Name:	________________________Employee	ID:	__________________Position/Title:	________________Department:	___________________Overtime	Details:Date	of	Overtime:	___	/	___	/	______Start	Time:	________	End	Time:	________Total	Overtime	Hours	Requested:	_______Reason	for	Overtime:	(Please	provide	a	brief	explanation	for	the
need	of	overtime)	Supervisor/Manager	Approval:Approved:	[	]	Declined:	[	]	(Please	check	the	appropriate	box)Comments/Notes:	Signature	of	Employee:	____________________	Date:	___	/	___	/	______Signature	of	Supervisor/Manager:	______________	Date:	___	/	___	/	______Note:	The	actual	format	can	vary	based	on	the	organizations	needs	and	the	platform
(paper-based	or	digital)	used.	Some	forms	might	include	additional	fields	such	as	project/task	details	associated	with	the	overtime,	hourly	rate	for	overtime,	or	any	applicable	union	guidelines.	Ensure	the	sample	request	form	aligns	with	your	organizations	policies	and	local	labor	laws.FREE	50+	Overtime	Request	Forms	in	PDF	51.	Unscheduled
Overtime	Account	Request	Form	How	do	I	fill	out	an	Overtime	Request	Form	properly?Filling	out	an	Overtime	Request	Form	accurately	is	crucial,	as	it	ensures	you	get	the	appropriate	approval	and	subsequent	compensation	for	the	extra	hours	worked.	Heres	a	step-by-step	guide	to	assist	you:Name:	Clearly	write	your	full	name,	as	registered	in	the
company	records.Employee	ID:	Input	your	unique	identification	number,	if	applicable.Position/Title:	Specify	your	job	title	or	designation.Department:	Mention	the	department	you	work	in.Date	of	Overtime:	Clearly	mark	the	date	when	you	wish	to	work	overtime.	If	it	spans	multiple	days,	you	might	need	to	specify	each	date.Start	and	End	Time:	Indicate
the	exact	hours	you	intend	to	start	and	finish	your	overtime.	This	helps	in	calculating	the	total	hours.Total	Overtime	Hours	Requested:	Specify	the	total	number	of	hours	you	expect	to	work	as	overtime.	This	is	typically	the	difference	between	the	end	and	start	time.Be	as	specific	as	possible.	Indicate	why	the	overtime	is	necessary.	It	could	be	to	meet	a
project	deadline,	cover	for	a	colleague,	or	handle	an	unexpected	workload.Once	youve	filled	out	the	form,	review	the	information	for	accuracy.	Then,	sign	and	date	the	form.	Your	signature	confirms	the	details	youve	provided	are	correct	to	the	best	of	your	knowledge.Leave	this	section	blank,	as	its	meant	for	your	supervisor	or	manager.	They	will
indicate	approval	or	rejection	and	might	include	comments	or	notes	for	clarification.Use	this	section	if	theres	any	additional	information	that	you	believe	would	support	your	request	or	if	there	are	specific	details	your	supervisor	should	be	aware	of.Additional	Tips:Read	Instructions:	Some	forms	might	come	with	specific	instructions.	Ensure	you	go
through	them	before	filling	out	the	form.Use	Black	or	Blue	Ink:	If	youre	filling	out	a	physical	form,	use	blue	or	black	ink	for	clarity.Avoid	Overwriting:	If	you	make	a	mistake	on	a	paper	form,	its	better	to	strike	through	the	error	neatly	and	write	the	correct	information	above	or	beside	it.	Alternatively,	you	can	ask	for	a	new	form.Online	Forms:	If	your
company	uses	an	electronic	system	or	online	portal,	ensure	that	you	save	or	submit	the	form	after	filling	it	out.	Double-check	all	drop-down	menus	and	fields	for	accuracy.Keep	a	Copy:	Always	keep	a	copy	of	the	form	for	your	records,	whether	its	a	physical	photocopy	or	a	digital	snapshot.Lastly,	ensure	you	submit	the	form	to	the	designated	authority
or	department	on	time	to	avoid	any	delays	or	issues	in	processing.How	far	in	advance	should	I	submit	my	Overtime	Request	Form?The	timeframe	for	submitting	an	Overtime	Request	Form	can	vary	depending	on	company	policy	and	the	nature	of	the	job.	However,	in	general,	the	following	guidelines	may	apply:Standard	Procedures:	Many	companies
prefer	at	least	a	weeks	notice	so	they	can	adjust	staffing	levels	or	allocate	resources	accordingly.	This	gives	supervisors	and	managers	ample	time	to	review	the	request,	understand	the	reasons	for	the	overtime,	and	approve	or	deny	based	on	current	workload	or	budget	constraints.Emergency	or	Unpredictable	Situations:	Sometimes,	unexpected	work
may	arise	that	necessitates	overtime.	In	these	scenarios,	the	request	should	be	submitted	as	soon	as	youre	aware	of	the	need	for	overtime.	In	some	cases,	companies	might	have	a	separate	process	for	these	urgent	requests.Company	Policy:	Always	refer	to	your	companys	employee	handbook	or	HR	guidelines.	Some	organizations	might	have	specific
policies	outlining	the	timeframe	for	submitting	such	requests.	This	can	range	from	a	few	days	to	several	weeks.High-Volume	Periods:	If	you	anticipate	needing	overtime	during	high-volume	periods,	like	retail	sales	during	the	holiday	season	or	year-end	financial	closings,	its	wise	to	submit	your	request	well	in	advance.	The	demand	for	overtime	can	be
higher	during	these	periods,	and	earlier	requests	might	have	a	better	chance	of	approval.Consideration	for	Others:	If	your	overtime	might	affect	colleagues,	such	as	if	theyll	need	to	cover	your	regular	duties	or	if	your	role	in	a	project	is	critical,	give	as	much	notice	as	possible.	This	allows	teams	to	plan	accordingly.Lastly,	even	after	submitting	the
request	on	time,	its	a	good	practice	to	follow	up	with	the	relevant	authority	or	supervisor	to	ensure	theyve	received	and	reviewed	your	request,	especially	if	you	dont	hear	back	within	a	reasonable	timeframe.You	should	also	take	a	look	at	ourSample	Business	Request	Forms.	Typically,	the	process	for	submitting	an	Overtime	Request	Form	involves
forwarding	it	to	your	immediate	supervisor	or	manager.	However,	the	specific	path	can	vary	based	on	company	structure	and	policies.	Heres	a	general	guideline	on	who	to	submit	your	form	to:Immediate	Supervisor/Manager:	In	most	companies,	the	first	point	of	contact	is	your	immediate	supervisor	or	manager.	They	are	directly	responsible	for	your
work	assignments	and	can	best	assess	if	the	overtime	is	necessary.Department	Head:	If	your	immediate	supervisor	is	unavailable,	or	if	the	company	policy	dictates,	you	might	need	to	forward	your	request	to	the	department	head	or	the	next	higher	authority.Human	Resources:	Some	companies	have	a	centralized	system	where	all	overtime	requests
are	processed	through	the	HR	department.	In	such	cases,	after	your	supervisors	approval,	the	form	might	be	forwarded	to	HR	for	record-keeping	or	further	authorization.Payroll	Department:	If	overtime	affects	compensation	directly	(as	it	often	does),	the	Payroll	department	might	need	a	copy	of	the	approved	form	to	ensure	accurate	payment.Online
Systems:	Many	modern	companies	use	digital	HR	systems	where	employees	can	log	in	and	submit	requests	electronically.	In	this	scenario,	once	submitted,	the	system	routes	the	request	to	the	appropriate	approver(s)	automatically.Special	Projects	or	Clients:	If	the	overtime	is	tied	to	a	specific	project	or	client,	you	might	also	need	approval	from	a
project	manager	or	client	representative,	especially	if	they	bear	the	overtime	costs.Tips:Read	the	Form:	Often,	the	form	itself	will	have	instructions	or	a	designated	section	indicating	who	should	approve	the	request.Company	Handbook:	Your	employee	handbook	or	companys	internal	guidelines	can	provide	specifics	on	the	process.Ask	Colleagues:	If
youre	unsure,	ask	a	seasoned	colleague	or	team	member.	They	might	have	insights	based	on	their	experience.Follow	Up:	After	submitting,	follow	up	to	ensure	its	been	received	and	reviewed.	This	is	particularly	important	if	the	request	is	time-sensitive.Always	remember	to	keep	a	copy	of	the	submitted	form,	either	a	physical	duplicate	or	a	digital
screenshot,	for	your	records.Can	I	make	changes	to	my	Overtime	Request	Form	after	submission?Whether	or	not	you	can	make	changes	to	your	Overtime	Request	Form	after	submission	largely	depends	on	your	companys	policies	and	the	system	they	use	for	these	forms.	Heres	a	general	guideline:Paper	Forms:	If	your	company	uses	physical	forms	and
the	request	hasnt	yet	been	processed	or	approved,	you	might	be	able	to	retrieve	it,	make	necessary	corrections,	and	resubmit.	However,	if	its	already	been	approved	or	denied,	you	might	need	to	complete	a	new	form	or	an	amendment	form	to	reflect	the	changes.Digital/Online	Systems:	Some	online	HR	management	systems	allow	edits	to	requests	up
until	they	are	reviewed	or	approved.	If	the	system	locks	the	form	after	submission,	youll	likely	need	to	contact	HR	or	your	supervisor	to	make	adjustments.Communication	is	Key:	If	you	realize	theres	an	error	on	your	submitted	form	or	need	to	make	changes,	immediately	notify	your	supervisor,	HR,	or	the	relevant	approving	authority.	The	sooner	you
communicate	the	need	for	changes,	the	easier	it	might	be	to	adjust.Clarification	or	Additions:	If	only	minor	clarifications	are	needed,	it	might	be	possible	to	handle	it	via	email	or	direct	communication,	without	altering	the	original	form.	But	this	depends	on	the	nature	of	the	changes	and	the	companys	policy.Documentation:	If	changes	are	made,
ensure	theres	a	record	of	them.	Whether	its	an	updated	form,	an	email	trail,	or	notes	on	the	original	form,	its	essential	to	have	documentation	of	the	changes,	especially	when	it	comes	to	matters	related	to	compensation.Resubmission:	In	some	cases,	especially	where	substantial	changes	are	required,	you	might	need	to	fill	out	and	submit	a	new	form
entirely.Always	refer	to	your	companys	guidelines	or	policies	regarding	overtime	requests	to	understand	the	correct	procedure.	If	in	doubt,	its	best	to	consult	with	HR	or	your	supervisor	to	determine	the	best	course	of	action.If	my	Overtime	Request	Form	is	declined,	can	I	appeal	or	resubmit?If	your	Overtime	Request	Form	is	declined,	whether	or	not
you	can	appeal	or	resubmit	depends	on	the	specific	policies	and	culture	of	your	organization.	However,	here	are	some	general	steps	you	can	consider	if	your	request	is	declined:Understand	the	Reason:	Before	taking	any	further	action,	understand	why	your	request	was	declined.	Your	supervisor	or	the	person	who	declined	it	should	provide	a	reason.	It
could	be	due	to	budget	constraints,	a	lack	of	clarity	about	the	necessity	of	the	overtime,	or	other	reasons.Open	Communication:	Arrange	a	meeting	or	a	discussion	with	your	supervisor	or	the	relevant	authority.	Present	your	reasons	for	needing	the	overtime	and	clarify	any	misunderstandings.	Sometimes,	a	direct	conversation	can	resolve	any
concerns.Resubmit	with	Additional	Information:	If	the	decline	was	due	to	a	lack	of	clarity,	you	could	resubmit	the	form	with	additional	details	or	supporting	documents	that	highlight	the	importance	and	necessity	of	the	overtime.Appeal	to	Higher	Management	or	HR:	If	you	believe	your	overtime	is	essential	and	the	immediate	supervisor	denies	it,	you
might	be	able	to	appeal	to	a	higher	authority	or	the	HR	department,	depending	on	your	organizations	structure.Follow	Company	Procedures:	Some	companies	may	have	a	formal	appeal	process	for	such	requests.	Always	adhere	to	company	policies	and	guidelines	when	challenging	a	decision.Alternative	Solutions:	If	overtime	isnt	approved,	consider
discussing	alternative	solutions.	This	could	include	redistributing	tasks,	getting	temporary	assistance,	or	looking	into	other	ways	to	manage	the	workload.Document	Everything:	If	you	choose	to	appeal	or	resubmit,	ensure	all	communications	and	reasons	are	well-documented.	This	not	only	provides	clarity	but	can	also	be	useful	if	further	discussions
are	needed.Acceptance:	If,	after	all	attempts,	the	request	is	still	denied,	its	essential	to	understand	and	respect	the	decision,	especially	if	its	due	to	valid	reasons	such	as	budgetary	constraints	or	company	policies.Remember,	the	goal	is	not	just	to	get	approval	but	to	ensure	the	companys	and	employees	best	interests	are	served.	Overtime	can	be
beneficial	when	theres	a	genuine	need,	but	it	can	also	be	costly	and	potentially	harmful	if	overused	or	mismanaged.	Always	approach	the	situation	with	an	understanding	of	both	personal	and	organizational	perspectives.Our	Request	Form	in	PDFis	also	worth	a	look	atWhere	can	I	find	a	copy	of	the	companys	Overtime	Request	Form?To	find	a	copy	of
your	companys	Overtime	Request	Form,	you	can	follow	these	steps:HR	Department:	Start	by	checking	with	your	companys	Human	Resources	(HR)	department.	They	are	the	primary	custodians	of	HR-related	forms,	including	Overtime	Request	Forms.	They	can	provide	you	with	the	most	up-to-date	and	relevant	form.Company	Intranet	or	HR	Portal:
Many	organizations	have	an	intranet	or	an	HR	portal	accessible	to	employees.	You	might	find	HR	forms,	including	the	Overtime	Request	Form,	available	for	download	or	submission	through	these	platforms.	Log	in	to	your	companys	internal	website	or	portal	and	navigate	to	the	HR	or	forms	section.Employee	Handbook:	The	companys	employee
handbook	or	policy	manual	often	contains	information	about	various	HR	processes	and	forms.	Check	the	handbook	for	details	on	how	to	access	and	submit	the	Overtime	Request	Form.Supervisor	or	Manager:	Your	immediate	supervisor	or	manager	might	have	a	copy	of	the	Overtime	Request	Form.	They	can	either	provide	you	with	a	physical	copy	or
direct	you	to	the	appropriate	channels	to	obtain	one.Ask	HR	or	Administrative	Staff:	If	you	cant	find	the	form	readily	available,	reach	out	to	HR	staff	or	administrative	personnel.	They	can	guide	you	on	where	to	locate	the	form	and	might	even	email	it	to	you	if	its	available	electronically.Colleagues:	Sometimes,	colleagues	who	have	previously	submitted
Overtime	Request	Forms	might	have	a	copy	or	know	where	to	find	one.	Dont	hesitate	to	ask	for	guidance.Online	Search:	If	your	company	has	an	unusual	or	specific	form,	you	might	be	able	to	find	it	through	an	online	search.	Include	your	companys	name	and	Overtime	Request	Form	in	the	search	query.Company	Policies:	Review	your	companys
policies	related	to	overtime	and	timekeeping.	These	policies	may	include	details	on	where	to	find	the	form	and	how	to	submit	it.Remember	to	use	the	most	current	version	of	the	form	to	ensure	accuracy	and	compliance	with	company	policies.	If	youre	unsure,	its	best	to	reach	out	to	HR	for	guidance	on	obtaining	the	correct	form.What	should	I	do	if	I
accidentally	filled	out	the	Overtime	Request	Form	incorrectly?If	youve	accidentally	filled	out	the	Overtime	Request	Form	incorrectly,	dont	worry;	there	are	steps	you	can	take	to	rectify	the	situation:Contact	HR	or	Supervisor:	As	soon	as	you	realize	the	error,	inform	your	HR	department	or	immediate	supervisor.	Communication	is	key	to	addressing	the
mistake	promptly.Review	the	Error:	Identify	the	specific	error	or	errors	on	the	form.	Is	it	a	typo,	incorrect	date	or	time,	or	a	missing	detail?Amendment	or	Resubmission:	Depending	on	the	nature	of	the	error,	you	have	a	few	options:Minor	Corrections:	If	its	a	minor	error	(e.g.,	a	typo),	your	HR	department	may	allow	you	to	make	the	correction	directly
on	the	form,	usually	with	a	signature	or	initial	to	indicate	the	change.Resubmission:	If	the	error	is	significant	and	changes	the	nature	of	the	request,	you	may	need	to	resubmit	the	form	with	the	correct	information.	Discuss	this	with	HR	or	your	supervisor	for	guidance.Document	Corrections:	Ensure	that	any	corrections	made	to	the	form	are	well-
documented.	Include	the	date	of	correction,	your	signature	or	initials,	and	an	explanation	of	the	changes	made.Retain	Records:	Keep	copies	of	both	the	original	form	and	the	corrected	form	for	your	records.	This	documentation	can	be	useful	in	case	of	any	disputes	or	inquiries.Follow	Up:	If	you	resubmit	the	form	or	make	corrections,	follow	up	with	HR
or	your	supervisor	to	confirm	that	the	updated	form	has	been	received	and	processed	correctly.Learn	from	the	Mistake:	Take	this	opportunity	to	review	the	form	more	carefully	in	the	future.	Double-check	all	entries	and	details	before	submitting	to	minimize	the	chance	of	errors.Remember	that	everyone	makes	mistakes,	and	HR	departments	are	often
accustomed	to	handling	corrections	and	revisions	to	various	request	forms	in	excel.	The	key	is	to	address	the	error	promptly	and	professionally	to	ensure	the	correct	information	is	recorded	and	processed	accurately.Can	I	retract	my	Overtime	Request	Form	after	submission	if	my	plans	change?Whether	you	can	retract	your	Overtime	Request	Form
after	submission	depends	on	your	companys	policies	and	the	stage	of	processing	the	request.	Here	are	some	considerations:Early	Withdrawal:	If	youve	submitted	the	form	but	it	has	not	yet	been	reviewed	or	approved,	you	may	have	a	better	chance	of	retracting	it.	Contact	your	HR	department	or	supervisor	immediately	to	explain	the	situation	and
request	withdrawal.Review	Stage:	If	the	form	is	in	the	review	stage	but	has	not	been	approved	or	denied	yet,	its	still	possible	to	request	withdrawal,	but	you	should	act	quickly.	Notify	the	relevant	authority	and	explain	the	reason	for	the	withdrawal.Approved	or	Denied:	Once	the	form	has	been	approved	or	denied,	its	generally	more	challenging	to
retract	it.	At	this	point,	the	company	may	have	made	scheduling	or	payroll	decisions	based	on	the	approved	overtime.	However,	you	can	still	communicate	with	your	supervisor	or	HR	to	discuss	the	situation	and	explore	possible	alternatives.Company	Policy:	Review	your	companys	policies	regarding	Overtime	Request	Forms.	Some	companies	may
have	specific	provisions	for	retracting	or	amending	requests.Professional	Communication:	Regardless	of	the	situation,	maintain	open	and	professional	communication	with	your	supervisor	and	HR.	Explain	your	circumstances	and	reasons	for	needing	to	retract	the	request	clearly	and	politely.Alternative	Solutions:	If	you	cant	retract	the	request,
consider	discussing	alternative	solutions	with	your	supervisor	or	HR.	This	might	include	adjusting	your	schedule	or	finding	someone	else	to	cover	the	overtime.Remember	that	clear	and	timely	communication	is	essential	in	such	situations.	Your	company	may	be	more	accommodating	if	they	are	informed	promptly	and	understand	your	reasons	for
needing	to	retract	the	request.How	to	Create	an	Overtime	Request	Form?Creating	an	overtime	request	form	involves	both	design	considerations	and	understanding	the	key	elements	that	must	be	captured	for	a	successful	overtime	management	process.	Heres	a	step-by-step	guide	to	help	you:1.	Understand	the	Purpose:Before	you	begin,	understand
why	you	need	this	form.	Is	it	to	monitor	extra	work,	ensure	employee	well-being,	manage	budgets,	or	all	of	these	reasons?2.	Choose	a	Medium:Decide	if	you	want	a	physical	paper	form,	a	digital	form	using	software	like	Google	Forms	or	Microsoft	Forms,	or	a	feature	within	an	HR	software	that	your	company	uses.3.	Design	the	Form:Begin	with
designing	the	layout	of	the	form.	If	its	digital,	you	can	utilize	drag-and-drop	features	of	many	form-building	platforms.	For	a	paper-based	form,	tools	like	Microsoft	Word	or	Excel	can	be	handy.4.	Capture	Basic	Employee	Details:Include	fields	for:Full	NameEmployee	ID	or	Badge	NumberDepartment	or	TeamPosition	or	Job	TitleDate	of	Request5.	Detail
the	Overtime	Request:This	section	should	capture:The	date(s)	for	which	overtime	is	requested.Estimated	start	and	end	time	of	overtime.Total	hours	of	overtime	requested.Break	(if	any)	during	the	overtime	period.6.	Reason	for	Overtime:Provide	options	for	common	reasons	for	overtime	and	include	a	section	for	additional	details.	Examples:Workload
increaseMeeting	project	deadlinesCovering	for	absent	colleaguesSystem	maintenance	or	updatesOther	(with	space	to	specify)7.	Managerial	Approval	Section:Include	spaces	for:Managers	or	Supervisors	name.Approval	signature.Date	of	approval.Comments	or	notes	from	the	manager.8.	Instructions	and	Guidelines:At	the	top	or	bottom	of	the	form,
include	any	guidelines	or	protocols	related	to	overtime.	For	example:The	timeline	to	submit	before	the	desired	overtime	date.Whom	to	submit	the	form	to.Expected	duration	for	approval	feedback.9.	Feedback	or	Follow-Up	Section:Consider	adding	a	section	where	employees	can	provide	feedback	about	the	overtime	once	completed.	This	can	help	in
assessing	whether	overtime	is	being	used	productively	and	gauge	employee	well-being.10.	Privacy	and	Confidentiality:If	your	form	is	digital,	ensure	its	stored	securely	with	access	limited	to	authorized	personnel.11.	Review	and	Test:Before	finalizing,	have	a	few	employees	and	managers	review	the	form	for	clarity	and	completeness.	Make	adjustments
based	on	their	feedback.12.	Distribution:Once	your	form	is	ready:If	its	paper-based,	ensure	there	are	enough	copies	available	at	accessible	locations.If	its	digital,	provide	a	link	or	access	method	to	all	employees.	Consider	sending	an	email	with	instructions	or	conducting	a	short	training	session.13.	Regular	Updates:Periodically	review	the	form	to
ensure	it	remains	relevant	and	make	updates	as	necessary	based	on	changes	in	company	policy,	feedback,	or	observed	inefficiencies.By	following	these	steps	and	incorporating	the	tips	provided	previously,	you	can	create	an	effective	and	efficient	overtime	request	form	for	your	organization.	An	Overtime	Request	Form	is	a	structured	document
employees	use	to	seek	approval	for	extra	work	hours.	It	ensures	clarity	and	systematic	tracking	of	extended	work	periods.	Types	can	range	from	paper	to	digital	forms,	catering	to	diverse	company	needs.	Examples	might	specify	project	deadlines	or	cover	absences.	Creating	such	a	printable	form	entails	capturing	essential	details,	providing	clear
instructions,	and	considering	user	feedback	for	optimization.	An	overtime	request	form	is	written	by	an	employee	who	would	like	to	request	for	an	overtime	approval	for	a	particular	purpose.	There	are	many	reasons	why	an	individual	needs	to	render	an	overtime	at	work,	and	it	depends	on	the	guidelines	and	rules	being	approved	and	followed	by	the
company	on	whether	the	overtime	will	be	paid	or	not.You	may	also	seematerial	request	forms	24+	Time	Off	Request	Forms10+	Sample	Information	Request	FormsWe	can	provide	you	with	samples	of	overtime	request	form	templates	so	you	can	be	guided	on	the	items	that	are	included	in	this	particular	document.	Moreover,	we	also	have	other
downloadable	sampleformsusable	as	references	for	the	creation	of	a	variety	of	forms	needed	for	different	processes	and	procedures.Sample	Overtime/Compensatory	TimeRequest	FormDetailsFile	Format	Size:	178	KBDownloadOvertime	Approval	Request	Form	in	PDFDetailsFile	Format	Size:	32	KBDownloadOvertime	Pay	Request	Form
ExampleDetailsFile	Format	Size:	203	KBDownloadOvertime	Request	FormA	basic	overtime	request	form	includes	the	following	information:1.	the	name	of	the	employee,2.	the	date	that	the	overtime	request	was	filed,3.	the	employees	company	identification	number,You	may	also	see	purchase	request	forms.4.	the	job	position	of	the	employee,5.	the
department	or	division	where	the	company	is	deployed,6.	the	number	of	overtime	hours	that	the	employee	has	requested,You	may	also	see	budget	request	forms.7.	the	dates	and	specific	time	where	overtime	work	hours	will	be	rendered,8.	the	reason	for	the	overtime	request,You	may	also	see	reference	request	forms.9.	the	amount	that	the	overtime
will	cost,	and10.	the	justification	on	why	the	overtime	should	be	approved.You	may	also	see	job	request	forms.Overtime	Work	Request	Form	in	PDFDetailsFile	Format	Size:	146	KBDownloadEmployee	Leave/Overtime	Request	FormDetailsFile	Format	Size:	84	KBDownloadStandard	Overtime	Request	Support	FormDetailsFile	Format	Size:	7
KBDownloadReasons	for	Creating	an	Overtime	Request	Form1.	He/she	has	a	lot	of	backlogs	and	all	of	them	are	needed	to	be	already	done2.	He/she	is	needed	by	the	company	for	additional	workloads.You	may	also	seeauthorization	request	forms3.	The	company	is	understaffed	and	they	need	the	employee	to	render	additional	hours	of	serviceAn
overtime	request	form	is	essential	as	it	is	the	document	that	will	be	needed	by	the	person	who	is	tasked	to	approve	or	decline	overtime	request	depending	on	the	nature	and	purpose	of	the	particular	request.	Other	than	our	overtime	request	form	templates	and	samples,	you	may	also	download	our	templates	of	transcript	request	formsanddonation
request	forms.Printable	Overtime	Request/Settlement	FormDetailsFile	Format	Size:	208	KBDownloadBasic	Overtime	Authorization	Request	FormDetailsFile	Format	Size:	74	KBDownloadOvertime	Request	Form	in	WordDetailsFile	Format	Size:	3	KBDownloadDownloadable	Overtime	Request	and	Approval	FormDetailsFile	Format	Size:	35
KBDownloadGuidelines	in	Creating	an	Overtime	Request	FormIf	you	will	fill	out	an	overtime	request	form,	here	are	a	few	items	that	you	must	remember:1.	You	need	to	be	knowledgeable	of	the	overtime	regulations	of	the	company	so	that	you	will	know	whether	you	will	be	compensated	or	not	for	the	overtime	that	you	will	render	in	the	work
environment.You	may	also	see	project	request	forms.2.	Be	sure	that	the	reason	for	your	overtime	is	related	to	the	activities	that	you	need	to	provide	for	the	company.3.	Assure	that	all	the	details	that	you	will	write	are	accurate	as	there	are	a	lot	of	processes	that	are	needed	to	be	redone	if	you	have	mistakenly	inserted	a	data	that	is	incorrect.	This	can
affect	the	payroll	system	of	the	human	resource	department,	the	man	power	allocation	of	the	company	for	a	particular	time,	and	the	implementation	of	the	processes	that	are	needed	to	be	done	during	the	time	that	you	are	expected	to	render	an	overtime.You	may	also	seeinvoice	request	formsAside	from	our	overtime	request	form	samples	and
templates,	you	may	also	be	interested	to	browse	through	and	download	our	samples	oftime	off	request	formsfor	additional	references.	

Overtime	request	form	template	excel.	How	to	request	overtime.	Overtime	request	form	template	word.	Overtime	approval	request	form	template.	How	do	i	write	a	letter	of	request	for	overtime.	How	to	write
overtime	request.	Overtime	request	form.	Overtime	request	form	sample.	Example	of	overtime	request	letter.
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