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West Valley-Mission Community College District

Compensatory Time / Overtime Request and Timesheet Form Procedures

The employee will request compensatory time/overtime hours from his/her supervisor by
completing the “Employee Request” section of the form:

= Date: The date on which the activity is to be performed.
» Activity: What work will be performed.
= # of Hrs: The number of approximate hours needed to complete the activity.

Once the “Employee Request” section has been completed, the supervisor will check the
appropriate box “Comp Time” or “Overtime” and initial his/her approval for the hours
requested.

Following the completion of the activity, the employee will complete the “Comp Time /
Overtime Worked” section of the form.

» Start Time: The time at which the activity was begun.
= End Time: The time at which the activity was completed.
= # of Hrs: The number of hours actually worked to complete the activity.

Once the “Comp Time/Overtime Worked” section has been completed, the supervisor will
initial his/her approval for the total number of hours worked.

= At the end of the month, the employee and supervisor will complete the “FOR
EMPLOYEE / SUPERVISOR USE” portion of the form indicating total request for the
month (whether Comp Time or Overtime pay or combination of).

Note: Regular Time Pay to be used for percentage employees only|

= The employee and supervisor will both sign the form and forward to the Budget
Administrator for an account number and authorization signature.

= After all signatures have been obtained, forward the form to Human Resources for
processing.

= The forms cannot be changed once submitted to Human Resources or Payroll.



West Valley-Mission Community College District
Compensatory Time / Overtime Request and Timesheet Form for Classified Employees

NAME SUPERVISOR
(Please Print)
SOC SEC # DEPT
DATATEL# FTE
MONTH
STEP 1 STEP 2 STEP 3 STEP 4
EMPLOYEE REQUEST SUPERVISOR APPROVAL |COMP TIME / OVERTIME WORKED] SUPERVISOR
DATE ACTIVITY # OF HRS] compTIME | overTIME| INITIAL | START TIME | END TIME [|# OF HRS INITIAL

EMPLOYEE SIGNATURE DATE SUPERVISOR'S SIGNATURE DATE
APPROVED:
BUDGET ADMINISTRATOR DATE

FOR EMPLOYEE/SUPERVISOR USE: FOR HUMAN RESOURCES USE ONLY: FOR BUDGET ADMINISTRATOR USE ONLY:
PLEASE INDICATE:
[ 1 OVERTIME X$ = 3

(Hours Worked) (Regular Hrly Pay x 1.5) (Overtime Pay) ACCOUNT #1
[ ] COMP TIME X 1.5 HOURS =

(Hours Worked) (Total Hours Accrued) ACCOUNT # 2
FOR % EMPLOYEES ONLY :
[ ] REGULAR HRS X$ = $

(Regular Hourly Rate) (Regular Pay) ACCOUNT # 3

FOR PAYROLL USE ONLY

DATE PAID: INITIALS:



	Name: 
	SSN: 
	Datatel: 
	ID: 

	Month: 
	Supv: 
	Name: 

	Dept: 
	FTE: 


