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	Weld County School District RE-5J
Additional Pay Authorization
Hourly Pay
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Manager/Supervisor Instructions
1. Additional pay is earned by an employee that works outside of contracted hours. Additional pay cannot be earned during the employee’s normal workday.
2. Completed forms must be submitted via email to extrapay@weldre5j.org.  Hard copy forms will not be accepted.
3. Completed forms must be submitted by the 12th of each month to be included in the payroll for that month.  Completed forms submitted after the 12th will be paid the following pay period.  If the 12th of the month falls on a non-workday this form is due by noon the next workday.
4. Use a single form for pay source/account number. Do not use a single form with multiple account numbers.
5. Form must be typed and not handwritten.

Extra Pay Description (What is extra pay for?)


Describe where the extra pay is to be paid from.  Enter the account number if known.


	Employee Name
	Date
Worked
	Time Worked*
	Employee Name 
	Date
Worked
	Time Worked*

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


* Document time to nearest quarter hour.  For example, if 1 hour and 9 minutes were worked, document time as 1.25 hours.


____________________________________________________________________
Manager/Supervisor Signature and date (Must be actual signature.  No stamps allowed.)


____________________________________________________________________
CFO Approval

Account Number(s) Designation (CFO Use)
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