PRE-APPROVAL FOR EXTRA HOURS
SUPPORT STAFF

The use of overtime hours is for additional events or exceptional circumstances
Overtime hours are strongly discouraged

Overtime hours
Additional hours (non-overtime)

Date of Request

Administrator submitting request

Employee name/ position

Building Funding Source:

Specific reason for needed hours and timeframe:

** A new form is to be filled out each time there is a new need for overtime approval **

Approval and Funding Source:

e Approved by Consolidated Fund Director

Signature

Date

e Approved by Superintendent

Signature

Date

o Reason if not approved:

A SIGNED COPY WILL BE SENT BACK TO THE ADMINISTRATOR
October 12, 2005



