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	REPLY TO

ATTENTION OF
	Department of the Army

headquarters western region 

united states army cadet command

Box339500

Fort lewis, wa  98433-9500


	 


ATOW-PA
1 June 2003

MEMORANDUM FOR Western Region Brigades and Universities

SUBJECT:  Civilian Overtime/Compensatory Time Procedures

1.  References:  


a.  FL Reg 690-27, 14 Jun 83, Overtime

    
b.  FL Reg 690-23, 29 Sep 87 with changes 1 and 2, Absence and Leave


c.  DOD Financial Management Regulation 700-14R

2.  Purpose.  To outline the responsibilities, policies and procedures for civilian overtime.

3.  Applicability.  Applies to all divisions/offices, brigades and universities within the Western Region.

4.  Definition.  Any work performed beyond the normal 40-hour workweek or 80 hours during any pay period is overtime.

5.  Responsibilities.

     a.  The supervisor must compensate the employee in the form of overtime pay or compensatory time off, i.e., 1 hour off for 1 hour of comp time worked.  Per Fort Lewis Regulation 690-27, Overtime, “…time during which an employee is ‘suffered and permitted’ to work is considered hours of work.”  In other words, if the supervisor is aware that the employee is working beyond his/her normal 8-hour day and he/she allows the employee to continue working, the employee must be compensated.  If overtime work was not approved, the supervisor should direct the employee not to work outside of his regular tour of duty.

     b.  Schools must submit a DA Form 5172-R, Request, Authorization, and Report of Overtime, for approval through your brigade, to Cadet Command for approval prior to working any overtime or compensatory time.  If circumstances require immediate overtime work, you can submit after the fact, but expect Cadet Command to make comments for not making prior coordination.
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c. Instructions for submission of the DA Form 5172-R to Cadet Command.


1) Battalion will submit request for overtime with justification to Brigade.  The Brigade request for overtime will go directly to applicable HQCC Budget team for processing. 


2) Brigade authorizes or recommends approval for the overtime request and forwards it to HQCC, Western Region RM Budget Team via fax to (757) 788-3811/2702 or DSN 680-3811/2702. 


3) HQCC RM Budget team will verify dollars are available, determine appropriate fund cite, certify funds, and return request to Brigade/Battalion.


4) Brigade/Battalion will reflect actual hours worked on the time and attendance sheet.


d.  Employees may also work a flexible schedule during any pay period that might require additional hours of work on particular days.  The employee can work extra hours during a single day and take additional time off during the same pay period, as long as the total number of hours worked during the pay period does not go below or exceed 80 hours.  The supervisor would record this on the Work Schedule Change portion of the time sheet.  The supervisor should change the work schedule back to the regular schedule for the following pay period.

     e.  The supervisor must record any time over 80 hours as overtime or compensatory time earned on the time sheet.  The code for overtime is “OS”, and the code for compensatory time earned is “CE.”  Compensatory time will appear on the employee’s Leave and Earnings statement like any other type of leave.  The employee can take the compensatory time at a later date in lieu of annual or sick leave or leave without pay.  When the employee takes compensatory time, the supervisor must record it on the time sheet as “CT”.

     f.  An employee may not work compensatory time on federal holidays.  Supervisors must record any overtime worked on a federal holiday as overtime pay (code “HG” on the time sheet).  

     g.  According to the above regulations, supervisors will avoid assigning overtime to an employee who wishes to take annual leave within the same pay period.  Supervisors will also avoid granting annual leave within the same pay period as any scheduled overtime.  Compensatory time or a revised work schedule would be appropriate, however.  

6.  Point of contact Earl Kolb at (253) 967-4511.


//Original Signed//


ROBERTA A. ANTRY


LTC, AG


Chief, P&A Division
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